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1. Brief Introduction

g Welcome to
Safesmart Security Platform

B

Welcome to use online help for Anson Safesmart Security Access Control and Attandance
Management System.

This online help is only for the software platform and Attandance Management Subsystem. Help for
other subsystems can be found in the "System" menu.

Summarize(See 1.1)
New Function(See 1.2)

Areas of Application(See 1.3)

1.1 Summarize

Safesmart Security System Management Platform is an innovation software which works for M
controller series. In addition to all functions of the second-generation software,safesmart adopts such
features of second-generation software as software infterface, dynamic help and so on. When work
with M controller series, safesmart can serve small and medium enterprises for access control and
attendance management, as well as work with CCTV and alarm devices. The system is easy to

manage, install and use.

Further Check"Installation Requirement(See 2.1)"and"Areas of Application(See 1.3)".

1.2 New Features

C:‘IO New Features

Customized Interface
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Software GUI is more visual and convenient. The function interface window can be moved, hidden,
enlarged/minimized and grouped conveniently. The user can adjust the display size and software

interface as perferred.

Dynamic Help

When user clicks any setup button in software, an instruction for the button will be displayed.

Smart Download

System will only download changed data to controller, it can save download time.

Custom Reader Protocol
The communication protocol which between controller and reader can be changed by software setup.

User can select multiple readers.

Batch Operation

Software supports multiple selection and operation, which can greatly improve work efficiency.

DVR Linkage
Software can work with DVR, user can check DVR video in real-time monitoring, when event or alarm
happen, software will require DVR start to record. The video can be found by double-clicking event or

alarm record in query interface.

Image Snapshot
Under real-time monitoring mode, when video compression card is installed in PC, the user can check
the video for monitoring position. In case of occurance of events or alarm, software will snapshot

automatically.

Modulated Design

Basing on an unique platform, the software is characterized by modulated design, unique style and
unlimited upgrade capability. Currently, the software consists of access control module and attendance
module, which can both work independently. User can use any of all modules. When new module is

developed, user can add the new module into exiting plaftform easily.

Excellent Attendance Module

Compare to other controller-based attendance management system, the software provides more
complete attendance functions such as three-shift attendance, cross-day attendance, overtime
calculation, timed work payment, work-arrangement base on month/day etc. The attendance

management module itself can serve as a professional attendance management system independently.

Multi-language
User can change any character string for interface character, dynamic help and externally files. The

system can support multi-languages.
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1.3 Areas of Application

Product:

M Controller Series

Areas of Application

Safesmart security platform can be applied for commercial offices, governments, R&D instituations,
industrial enterprises, intelligent buildings, intelligent residential areas, banks, financial organizations,

prisons, detention houses, airports, subways, hospitals, customs and so on.

2. Installation Guide

Thank you for using Anson system.

Before installation, please study the user manual carefully for information on installation, method of use

and terms of use.

Basic Information

Application Plaftform: Windows 2000, Windows Server, Windows XP, Windows Vista, Windows 7
Browser: Microsoft Internet Explore V5.0 or above.

Language: English

Software Property: Controllers management software.

How to install? please refer to:

Installation Requirement(See 2.1)

Installation Steps(See 2.2)

2.1 Installation Requirement

PC must satify the basic requirements in the following sheet. The system can work without confirming
with the "Recommend" items. However, users are strongly recommended to adopt systems satisfying

the "Recommend" configuration which can ensure prima system performance.

When install software, your PC will satify to following system requirement.
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Items ‘ Requirement

Processor min.Pentium | CUP, 800MHz
Recommend: Pentium I11,1G MHz

Memory Windows 2000(SP4) — 512MB, Windows 2003 Server - 512MB, Windows XP
Home - 192MB, Windows XP Professional and Windows Server 2003 - 256MB,
Windows Vista - 1G, Windows 7 - 1G,
Recommend: XP Home: 256MB; XP Professional and Windows Server 2003:
512MB

Hard Disk System driver 200MB at least, software installation installed driver is 2.1GB'

Capacity

Operation System

Windows 2000, Windows XP, Windows Server 2003,Windows Vista, Windows 7

IE

Microsoft Internet Explorer 5.0 at least, recommend 6.0 version above.

CD-ROM driver or

CD-driver is required if the software is to be installed via CD.

DVD-ROM
Video 800 x 600, 16 bits color

Recommend: 1024 x 768, 24 bits color
Mouse Microsoft mouse or compatible device

USB Interface

At least one hardware interface of USB V1.0 or above

Series port /
Network port

RS232 or RS485 series port or internet RJ45 ethernet interface’

'When start software installation program, the default installation location is system driver.However,usr

can install the software in any driver. In order to ensure proper performance of the syste,the system

driver must have extra space. Thus, no matter wherever the software is to be installed, please ensure

system driver has enough memory. At the same time, for saving database and pictures, sufficient

memory should be kept for the driver where the software is installed.

*The interface is used for connecting with controller. Please refer to controller user manaul for more

information. If no controller is connected, some software functions can not be used.

2.2 Installation Steps

Before install software, please close other programs and ensure your PC can satisfy the Installation

Requirement(See 2.1),If the software has been installed before, please delete the prior version by "Add

or Delete Program" menu, otherwise, software installation may fail. Following pictures may differ from

your actual situation. This maybe caused by operation system or application requirement, and which

will not affect the performance of the system.

1. Please find setup.exe or setup file in installation file (usually, it can be found in the CD delivered with

the products). The setup.exe is in root directory of installation file. User can start the program by
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clicking the file icon.

2. It will take some time to gather the system parameter of your PC. The time taken depends on device
configuration (may need several seconds or several minutes). Then the welcome page will be

displayed as below:

Welcome to the InstallShield Wizard for
Safesmart Security Platform

| The Installshield(R) Wizard will inskall Safesmart Securiky
| PlatFarm on wour computer, To conkinue, click MNext,

WARMIMNG: This program is praotecked by copyright law and
inkernational kreaties,

< Back [ Mext> [ Cancel

Please read installation prompt, if you ensure to install software, please press "Next" button to continue,
if not, please press "Cancel" to exit install program. In further installation steps, you will select "Back",
"Next"and "Cancel" button to back to last step, continue and exit install program. We will do not explain
it in furture.

3. Press "Next" to enter "Customer Information" interface (showed following pricture), User can input
user name and company information, you also do not input it.
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i:-.E‘ S5afesmart S5ecurity Platform — InstallShield Wizard [§|

Customer Information

Plzase enter wour information,

User Mare:

l

Qrganization:

[

[ < Back ” Mext = ] [ Cancel

4. User can select installation directory( showed following picture), default dirctory is system driver
program list. We suggest you install other directory that has enough memory space.

i:-EJ Safesmart Security Platform — InstallShield ¥Wizard

Destination Folder

Click. Mext ko inskall to this Folder, or click Change ko install to a different ;

Install Safesmart Security Platform ko:

C:\3afesmart Security Platfarm),

< Back ]| Mext > [ Cancel

Press "Change" button to select directorty, after you select installation dierctory, press "OK" to back.
Notice: For Windows Vista and Windows 7 user, dure to this two operation systems reinforce user

access management, so under default, some directories are not allowed to access for operation user

8
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(including administrator), and change the directory informatin directly. The directory include "Program
Files", "Windows" and so on. Please do not install the system in those directorties, or software can not

work well.
5. After press "Next", the program will ask your comfirmation again. If you ensure setup is correct,

please click "Install" button to install, if not, back to last setup to change setup by press "Back" button,

or press "Cancel" button to exit installation program.

i‘.g!;I* Safesmart Security Platform — InstallShield ¥Wizard

Ready to Install the Program

The wizard is ready to begin installation.,

Click. Install to begin the installation,

If wou wank ko review or change any of your installation settings, click Back, Click Cancel ko
exit the wizard,

< Back ]| Install d [ Cancel

6. After click "Install", system will install the software and database automatically. It will spend you some
time to gether your system parameter. The time will depand on your device configuration and other
situation(maybe need several seconds or several minutes). In the process of installation, you can press

"Cancel" button to exit installation program.

7. At last, after system is installed, following picture will be displayed:
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InstallShield Wizard Completed

| The InskallShield Wizard has successfully installed Safesmart
| Security PlatForm, Click Finish ko exit the wizard.

[] Launch the pragram

Firish Cancel

If you find this interface, we congratulate to you, the software is installed successfully. Please press
"Finish" button to end it. Before you press "Finish" button, if user select "Launch the program", then the
software will be started after installation program exit.

e
In the future, you can double-click tabletop shortcut icon  * ™ or click operation system menu "Start"->
"All Program"->"Safesmart Security Platform"-> "Safesmart" to run the software.

3. Quick Start

Quick Start is designed for new users who are not familiar with Anson system. It helps the user to use
software, setup hardware, arrange employee shift and attendance count. At the same time, the quick
start will introduce some basic knowledge on attendance system. This information will be marked with

"icons “and written in grey.The user may ignore this supportive information. However, we would
like to suggest all end users read it carefully. User can also find more detailed information in "Uer
Manual"(See 4.) If user has any questions on the software, please check "FAQ(See 5.)", where the
answers maybe found.

Before start, please connect controller or integrated access controller with PC. Please refer to controller
user manual or go to"Hardware Connection Method(See 4.1)"for more details.

Click here (See 3.1)to start. Click any items you want to know and you can enter the step directly.

10
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Quick Start Flow Chart

Lagin Software

Setup Serial Port

Setup IP &ddress ZEEEE

Setup Attendance Rule

GlUEry

ke koo fan kb bk b el
- 1
\Pleaze connect computer with

lcontroller wia serial port since:
ITCPAP port will not be
idemanstrated in Quick Start.
:If R=455 converter is not
\available, RS232 can he used
linstead.

3.1 Software Login

After open PC and enter operation system, please find the software icon on operation system

.'l.{,

tabletop . Double-click the icon to start software, then following login interface will pop up:

Safesmart Security Platform

Anson’

Llzernare

Password

!.&dminiztratur

—I-|1 Input Uzername |

_l_
e

Expert Mode

—I-I 2Input Passwoardi(Blank means no password) |

-'=-|J3.Cli|:k "ok

ok |

Cancel ]

Input username as "Administrator"(case sensitive) and default password (default password is empty).

Atfter click "OK", the user will enter main operation interface as superuser.

11
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Superuser has the supreme authority to operate the software and its access group and

username can not be changed. If user logins with other identity, some software functions can not
be displayed. Please input the changed password if superuser password has been changed.

Next(See 3.2)  Return(See 3.)

3.2 Setup Serial Port Communication

% When Controller connects with PC by RS232/RS485 (without TCP/IP converter), the software
will communicate and change data with controller by RS232 serial port. Thus, the
communication rate of PC serial port must be the same as controller.

Please setup PC communication rate following the red box information (the numbers at the beginning

indicate the sequence of setting up the controller). It is recommended to setup both PC and Controller

communication rate at 9600bps.

-hs Safesmart Security Platform — Attendance Hanagement System

Platform VYiew Management Huery Langunage System Help

- @ | ~s (N — = i ]

B @adl0aLAEEEQMN ¢+ Anson”

| Managerment | Tnformnation Query |

=6 Cammunication Setup| | Serial Port X 2 | Dynamic Help X
& Serial PDrt—I-| 1. Click to open serial port setup view: |

<F Converter : :
B metwork Controller| = [ Serial Port List (4| | B) Basic Parameter

= Harchware Managemen @ Serial Port 1 e POI‘t:

Cornrmunication Rate*

7 Controller @ Serial Port 2 Communica
{, Upload Card Recor Ser?al Port 3 Rate
=& Erployes Managerer W Serial Port 4 :
&y Card @ Seridl Port S Erogisrty The 5e”3| Do_rt
&, Department & Serial Port 6 communication rate
8, Employes Serial Port 7 2. Click the serial port connected (between software
=& Rule Management @ Serial Port 8 ity eanirolcr and controler),
{& Attendance Rule & Serial Port 9 4. Chose communication rate in the h'QhET \'3|U_9
T Day Schedule & Serial Port 10 list (19200kps i sugyested) indicates higher
& Shift Serial Port 11 speed.
&8 Official Holiday & Seridl Port 12 B
=-Hl Attendance Managem @ Serial Port 13 Unit is bps.
4} Leave Register Serial Port 14 -
Overtime Register Serial Port 15 P Wihy are there
&dd Missed Card Re @ Serial Port 16 behind property and
Attendance Count & Serigl Port 17 % property is bold type
Task Report = || font?

P Why is the saved
[11:10:45] : Save completed. button stil forbidden

[11:10:45] : "Serial Port 1" rate saved successfully—f&_ Setup completed once task report ter property
[11:10:45] : Saving, please wait... window incicates "saved” anged?
I Why property is
< | forbidden or hidden?
MU Current User: Administrator

Notice:
1. If the communication port in software is the same with controller, you can skip over this chapter.
2. For Step 1, Please make sure you are in "Attendance Management System", if not, please cut over

by "System" ->"Attendance Management System". If software do not in Setup interface, please open

12
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Serial Port setup view by main menu "Management".

3. For step 5, If your communication rate vaule have not changed, the software will think do not need
save, and "Save" button will be forbidden.

4. If view window position is different from above showed pricture or closed, user can restore view

layout by "Veiw"-> "Restore View Layout" before step 2.

Please notice that software communication rate must the same with controller hardware. How to setup
controller, please refer to following picture. The integrated access controller please refer to user manaul

that package with hardware.

O-[_Tep
O-1 o
O« p
0= p
O« P
O= 1 [0
O~ i
hs:!

SWi1

No 65758 DIP Sw'it-::h—I
for rate change

I:II:IDI:JI:II:[I:IJ:I EENI:[J:IEII:II:IDI:

3 4 5 6 7 8 i 2 3 4 5 6 7 8

o O o R | OO0 OO0 00000 0 0
19200hp5 9600bps

Please change controller 6, 7, 8 dial switch. For example, If user want to setup 9600bps, please dial 6,

7, 8 far away from NO position.

Warning: In case damage the device, before you setup controlelr communication rate, please

make sure controller is power off.

Prev(See 3.1) Next(See 3.3)  Return(See 3.)

3.3 Add Controller

One PC may have more than one serial ports and each serial port can connect with multiple
controllers. User should add all controllers in the software and change their parameters. Adding
and setting up controller information are very important since the software only manages the
controllers added into the software.

Please add the controller following the information indicated in the red box (the numbers at the

beginning indicate the sequence of setting up the controller).

13
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ps Safesmart Security Platform — Attendance Hanagement System
Flatform ¥iew Management Huery Language System Help

@306 LEBEEQD ¢ Anson’

| Management | Information Query |

=-{8 Communication Setup
@ Serial Port
= Converter |
8 Metwork Controllen |

Property X | Dynamic Help x
4l | ﬂ:‘—-{ 5. Click"Save"to save modified Dperationsa

{|E Basicp t ;
] ShlEl LU Controller List

=-# Hardware Managernen | Marne Mewr Cortrallar
7 CDntrDIIerAEIEck to open contraller setup view} Madel* ASC-MS12 — Contraller List window wil lst
{ Upload Card Recar] |————— = itk e g
e I | 2. Right click any postion of the Doar Quantity 1 4. Setup controller model,
=) Employee Managemer | = 5 . : o)
& card || cortroller list (as it is shown Reader Communi...  Yieaand 26 | | communication mode,
& Department || in broken frame) to open menu . connected serial part and
; T controller address for the Bl
i Employes Jf) Eeecdddet | Ot 1 | new controll
=& Rule Management -
& Attendance Rule property and save in

Delete Controller

£3 Day Schedule | . Properties window. Please
&y Shift | | Search Controller ' refer to Select Method. User
&3 Official Holiday | . can setup many selected
=kl Attendance Managem| | ' 3. Click "Add Cordraller”, then "Mew controllers at the same time.
dg Leave Reqgister 1 Detect Controller Controler” will be shown in
B overtime Register || : controller list and s property wil In the list click right mouse ,
#dd Missed Card Re | ' be shown in property window command menu wil pop up,
i Attendance Count | L this menu include following
) orders:
ksl
T ; x || 1. Select all
[ Al | Function: Seleck all items in
[11:16:12] : Gave Controler "Mew Controller” successully, —s| 5- SE1UR completed ance task report
< 211 111:16:091 : Saving modification. olease wat, ., windoiggd Rt eere b

MNUM | Current User: Administrator

Notice:

1.For Step 1, Please make sure you are in "Attendance Management System", if not, please cut over
by "System" ->"Attendance Management System". If software do not in Setup interface, please open
Serial Port setup view by main menu "Management".

2. If view window position is different from above showed pricture or closed, user can restore view

layout by "Veiw"-> "Restore View Layout" before step 2.

To Change Controller Parameter

If operation is finished, but you find controller parameter is wrong, You need click the controller name
under Controller List in this veiw. After you edit the parameter, please click "Save" (Showed in step 5). It
is the same way to change other elements, we will do not describle in future.

Please notice that software address must the same with controller hardware. How to setup controller,
please refer to following picture. The integrated access controller please refer to user manaul that

package with hardware:

i

O=_F0

|
ON

ol

ol

=5« 1 P
—He[ ] [

SW1

== DIP switch No._1-7 adjust
identification address

Controller Address =V1x1+V2x2+V3x4+V4x8+V5x16

V1 is dial switch 1. When dial switch 1 far away from NO position, V1 value is 1. When dial switch
nearly by ON position, V1 value is 0. V2, V3, V4, V5 is similar with V1, it's the vaule for 2, 3, 4, 5 dial
switch.

14
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Warning: In case damage the device, before you setup controlelr communication rate, please
make sure controller is power off.

Prev(See 3.2) Next(See 3.4) Return(See 3.)

3.4 Test Communication and Adjust Time

After add the controller, please test the connection between controller and PC in controller setup

interface. If the connection is correct, adjust the controller time.

Both access controller or integrated access controller have internal clock which must be the
same as real time. Controller will get the present time from built-in clock once it starts to work.
If controller time is incorrect, the controller can not work properly.

Test the communication between new controller and PC following the information indicated in the red

box (the numbers at the beginning indicate the sequence of setting up the controller).

Pc Safesmart Security Platform — Attendance Nanagement System

Platform Yiew Management Buery Language System Help
o i = R = = [ 1 @
H@d0alLAEBEE QD e Anson
| Managemnent | Information Query |
=) Communication Setup -4 | Property X || Dynamic Help X
@ Serial Port " g
= |E
<F Carwerter . |
£ Netwark Contraler = (£ Controler List B Basic Parameter ~
=& Harclware Managemen a w Select o1l
{3 Contraller Eeyersed Select troller List window wil lst 2
{® Upload Card Recore 1. Right click "Mew dded controllers.
= & Emploves Managemer Controllet" to open 4dd Controller
& Card memd Delete Controller ser wants to setup
& Department —— - troller, please select
& Employee estenLontroller trollers in this controller
=[] Rule Management Start Smart Dewnlgad Then try to change
{& Attendance Rule 2_Click "Detect e erty and save in
3 Day Schedule Controlier ] arties window. Please
{5 shift el r to Select Method. User
&% Official Holiday Adjust Time setup many selected
=gl Attendance Managem | ¢ |3 Aequire Current Time trollers at the same time.
4} Leave Register - o _— :
Overtime Register || 145k Report e e he list click right mouse ,
Add Missed Card Re | [11:21:42] : Detecting g Adinst eommunication password mand menu wil pop up,
Attendance Count|| [11:21:42] : Controller [ Adjust <1l controller communication passwords  |many include fallowing
---Type: "ASC-M512" orders:
---Hardhare Wersion: 1.0 3 Check ek reoort G "
(A . Check tazk report. Communication 1. Select all
--BIOS Version: 1.8 ™ established once information in Function: Select all items in
-—-Maximum ermployees: 20000 green display the list 3
---Mayirmum records: 70000 A :
¢ ¥ |4 1 Fatsieibchnisios A
WUM | Current User: Administratar

If there are no green controller information in Task Report, it shows communication is unnormal, there
will display the error information in Task Report. So now you have to return to previous chapter to check
whether the operation is correct or not. Such as detect connection between controller and PC,
communication rate dail switch, address dail switch and so on.

Atfter test controller communication successfully, user have to return to default and adjust controller

time. This two steps are very important, user must carry out. Their steps are similar with detect
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controller, only the selected menu is differance from Step 2. Please ensure operation system time is

correct, because when user adjust controller time, the software will follow operation system time.

Prev(See 3.3) Next(See 3.5)  Return(See 3.)

3.5 Register Card

Before setup employee, Please add the card in software. User can add multiple cards following the

information indicated in the red box.

In,l; Safesmart Security Platform — Attendance Hanagement System

Flatform ¥iew Management Huery Language System Help

D@dValLsBEELN e Anson’

| [Managernent | Information Query |

= @ Commuricaton Setip Dy Hel x
D o D] {7 At fcars ok el S o sops) | = |
£ netwark Controller | Card Number | Card Holder State Time of addin #| Card Row

= Hardware Managemen | 666 Mew Employee  Distrbuted 2010-05-20 18|
7 Contraller | 129875 Mon-distrib.,,  2010-05-19 1f || Each row displays added card A
([ Upload Card Recorg | 155375 Noredistrib,.,  2010-05-19 11 |5 S romer i

[ 6. Once "Add Card" iz initisted, the number
|| ofthe card presented to any reader
connected will be displayed in card list,
which means the card has been added
ito software successtully. Serveral
cards can be added simuttaneously .

& & Employee Managemer| 4nnn Nor-distrb...  2010-05-12 1
1. Click 1 d zet i |
T Card ok o aafi siup view | Non-distrib... 2010-05-19 1 |

& Dapartment ] |
& Ermployee 1 129879 2. Right click any position of the card | 2010-05-19 18 |
I | 129820 list (&5 it iz showen in broken frame) 2010-05-19 1f
°& g'iﬂlﬂ%ﬂiﬁf r;tuh; 170551 | 1o ogenineny 20100519 1t | .
T Day Schedule | 129582 Mon-distrib...  2010-05-19 1 = || Card Number: Recognjze number,
{3 Shift 1 lelaes i M R nEnas =k || add card, delete cards, [please refer to %
i ﬂ%@&'ﬁﬁﬂig 12984 Selet il 2100519 1t | Task Repart x
= BEM | 120885 10-05-19 180 1| 15500121 Coptraller start to add card, p

4 Leave Register 3. Select "Controller Add Card® Ly e a0 et completed.,

5 4 ;1298845

H [ Ca . a2y Cay

Overtime Register || Controller Add Card o e TR : .
————ee—re=—=uifing Card list, please wait

Add Missed Card Re | 129887 Card Distributor Add Card
Select Cont:roller

Beversed Select

Attendance Count | 129888 10 Namually

' 120089
| 12ae Ca it |Mew Cantrollet v|
» 129591 ! T !
| qogggy | Deport Less card I—--| 4. Select the addled cortralier |
' Relieve the Reported Test Cas=d L
tasems e G O baton o ¢ ][ Goncal |
< | s I s

MM Current User: Administrator

Notice

1. For step 1, Please make sure you are in "Attendance Management System". Otherwise, please
select "System" -> and then "Attendance Management System". If software is not in Setup window,
please select "Management" -> and then "Card".

2. For step 7, if "Add Card by Controller/Distributor" is not initiated, the "Cancel" button will not be
usable.

3. If view window is closed or different from above shown picture, user can restore view layout by
"View" -> "Restore View Layout" before step 2.

User can add card in other ways. User can purchase Anson distribor and connect it with PC by USB,
and then select distributor as shown in step 3. If the card bears numbers, user can add card manually
or enter "Employee" setup and input the card number in employee card number property (Usually, two
kinds of card numbers will be printed on lower right corner of the cards. This system accepts numbers

without comma and ignores "0" in front of the numbers.
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Prev(See 3.4) Next Step(See 3.6) Back(See 3.)

3.6 Add Employee

Attendance management focuses on attendance statistics of employee. All employees to be

managed should send attendance time to system. In order to differentiate the attendance of
different employees the system need to register the various identities of the employees. There
are many ways for identity identification, in which reader and fingerprint are the most frequently
used identification devices. The system identifies the employee by comparing the input data with
the registered data. Thus valid card number should be assigned to employees and registered in
the system in advance.

Please setup employee information following the red box information (the numbers at the beginning

indicate the sequence of setting up).

Be Safesmart Security Platform — Attendance Nanagement System

Flatform ¥iew Management Buery Languagze 3Iwystem Help

Bléada LB EE Q0 e Anson’

| Mahagement | Information Query |

= @ Cornmunication Setup| SE Property X | Dynamic Help x

ﬁ gg:lile?to.;: : 41 | [3—{7. click"save"to save modified operations &= = |
i el E:
e ;ﬁ dNetWD;.l: Contrallef | = 20 [ & = 335'5 :'arameter Re— Employee
= armne ew Employee
I érc\g:;rzlle?nagemer RERERIEELE O Code™ ey Employee list A
(= Upload Card Recon | B [ Employee List Departmant™ PP:JDUtD window wil
=% Ermployes Managemen & 3 . display all added
B card -8 v Employee Gender Male employees. User
— T 8
& Departrnent Datfe. of Birth 2011-05-06 can change page
&, Employes—»{1. Click o open employee setup|  Position® number by

5 - g
=& R—ule Manadgementl I Education [ 3. Click"Add Employe”, the "Mew Employes” BL2 Tools".
& Attendance Rule = Telephone MO will he shown in emplovee list and its
5 Day Schedule Beversed Select - : ‘ : ser wants to
& Shift Farnily address’| property will he shown in propery window S el
&% Official Haoliday Rermnark™ ple‘aspe selzct"r /
=il Attendance Managern Delete Employee Card Murmber™ one or more

4B Leave Register 4 Import Employee... password* | 4 Select card praperty to apen employees in the

i : : I _ "non-distributed card" dialog box Z
g;grmu:egeg;;eal 2. Right click any posilion ofthe  juonal Intormeco s list. Then try to

% S i change property
=i employe list (as itis shown in b
Attendance Count] ST S iR ST e Aok A ErT and save in

- X | Properties
[13:43:30] @ Save completed. ’—..‘ 8. Setup completed once task tinduw. Please
[17:43:30] : Save Emploves "New Employee” completed | report window indicates "saved" pfer to Select

[12:42:20] : Saving mgdifica Method. User

BEE-RCIRNESNSY: Sclcct non—distributed card ) d
< # 1| 111:59:191 : Acquiring . bt
[l 4= = +0 |1 | Page 1/1 page(s) stratar
Card Nurnber | State
4. Leftclick one card in card list |4 MHor-di...
6. Click "OK"™ then the card nurmber will be | I[ oK ] [ Cancel
displayed in card numhber propey window | _— =
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Notice

1. For step 1, Please make sure you are in "Attendance Management System". Otherwise, please
select "System" and then "Attendance Management System". If software is not in Setup window, please
select "Management" and then "Card".

2. If view window is closed or different from above shown picture, user can restore view layout by
"View" -> "Restore View Layout" before step 2.

When add more than one employee, user shoule input employee name in the "name property" and then

save.

Employee "Code" is uniquely assigned for each employee. For example, ID number of employee
is used for display and prints only and has nothing to do with authentification. User may not input
employee number or assign number to employ as needed. In case different employees have the
same name, user can differentiate them by assigning different numbers to them. The software
does not accept employee with the same name as well as the same number. Alternatively, user
can add suffixes to employee names instead of input employee numbers. For example, Mike_1,
Mike_2.

Prev(See 3.5) Next Step(See 3.7)  Back(See 3.)

3.7 Setup Attendance Rule

The parameter of attendance rules will determine employee attendance result. Attendance
Rules should not be changed once set. In every attendance calculation, the software will
calculate the attendance of each employee basing on the rules preset. Results are: Late Arrival,
Exceptional Late Arrival, Early Leave, Exceptional Early Leave, Absenteeism, Long Dinner Time,
Overtime Shift, Working Overtime on Saturday, Working Overtime on Sunday, Working Overtime
in Scheduled Shift and so on.

Please setup employee information following the red box information (the numbers at the beginning

indicate the sequence of setting up).
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Pe Safesmart Security Platform — Attendance Nanagement System

Flatform Y¥iew Management BGuery Language System Help
- | [ = I 1 ®
2 dPElAEIBE QD ¢ Anson
| Managernent | Inforrnation Query |
= @ Communication Setup B Cryriarnic Help X
i Eg:ﬁl;?; F=(4 1 | H—+{3.Click"Save"to save the modified operations | = =
£ Metwork Controlley | B Basic Parameter—e| 7, Setup Attendance Rule as needed| Attendar
= & Hardware Managernet Attendance Mode Complex Attendance Propcl |
2 Controller The Length of Valid Overtime (Minute) 5 ) ¥
e [EE? L:ploadrjard Recort | 5 Late / Leave Early Parameter The window wil &
7 E*T e MENABEMET | Limited Time for Late arval/ Leave Early 10 display and change
& Department Lirnited Time for exceptional Late artival § Leave early 20 Qttenf;{nce Rule
roperty.
Eﬁ Emploves Lirnited Time for absenteeism (Minute) 30 3
=& Rule Management Calculate time of absenteeism by shift Actual Time Tochange some
& Attendance Rule—hi 1. Click to open Attendance Rule ViewL Actual Time perperty, please
@ Ds);tSchedule The default length of timed absentesism (Minute) 480 click the property
@ s - B Dvertime Parameter value, for example:
&4 Official Holiday : -
5 T ; Options, dialog box
= iﬂ Attendance Managen Working Day Statistics Overtime fes setup. In order to
4b Leave Register wiorking Day Cvertime Times Rate® 1.5 enter the option or
OVEft"_ﬂe Register Rest Day Statistics Overtime e setup window, it is
iftd Md'ssed Ccard Rt' Rest Day Statistics Cvartime Times Rats 25 recommended to
endance Coun i I
Official Holiday Statistics Overtime s right click the
Official Holiday Statistics Cwvertimne Tirnes Rate 3.5 property value.
v
Task Repart X
[14:05:52] : Save attendance rule successfully, ——{ 4. Sefup completed once task »
< 5| | [14:05:51] : Saving, pleass wt. repott window indicates "saved v
MUM  Currert User: Administrator
Notice

1. For step 1, Please make sure you are in "Attendance Management System". Otherwise, please
select "System" -> and then "Attendance Management System". If software is not in Setup window,
please select "Management" -> and then "Attendance Rules".

2. If view window is closed or different from above shown picture, user can restore view layout by
"View" -> "Restore View Layout" before step 2.

3, Attendance mode includes simple mode and complex mode. In simple mode, Attendance count don't
support overtime statistics automatically according to card record. User has to register information
manually. It also do not supports timed attendance or cross-day attendance, but it no need to separate
enter and exit reader, so the controller used in attendance can be used in access control system too, it
widely used in company or office. In complex mode, overtime statistics, timed attendance and
cross-day attendance are supported, because of overtime and timed are particularity, user should
install at least two-way controller for attendance and it can not used in access control. Reader 1 used
for duty on only, and reader 2 used for duty off only (if it is four-door controller, reader 1,3 for duty on,
and reader 2,4 for duty off)

Prev(See 3.6) Next Step(See 3.8) Back(See 3.)

3.8 Establish Day Schedule

Day Schedule is the working schedule for a day. Different Day Schedules can be saved in the
system. Day Schedule can be added, deleted, and changed. User can apply saved Day
Schedules to setup Schedule Shift or Special Overtime Shift.
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Please setup employee information following the red box information (the numbers at the beginning

indicate the sequence of setting up).

nS Safesmart Security Platform — Attendance Hanagement System

Flatform Yiew Management BQuery Language System Help
B - YeX I \@@@E\ - Anson
| Management |  Information Query
=) Communication Setup| 1B Property X || Dynamic Help x
Serial Port P A T = : ;
breipsiiod | ,,L | H——{5. Click"Save" to save the modified operations|
B3 Metwark Contraler | = £ Al Day Schedule Bl Basic Parameter a4, Setup Day Schedule parameter as needed
= #h Hardware Managemen 5 2 Hours Time CD'-” Marmne™* New Schedule
7 Controller ] i Type™ Shift System It will display all added Day 2
Unload Card Recor : | Schedul
= &[gnplgyee Manag merl 1_Clickta open Day Schedule vigw | otart Ti.. 00:00 st
= ald End Ti... 47:59
o Card - - — e If user wants to change day
&, Departrnert tzh Réght C"rfk danlv ;la_otsmon_to_f Statistics Ov...  No schedule, please select one
&, Employves e day schegulelist (=t or more day schedule in the
i shawn in green frame) to 2 Y
=& Rule Managemen open order menu list. Then try to change or
Attendﬁn;el Lile £ Shift Parameter save property by property
i Day Schedule L window. Please refer to
; Select A1l urnber... 2
g3 Shift S H Select Method. User can
&% Official Holiday Reversed Selept ime of ... 09:00 select and change more than
=-pll Attendance Managern ime of ... 12:00 one day schedules at the
IE)ea\r?_ RegFi‘ste_rt Delete Day Schedale M of ... 14:00 same time.
@ Overtime Register rre-tme of ... 18:00
Add Missed Card R P T O . A e In list right click the command
B Attendance Count - Llic ay.achegue e HNew.schedule:- Withe il which
. shown in Day Schedule list with its property shown in meln; l'“f |3"U|Z: .UD' I'Jd g :
Br e il inclu ehjsc 0 DI'I.Jll'lg orders:
1. Select Al
< e ; ' :
- Function: Select al kems in
Task Repart 6. Setup completed once task report | the list.
[18:34:33] : Save Completed, |  [*indow indicates "saved” 2. Reversed Select
[12:34:33] : Day Schedule "Mew Schedule” saved successfully, Eunctlon: select aIII rtendws_that
< #1| [18:34:331 : Saving, olease wait,., | have not been selected in h
HM Current User: Administrator

Notice

1. For step 1, Please make sure you are in "Attendance Management System". Otherwise, please select
"System" and then "Attendance Management System". If software is not in Setup window, please select
"Management" -> and then "Day Schedule".

2. If view window is closed or different from above shown picture, user can restore view layout by "View"

-> "Restore View Layout" before step 2.

Day schedule including timed system (not available in simple attendance mode) and shift
system. Timed system means issue wages by employee actual working time, no limit for the
length of duty on and off. The system also supports appointing latest duty on time and length of
work time, user can select it by actual situation, both these two day schedule have a range of
card valid time, any time segment between 00:00-47:59 can be set, and only during this range
can be attendance counted. Moreover, in complex mode, both timed system and shift system
support day-cross attendance. Please note that day-cross we appoint that the duty on happen in
one day while duty off should happen in next day, when both duty on and duty off happen the
same day, it will not be considerate as day-cross, so in shift, the last shift should over than 23:59.
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"Present Card State " and "Holiday" can be set as needed. If "Yes" is selected for "Earlier
card-present is considered as work overtime" or" Late card-present is considered as work
overtime", then the system will conclude on "Work Overtime" once card is presented as such. If
"Yes" is selected for "Sunday is considered as Holiday", then the system will conclude on "Work
Overtime" if card is presented on Sunday.

Prev(See 3.7) Next Step(See 3.9)  Back(See 3.)

3.9 Employee Shift

There are two kinds of work shifts. Right click the employee window, "Schedule1 Shift" and" Shift
in Batch" will be shown. Under Schedule1 Shift, the calendar in the Scheduled Work List will
display all the shifts one employee has been in. New shift can also be assigned to the employee.
Under Shift in Batch, basic parameters in the property window are editable. The calendar in the
Scheduled Work List will not display the shifts of employee; instead, the start and end time of
cyclic shift can be put in. Please save the setup once finished.

Please setup shift for employee following the red box information (the numbers at the beginning
indicate the sequence of setting up).

.ﬁs Safeszmart Security Platform — Attendance Hanagement System |ZJE|[§|
Flatform Wiew MNanagement GQuery Langmage Swystem Help
— g = A EEE A g )
EH@dDalLrEB|EEQM <« Anson
|  Management | Information Query |
— 4. The property can notbe
=) Communication Setup edited before opening Batch x
& Serial Port T ISchedlued shift L — 8. Click"Save”
4F Converter
B Metwork Controler | 16 &= = 4 2011 -3 v
=¥ Hardware Managemer, i ) Sunday |M0nday |Tuesday |Wednesday Thursday
73 Controller . : 2 3 4 5
{3 Upload Card Recar Page 1/1 Page
=5 %npcluy;e Managemer| |5 & Empoyes U | shife b 7 |
& Daerpartment & Jorry =] g * 10 7. Set a shiftfor emplovee
ot &2, WEINE——+(5_ Cick ta selectemplove] g Tl dedgaiayia
| calendar lig
=] @ Rule Managerment B & Day Schedule. W————— T
{& attendance RuIE11. Click to open Scheduled & Hours Time ¢ |12 16 17 18 19
Day Schedule | Shift view Mewy Schadule-—{ 6. Click to select day schedule |
@&y shift
" § Select 411
&% Official Holiday Reversed Seldet = 2. Right click any pasition afthe Employee | 2 20
=] ]]ﬂ Attendance Managem i shift list (as it is shown in green frarme) to
gg Leave Register open arder menu
BH Overtime Register Batch Scheduled Shift 29 30 iz -
Add Missed Card R 3 s - _
Attendance Count = - v —
Task Report 3. If"Ordinary Sheduled Shift"is farbidden, Itis ok. x
[14:12:56] ; Acguire Empllf not, please click " Ordinary Sheduled Shift". -~
[14:12:56] : Refresh day schedule list completed.
[14:19:56] : Refreshing day schedule list, please wait. ..
[14:12:56] ; Acguiing Employes list, please wait,..
< > hd
NUM | Current User: Adrministrator

Following picture will show you an example. Jerry and Morry have a "Scheduled Shift" for Day
Schedule on 1st and 2nd May 2010.
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o , Right-click Schedule1 Shift in Employee List, the letter turns into gray.

@ , Select employee in employee list, press Ctrl key (User can press Ctrl or Shift key to select in batch).
Left-click to select Jerry and Morry .

® , Select Day Schedule in property view.

® , Left-click a date in the calendar of scheduled shift list to finish the shift arrangement (right-click to
cancel the shift) .

@ , click " Save " to confirm

Ernplayee bl | Praperty X || Scheduled Shift List X
|38 | te & || [ | «=>H
= o Basic Parameter 2010 - 5 A
1 & Suniday |I‘-'lc|nda\_.r Tuesday  |Wednesday | Thursday
Page 1/1 page
= [ Employee Li b gy ol
Optional Rule 2 % 4 ¥ 5 &
=l [ Day Schedule Schedule1 iScheduIel
Schedulel || ae--e- l ----- !
Sgh%.juhgg 3 10 11 12 13
& @

Select A1l ‘ 16 17 18 19 20

Rewverzed Select

@ 23 24 25 26 27
Batich Flan Schedule Shift

Following picture displays "Schedule Shift Batch" for Jerry from 1st April 2010 to 31st March 2011.
During this period of time, Jerry's work schedule is as follows: Schedule1 shift for Monday, Wednesday,
Thursday, 8-hour work for Tuesday, Friday, and holiday for Saturday and Sunday.

o , Right-click "Schedule Shift Batch" in Employee List, then the letter turns into gray.

@ , Input or select Start Date and End Date as 01-04-2010 and 31-03-2011 respectively. Input 7 in Shift
Period.

® , Select Jerry in Employee List.

® , Select Day Schedule in property view.

® , The shift will start from 01-04-2010 (Thursday). Before user inputs the shift, please select
Schedule1 Shift for Day Schedule, then left-click 01-04-2010 in calendar list to appoint the shift
(right-click to cancel the shift for this day). The second day is 2-04-2010 (Friday). Please select
Schedule2 for Jerry in Optional Rule again, then click 02-04-2010 in calendar list to appoint the shift.
The third day is 03-04-2010 (Saturday), no shift should be arranged since Saturday is holiday for Jerry.

® , Click "Save" to finish the Schedule Shift Batch for Jerry from 01-04-2010 to 31-03-2011.
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4 | Property X || Scheduled Shift List
Bigie B ¢ & 3 Hi*o
= = a] Basic Parameter 2010 - 4
1 g Schedule... By Day Sunday |Mondav |Tuesday |Wednesda|v|Thursda\,r Friday Saturday
Start Date  2010-04-01 1 - 3

Page 11 a0k ErdDate  2010-03-31

= [ Emplovee U | chift pari... 7 Schedulel Schedule2

4 Optional Rule 4 5. 6* T
rmy (=] i i
el= YSSEthdLllhi Sthedulel Schedule2 ‘Schedulel |
Heduled || 0 T T T .
@ Sc&eduhﬂ
@

Select A11

Reverzed Select

Edit Scheduled Shift

The Schedule Shift Batch for Jerry is finished. Now please refer to the following picture:
@ , Right-click Schedule1 Shift in Employee List, then the letter turns into gray.

, Select Jerry in Employee List.

Qﬂandmb

® , Adjust calendar by in Schedule Shift List.

Property X | Scheduled Shift List
| 8 & = [
= Basic Parameter 201&1 -4 |
3.
1 o Sur%ﬁjav |M0nda\,r Tuesday Wednesday | Thursday  |Friday |Saturday
1 2 3
Page 1/1 page
= = Employss L Schedulel  Schedule2
% Optional Rule 4 = = 17 8 s 10
oty | 5 : !
= [ Day Schedule Schedulel Schedule? 'Schedulel Schedulel Schedule?
Scheduwel [ e !
Schedule2 11 12 13 14 15 16 17
Schedulel Schedule2 Schedulel Schedulel  Schedule2
Selact A1l 18 19 20 21 22 23 24
Bevensedivelzct Schedulel Schedule?  Schedulel  Schedulel  Schedulez
@25 26 27 ] 29 a0 G5
Batich Plan Schedule Shift
< o Schedulel Schedule2  Schedulel Schedulel Schedule2

Note:

1. For step 1, Please make sure you are in "Attendance Management System". Otherwise, please
select "System" and then "Attendance Management System". If software is not in Setup window, please
select "Management" -> and then "Schedule Shift".

2. If view window is closed or different from above shown picture, user can restore view layout by

"View" -> "Restore View Layout" before step 2.

Prev(See 3.8) Next(See 3.10) Back(See 3.)
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3.10 Record Upload

User can upload employee attendance record from controller to software database. Software will
get employee attendance information from employee card record.

Please upload card record following the red box information (the numbers at the beginning indicate the

sequence of setting up).

-bs Safezmart Security Platform — Attendance Hanagement System

Flatform VYiew Management BHuery Language 3System Help

BlédlaliE8EBELEA ¢ Anson’

| Managerment | Information Query |

= @ Comrmunication Setup) SesRs)=s Event Record List X || Dynamic Help x
@ Serial Fort | 8 Mo, | Event Type | CardNumber | Em| 4= = |
<= Convertar -
£ Metwaork Contralier | = £ Controler List

2B Hardware Managemer] PTNISEEE w3 Clickto select contraller] Controller List
7 Contraller All the added controller will show in
(B Upload Card Recor——[1. Click to open Upload card record view | the controller list window.

= & Ermployes Managemer

& Card - - - To upload controller event record,
& Departmant ‘3- Right-click ay position of Cantraller you need select one or more than

- & Employes fist(insideareskling iame) one controllers firsthy, then right click
= Rule Management selected controller and select "Upload
£ Attendance Rule Record", How to select, please refer
T Day Schedule Seleet ALl to Select Method. If you select multi-
& Shif‘t_ . Reversed Seleck controllers, you can upload multi-
&% Official Holiday controller event records at the same
=-hll Attendance Managem time.
4b Leave Register
Overtime Register — m In the list right click the mouse
: 4. Click"Upload Record
Add Missed Card R | P = | . command menu will pop up and the
Attendance Count ‘- L >- (- | ) meniLinclude fallnwinn nrders: o
Tazk Report x

[14:42:20] : Refreshing controllier list completed,
[14:42:30] : Refreshing controller list, please wait...

MM Current User: Administratar

Note:

1. For step 1, Please make sure you are in "Attendance Management System". Otherwise, please
select "System" and then "Attendance Management System". If software is not in Setup window, please
select "Management" and then "Upload Card Record".

2. If view window is closed or different from above shown picture, user can restore view layout by

"View" -> "Restore View Layout" before step 2.

Prev(See 3.9) Next(See 3.11) Back(See 3.)

3.11 Attendance Count

User can count employee attendance status by Attendance Count. When count the attendance,
the system will clear the attendance result before the start date of this attendance count.
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Please setup employee information following the red box information (the numbers at the beginning

indicate the sequence of setting up).

Pe Safesmart Security Platform — Attendance NManagement System

Platform Yiew Management GOuery Langunage System Help

| Q | »= —-— s )
B é#daLAEBEEQE € Anson
| Management | Information Query | [5. The progress of aftendance count|
= @ Commmunication Setup P4 | Task Report X | Dynamic Help x
o ol Fa | %42 Input data for Attendance Count ]] + Attendance count completed. & = |

=F Carverter =
€3 Metwork Controller || Time Range
=% Hardware Management || Start Date 2011-04-01

[150=:09] ¢ Dealing with overtime register, ple |
[1%:02:09] : Attendance count completed100¢ Attendance
[15:03:09] ; Attendance count completedase: IRELS

Contraller End Date 2011-04-30
% Upload Card Record e —— [15:03:09] : Attendance count completed? 1% e e it
= Ernploves Managernent B B [15:03:09] : Attendance count completedS7yy | :
iy g = [ Department E ; ssaciazz] select time range
T Card &0 [15:03:09] Attendance count complete 42;‘: and department for
& Department & 3 [13:02:09] : Attendance count completed28%) | 3itendance count.
.2 &, Employee & 4 [15:02:09] : Attendance count completedi14%:
& R—ule Managernent & 5 3. Right-click ay pasition of department +tendance count, please w | Firstly, user must fil
% gtterswdsn;elRule &6 list {inside green I|ne£rarne? el department completed. start and end time,
ay Schedule
-4 Sh};"t [15:02:55] : Refrashing department list, please then select 3 or more
k. ) | than on department,
£2 Official Holiday Select A11 right-click it and select
=-hil Attendance Manageme Rewersed Select the menu "Only

4& Lea\re_ Registe.r count selected
B Overtime Register Count 11 Emplyees department”. Please

Add Missed Card Rec Only Attendance Count Selected Department go to Select Method .
& Attendance Count

Select multipla
v departments for

1. Click to open Atendance 4. Belect"Count All Emplovees” attendance.
Count Wiew

Notice: Before
attendance count,
< | ¥ < | 3 || user have to set v

MUM  Current User: Adrministrator

Note:

1. For step 1, Please make sure you are in "Attendance Management System". Otherwise, please
select "System" and then "Attendance Management System". If software is not in Setup window, please
select "Management" and then "Attendance Count".2. If view window is closed or different from above

shown picture, user can restore view layout by "View" -> "Restore View Layout" before step 2.

The system can carry out attendance count for employees of one department or of all

departments. For attendance count of all employees, select department list, then right-click
"Count All Employees". Note: If an employee does not belong to any department, the employee
will not be counted.

Prev(See 3.10) Next(See 3.12)  Back(See 3.)

3.12 Query

After attendance count, user can query the result. After switches to information query window, user can
query Controller Information, Employee Information, Card Information, Attendance Result Detail,
Attendance Statistics, Overtime Statistics, Overtime Record, Leave Record, Missed Card Record, Card

Record, and System Log etc...
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-:'5 Safezmart Security Flatform — Attendance Nanagement System

Platform V¥iew Management Huery Langnage System Help

HédOaLsB8EEQA e Anson’
' Management | Inforrnation Query —'—H1.Clicklnforma1ion Quewbuﬂon|

= 3, Query
{4 Contraller Information Query

& Employee Infarmation ~
# Card Information 3
Attendance Result Detail
Attendance Result Statistics
4B Leave Register

Owertime Register

Add Missed Card Record @ Controller Information
(B Card Record Setup query condition for controller.

[ System Lag Acquire more controller infarmation.

Query information from database. The result can be displayed, printed and
exported into Excel format.

- Employee Information
& Setup query condition for employee(note the difference between
employee and software user)

Acquire more employee information.

é Card Information
Setup query condition for card information.
Acquire more card inforrmation.

= Attendance Result Detail
@ After set query condistion, user can query employee work and
< = absence from duty. v

MNUM | Current User: Administrator

Note:

1. For step 1, Please make sure you are in "Attendance Management System". Otherwise, please
select "System" and then "Attendance Management System". If software is not in Setup window, please
select "Management" and then "Query".

2. If view window is closed or different from above shown picture, user can restore view layout by

"View" -> "Restore View Layout" before step 2.

Prev(See 3.11) Back(See 3.)

4. User Manual

This chapter includes a brief introduction on hardware connection and a detailed description on

software interface together with the functions and applications of each components of the software.
This manual is organized in terms of functions.The lines in grey headed by are contents which
are especially important. User should read these contents carefully and strictly follow these indications

when using the software.

In order to have a better understanding on the manual, before studying the instruction, please read the

following explanation on the application of mouse.
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Terminologies Related to Mouse

Mouse cursor:
Mouse cursor is the graphic representation of mouse in the software system, while mouse is the
physical device. The cursor will move once mouse moves. For convenience of description, the term

"mouse" is used to indicate "mouse cursor" in this manual.

Click:

Move the mouse cursor to the target, left click the mouse lightly then release. For example: "Click "Ok"

button" means move the cursor to "Ok", left click and then release.

Double-click:

Move the mouse cursor to the target, left click the mouse twice quickly.

Right Click Mouse:

Move the mouse cursor to the target, right click the mouse lightly then release. For example: "Right
click any position of "Controller List" "means move the mouse cursor to any position of "Controller List"
right click the mouse lightly then release.

Hang:

Move the mouse to an object, and then stop for several seconds. Notice: do not click any part of the

mouse during the course.

Drag:
Move the mouse to an object; left click without releasing; then move the mouse to the destination and

release.

4.1 Hardware Connection

This section will brie fully introduces the hardware connection. The explanation here may not exactly
the same in case the hardware is upgraded. It is recommended to study the user manual delivered with

the products.
This section will include following information:

Controller Hardware Interface Diagram(See 4.1.1)
Controller and PC 232 Port(See 4.1.2)
Controller and PC 485 Port(See 4.1.3)

The connection between controller and network (See 4.1.4)
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4.1.1 Controller Hardware Interface Map

Please select the types from following list frame to check the controller hardware interface map.

-
Address and C BSESZI yais
Baud R ate ommunication Inter au:e:__“_zgzw_u35 Comvert
[oooif]
r : "'\.
Q = O
E 4
e Jumper | @ il sese—
Alarm Input 4] AR I D i | ims- | RE4ES
Alarm Input 3 ALRT ﬂ% 3 = 0 —
=
= = 1 —
Alarm Input 2 ALR2 [l@' 3 7 B E = g‘:lflzl gg 1HE Loar1Electric
ELLN 13 & o S Lock Output
Alarm Input 1 = - @ 10—
alrt (N0 ol = o 0
°— | g o |0 2= —
WULL b-s2 0T J%g!l‘l o =g | znc raord Cooar
[T=4 fi = g -magnet Qutput
nuLL T M0 1@ | e 2 u || = Snlm| 2ve ™R :
anz 12| e 5 . g T
L5535 = ac
Coor- magnet 1 ':'—NSE: ey E% - = o S| e Alarm 1
—_— i) o
Exit Buttan 1 053 L g o 3 ||| awo— Cutput
ant |0 B z =) Y
[ n = = e
— HuL (I s 2 1| & < || we |Aarm2
anuz 1 [T = i = _|:":| Ml mo Dutput
m I —
Readerz | 201 [IE5{|[= = = = -
Interface | 2o0 |0 ] [ Z H==a Ie —E”:| Dy = Alarm 3
zro+ 1653 | = 3 i z § 7 [fSn s Cutput
— 2ro- |1 2 ; oy = || swe
= : =S e =il o —
— nuLL (I JL— - ; O o E Q| snc | Marm 4
ez I3 [T= E_ E - = %ﬁ Dl o Output
Readeri 1 (18] - < o :fn
Interface 100 I 2 ol = EE ol 12w —
1ro+ I | = & I I I I 5 S 120 Fower Supply
 yro- (000 2 @ il zwo
2 ]| swp
=5 —
\._O LE.E!‘ ||=u ooo F [ O )
L |
Reset Buttan/Cle ar Communicatian ------ #Alarm Extenzion
P assword Button Board Interface

ASC-MS12
One-door Two-way
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Address and c BSE_SZI tar
Baud R ate ammunication Inter ace:-+232.-'485I3-:-mrert
1
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T 1 R o = ! Lock Output
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alr1 (00 - =
Bl g | 20—
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o_st (0D S8 OLao & M| 2= —
Croar- magnet 4 " 'Ei o = M Loor2 Electric
) GHD (05 = - 3 £30) e Lock Output
Exit Button 1 - = W b Iﬂ}ﬂ IHo—
a0 = < =
Ol 3 If &= —
— HuLL I & [ % gﬂ e | Deer2hoor
zavz 0| [T & T =l oo -magnet Outpul
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Readerz | 201 (15 ut T == il 5= —
Interface | zoo (O z — e == I O @l sue | Aarm
2ro+ (0653 || F E z 3 Output
— 2ro- 0D 2 3 w 5 (| sHo—
E =S = | s —
— HULL u@ o E Ol =n ! @| sne Alarm 2
[T F oo Output
18Uz (I & N 2 (0| sno—
Feaderi LT 1= < = :fu
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nd
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L yro- (0D F; % o) ||| sho
E =[S0 wHo—
o —_—
o B[] o
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Rezet ButtondClear Communication i----- -flarm Extension
Fassward Buton Board Intef ace

4.1.2 RS232 Connection Way between
Controller and PC

Special attention should be paid to the connection between MS controller series and the RS232
interface: When RS232 mode is adopted, one serial port can only connect with one controller with a
distance less than 15 meters. If more than one controllers need to be connected, or the distance of

connection is longer than 15m, RS485 mode should be adopted.

The connection way of ASC-MS12/MS24
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———————————————————————————————————————————————————————————————————————————————————

—E—R—]
= (T oy
=0
- —
ﬂ — = =0
Management Server S
- [= -] 485
LY - Jurnp to 232 position
32
H @O
Controller
o (-
—
=
— o e RS232 Interface
— ra )
= )]
CBS-Hole

4.1.3 RS485 Connection Way between
Controller and PC

When RS485 mode is applied, one bus can connect maximally 32 controllers which are differentiated by
different addresses. Bus connection (hand in hand) should be adopted, with a distance less than 1200m
(600m is the recommended distance) once no repeater is applied. The more the controllers, the shorter the

distance. For the stability of communication, powered RS485 converter is strongly recommended.

—————————————————————————————————————————————————————————————————————————————————————————————

Connect to i
other cortrollers
- H

§ Management Server = = =
20 .
485- !
w |
- = |
!
[
RS485 ;n_ Jump to 485 position

Communication Convertor

Anson . —
o 8 [l
o COMMUNICATION GONVERTER - =il
w—F LGRS 2D fud =
@ RE-232wemRS 4BS/RE427 b 21 Controller
_ ! pr
T T

4.1.4 The Connect between Controller and
Network

Via TCP/IP converter, ME controller series can network with PC and communicate via Internet and LAN.

If there is no repeater or router, the distance should be less than 100m.
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There are two connection standards for twisted-pair RJ45: EIA/TIA568A standard/TIA568B standard.

Jil

0000000000

|
123456TSE

T568A

12345678

Green with White, Green, Orange with White, Blue, Blue with White, Orange, Brown with White, Brown.
T568B

12345678

Orange with White, Orange, Green with White, Blue, Blue with White, Green, Brown with White, Brown.
If T568B is adopted for the two ends of network wire, it is called through line. If T568A and T568B are

adopted for the two ends respectively it is called cross line.

At present, most network cards and routers have switchover circuit for through line and cross line.
Normally through line is adopted for connection. In case the network card does not have the switchover
function, cross line should be adopted for the connection between converters or ME controllers to PC;

while through line for converter to router.

If ME controller is used, user can connect ME controller with PC network by network wire. If MS
controller is used, user can connect MS controller with PC network by converter:

The connectiong diagram between controller RS232 interface and converter

RS232 O O Connect with computer
ar rauter

_p_:, 2 ::[ bz ASV-TCP/IP
_35....: -
Bxi 1 & - 304+ ] E !

=]
E= R L
1& FEEN b
1) 15z

|

5

=4

=

F oy
ol RS485 Interface

ol | —
b (-
a3 (]
ElER
— -
RZ232 Interface
DB9-Fin Controller

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
|
1
- " 1
m:_ Jump to 232 position :
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
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The connectiong diagram between controller RS485 interface and converter

RE=485 -
O‘ O Connect with computer
ar rauter

a2z ASWV-TCP/IP

a1

5-30v= =-E-
=
e mjas 1%
BTSN saas - '];5
e - ==
0o

|
+ 1™
uy uwy =
FE0O
S
) *
B RS4835 Interface
Rl )
@o_— Jump to 485 position
Controller
)
= RS232 Interface
_________________________________________ calll _ Moesiidosecenan, L ______E&

4.2 Start Program

Please ensure the software has been installed in the PC before running it. Please refer to "Installation
.'l-‘r' 3
Instruction"(See 2.) for more details. To start the program, double-click icon = * ™ on tabletop or click

"Start"->"Program->Safesmart Security Platform"->"Safesmart".

After start the software, input username and password as shown below:

Safesmart Security Platform Ansonn

Username  |Administratar

Passwaord |

Expett Mode

[ Ok l [ Cancel

If the program runs for the first time, the username will be "Administrator" and the password is empty.
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Administrator is a special "super manager". It is used for system installation and recovery. Super
manager can operate in all access groups and can not be changed or deleted. The password of
super manager can be changed. It is suggested to change the super manager password after
login the system for first time. To change the password, please go to menu "Platform"->"Change
the password". After the password is changed, set a new user and its access group by
"Platform"->"User Management". After the modification, do not login the system by
"Administrator". Please save the administrator password carefully since you may not be able to
enter the system in case all users are deleted and this password is lost..

Enter the system by clicking "OK" in above window; while exit the system by clicking "Cancel". If
"Expert Mode" is selected, all the functions will be applicable (otherwise, some functions will not be

applicable). User can also change this option by "Platform"->"Expert Mode".

4.3 Introduction to Main Interface

The software adopts style of Windows program. If user does not use Windows XP system or

appearance, the view may differ from the one shown here. After login the system, the main interface will
be shown as below:

Pg Safesmart Security Platform — Attendance Nanagement System E|@@|

Flatform ¥iew Management Huery Langnage System Help

2 @d0aLBEEQL e Anson’

| Managerent | - Information Query |

= Cormmunication Setup Commu tion Setup I

Serial Port
=F Converter 7
&3 Metwork Cantraller
= & Hardware Management
{3 contraller
{3 Upload Card Record
=l
= &gnpclaugf;e Managerment FE — | N
& Department “= To setup computer serial port communication rate.
8 Employes To acquire more serial port setup information
=& Rule Management
L& Attendance Rule
Day Schedule

To setup communication parameter between access controller or
integrated access controller and computer.

&y Shift Converter

&% Official Holiday t—il When access controller or integrated access controller connect
E-pll Attendance Management T with computer by 232/485 convert TCP/IP converter, please setup

g& Leave Register converter IP address, subnet mask and gateway.

B Cwvertime Register To acquire more converter setup informatoin

£dd Missed Card Recor
Attendance Count

@w Network Controller
< > == To setup network controller IP address, subnet mask and gateway.

NUM | Current User: Adrministrator

There are multiple subsystems in the software. The software will remember the prior subsystem and
view and return to them when opened the next time. Following views will change with the subsystem.

Hereby the attendance subsystem is used for the demonstration.

1. Main menu
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Main menu of the software is made up of Platform, View, Subsystem main menu, Language, System,
help and so on. Main menu differs for different subsystems. For example, in attendance subsystem
"Setup" and Information Query" are displayed. All related function views can be found in the drop-down

menu of the main menu, which will be introduced in detail later.

IAERSTSY N View Management Huery Language System Help
User Management. ..
Relogom. ..

Change Pazsword. ..

Page Setup. ..

Options

Database Management. ..
v Expert Mode

Exit

All the functions of program can be visited via menu. If user is not authorized or temporarily

incapable to use the function, the function button will be in gray.

Each menu is made up of function name, menu shortcut key, dialog box, and shortcut key group. "Print
(P)...Ctrl+P", here "Print" is function name, (P) is menu shortcut key. When menu is displayed, press

"P" to open "Print" directly; "..." indicates pop-up dialog box. Before close the dialog box, other functions
can not be used. "Ctrl+P" is shortcut key mix. Press "Ctrl" and "P" to open "Print". A menu marked with

"\"indicates the menu is usable.

2. Toolbar

Frequently used functions can be found in the Toolbar. If user is not authorized or temporarily incapable
to use the function, the function button will be gray. Click main menu "View"->"Toolbar" to hide the
toolbar. Different interface may have different toolbars. To get certain button function, please hang the

mouse on the button and view the instruction.
2 ad0GABBE L) ¢ Anson

3. Function Interface

Software are divided into several function interfaces, as shown in the following picture, Only one

function interface can be displayed at one time. User can switchover among the function interfaces.
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Platform ¥iew Management Query Language

s

12X ﬂ m:u

System Help

Anson’

<F Converter
& Metwark Col

=il Attendance Ma

= [ Controller List| | B Basic Parameter

| Management | Informatmn Cuery |
= Communication tadll Controller Property X | | Dynarnic Heln x
@ Serial Part | 88 ] = = |

A y
il Controller|

in Properties

=k Hardware Mana B new Cont | e MNew Controller
7 controller Model ASC-20045A, Controller List £ Function
{3 Upload Card O Communication Parameter window wil list all R
=] & Employes Mana Cormrmuicat... Serial Port added controllers.
T Card L
& Department Connect wit... 1 If user wants to
& Ermployee Controller &.. 0O setup controller,
=z Rule Manageme B Reader Setup please select
& Attendance Reader 1 for.,. Yes controllers in this
T8 Day Schedul Resder 2:ar Fras || controller list. Then
& shift iR aa try to change
&% Official Holid. || £ | > S S W property and save

TésE Report'
[17:57:03] :
[17:57.02]

window. Plzase

refer to Select
Method. User can
setup man\,r w

NUM | Current User: Admlmstrator

4} Leave Regist

Cwertime Re

Add Missed 1
< | >

Refreshing contraller list completed.
Refreshing controller list, please wait,..

4. View Switch Panel

View Switch Panel is on the left side of function interface. User can switch among the views by clicking
the item wanted. As shown in the picture, when click any item on the panel, related function views will
be displayed on the right. User can also select a view via main man by clicking "Setup"-"Controller" (as

shown on the right side of following picture).

=6 Commmunication Setup
&= Serial Port
=F Converter
B3 Metwork Contraoller
= % Hardware Managernent
71 Controller
= Upload Card Record
=] & Ernployee Management

Flatform ¥iew Buery Language System Help

Managzement

Serial Fort
Conwverter

Hetworlk Controller

Controller
Card Record Uplead

T Card Card
&y Department Department
3 Ermployes Employee

= Rule Management
& Attendance Rule
755 Day Schedule
& Shift
&% Official Holiday
=il Attendance Management
4f Leave Register
B Owertime Register
2dd Missed Card Recard
@ Attendance Count

Attendance Bule
Day Schedule
Shift

Offiecial Holiday

Leawe Register
Owertime Register
Add Missed Card Record

Attendance Count

5. View
View may be on the right side or cover the whole function interface, where all function operations are

realized, as shown in the following Controller Setup View.
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Pg Safesmart Security Platform — Attendance Nanagement System

Flatform ¥Yiew Setup Monitor Ouery Language System Help

fdéd@¢EE|UW @M «»  Anson

| Setup | Real-time Maonitor | Infarmation Cuery |
=i Cammunication Se NEaae o0 X || Dwnamic Help x
& Serial Port | 5% ] - =

e o @ & Controler L | E) BaSic Paramet S
= ontroller Lis asic Parameter L
B2 Metwork Contre 4 ¥hew Cont il Controller |
= Fh Harchware Manager Jew Cort Mame Mew Controller

Cartroller Modsl A5C-5390454 Controller List &

{3 Upload Card Re window will list all = Wiew
=8 %ﬂ;énlg:r;e Manager B EeireRr e 8 added controllers.

& Departrrent Commuricat... Serial Port If user wants to

2 Erployes Connect wit.., 1 setup controller,
= @ Rule Managerment Controller &... 0 please select

&& Attendance Ru B Interlock Group 1 controllers in this

T8 Day Schedule controller list. Then

Door 1 addi.. Mo

& shift : try to change
#2 Official Haliday || | > D0 2 el -0 ¥ || property and save
=-pll Attendance Manag Task Report % || In Properties

Eil‘;fmigggsi; [17:54:13] : Refreshing controller st completed. ::redrotf.szlzaée

Fr e : . £

add Missed can | [17:54113] ¢ Refreshing controller fst, please wait... Mathod. User can

¢ = i 3 setup many v

MUM | Current User: Administrator

For details, please refer to View, Window and Layout (See 4.4).

6. Status Bar
Status bar (as shown in the following picture) is at the button of main interface. It can be hidden or

displayed by clicking "View" in Main Menu.
CAP MUM Current User: Adrinistrator
Display current user

Display Mum-Lock state
Display Caps-Lock state

4.4 View, Window and Layout

The function interface is introduced briefly inIntroduction to Main Interface(See 4.3).In fact, there are

more than one ways to enter a view. User can enter into one view by clicking subsystem menu or

clicking view name in View Switchover Panel.

Since different users have different habits and different computer monitors, the software adopts layout
technology. It can park, float, move, hide, change size and be a group with other window. The changed

information will be remembered by software, and it is convenient to return to default layout.

Instruction for Window

Window includes: Title Bar, Toolbar and Window Area. Title Bar includes: Window Name and Close
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Button. The elements are shown in the following picture. Different windows have different appearances.
For details, please refer to Introduction to Main Interface(See 4.5).

Windoswy Mame
’7 Title Bar
Close

Cantraller X—— Button

. | 8@ ——— Toalbar

I~ [E;' Controller List

——+— Function
Ares

Parked and Floated Windows

Parked Window will change its size with the window it is parked; Floated Window is independent and
will not be affected by other window. For example, in the picture, there are three parked windows
(Controller Window, Property Window and Task Report Window) and one floated window (Dynamic
Help). When main window is moved and changed, Controller Window, Parameter Window and Task

Report Window will be changed, while Dynamic Help window will not be changed.

£ Safesmart Security Platform — Access Control Nanagement 5... E|E|?_|

Platform VYiew Setup Moniter GOuery Language Syztem Help
A B L &
flAédl@e2E W o5 <« +» Anson
Setup I Real-time Monitor | Information Query |
=- @ Carmunication Setup| | Controller x || Property X
g Serial Port T A
-=F Converter % B H
B Metwork Contraller | = [E} Controller List E Basic Parameter ~
Schedule || 3 Mew Contraller Marne Mew Cantroller
7] Week Schedule Model . -
@ Holiday Schedule N, Dyzanic Help
= % Hardware Setup
Read
- Controller oo !
L Alarm i | Controller List
© -EH Door Cornmg -~
El & Ermployes Setup Conndl Controller List window will list all =
% Acc;ss Group contrd 2dded controllers.
Zar
& Department H_Inte If user wants to setup controller,
& Employee Task Repart please select controllers in this
=@ Other [10:13:12] : Save completed. controller list. Then try to change
ﬁ Dowerload Setup [10:13:12] : Save Controler "Mew Contralf property and save in Properties
“{B Upload Event Reco | [10:13:10] : Saving modification, please window. Please refer to Select
[y Upload &larm Recol | [10:10:35] : Refreshing contraller list comy _Mthhndd. tHoex Giln setuphmany
[10:10:38] : Refreshing controller list, ple. Ei‘ine;te SO kel e S
< | 3| :

NI In the list click right mouse ,
command menu will pop up, this
menu include following orders:

1. Select all bt
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Change the Size of Window

The size of Parked Window and floated Window can be changed. Change window size by dragging the

window frame; to the location/size needed.

Change Window Position

Change Parked Window Position

Move mouse to a window Title Bar, then left-click and do not release. When user drags the mouse, a
broken line frame will appear. After move cursor to one target window, the size of window will be the
same with broken line frame, release mouse to finish operation.

For example: Move controller window to the left of Task Report window:

1. Move mouse to the Title Bar of Controller Window, left-click and hold; a broken-line frame will appear,

as in the following picture:

,hs Safesmart Security Platform — Access Control Nanagement ... [,

Flatform ¥iew Setup Monitor Euer}' La.ng:uage S_.T,rstem Help
| Setup l Real-hme Maonitar | Inﬁ:urmatlun Query |
=6 Communication il Controller .4 | Property x
= Serial Part | . =] (]
<F Canverter | : %. |_|.|,|
=& schedule = [ Fantroller List B Bisic Parameter A
Waek Sch % e Controller Mime Mew Controll,.,
&4 Holiday Sct bleie Cantiolert Micel ASCMS24
= £} Hardware Sett
ﬁ e B Cémmunication Parameter
< Alarm
B Door CoEnmunicati,..  TCPIP Metw,.,
& LED Display IPiaddress 0. 19216801 ¥
=& Emplovee Set || Task R- x
dE: Arccess Gro [ R ; A
& Card [11 03:57] ¢ Save Controller "Mew Contrallerl” successfully, E
% E?inétren:r [11:03:55] : Saving rodification, please wait,..
= @ Other 2L [11:03:51] : Save completed, but is in eror,
m _— [11:03:49] : Saving rodification, please wait...
< | ? [14:0% 30T« C e cornlodod ¥
MUM | Current User: Sdrnini

2. Drag mouse to the left edge of Task Report window. The window size will be changed as shown in
the following picture.

Note: Move mouse to the edge of Task Report Window where the controller window will be parked.
Only when mouse is near to the edge, the Controller Window will be parked to the Task Report Window.

Please pay attention to the location of mouse as shown in the picture.
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-":"5 Safesmart Security Platform — Access Control Nanagement ...

Flatform ¥iew Setup Monitoer guery Language 3Swstem Help
; — e ’ ®
Fléd@E00W @5 <« +» Anson
| Setup [ Real-tirme Monitor | Information Query |
= @ Carnmunicatiol Sl Controller Property x
= Serial Port | %
&
= Canverter K : L .
=) schedule = [ Controller List E Basic Parameter ~
Wieek Schi £ Hew CDntrD::er Mame Mew Contrallerl
& Holiday Sct i EEEeeae Model ASC-MS24
= £} Hardware Sety Noor O
ol ﬁ o al E Communication Parameter
<[ Alarm
B Door Cormmunicati...  TCP/IP Metwork
B3 LED Display 1P &ddress ar.. 19216801 B!
=88 Employes Set Task Report x
d& Access Gro [11:03:57] : Save completed, ~
T Card ) %1:03:5?] : Save Controller "M Controllerl” successhuly, i3
i g Erenr:l?;trengr 1:02:55] : Saving rmodifications please wait. ..
= @& Other RR |&[11:02:51] : Save completed, bat is in error,
m . [11:03:49] : Saving modifications please wait...
a | Ed AR T b
MUM Current User: Admmini:

3. Release mouse to finish, as shown in the following picture:

.ﬁs Safezmart S5ecurity Platform — Accesz Control Nanagement ... Z”E”’)__q
Platform ¥iew Setup Moniter Huery Language Swstem Help
y g o g [
@lésd ®wEEH LW @ E <« +» Anson
| Setup [ Real-tirne Monitor | Inforrnation Query |
=6 Communication # || Property x
= Serial Port =4l | H
=k Converter e
=] Schedule B Basic Parameter ~
ek Sche Marne Meww Controllerl
&2 Holiday Sct Model ASC-M524 L3
=-#k Hardware Sety or Ouantity :
: g gfar::rrluller El Communication Parameter
B Door Cormrmunication Mode TCRIP Metwiork
ﬁ LED Display TP Adddress nr Domnain M., 192 168.0.1 !
=84 Employes Set Cantroller Task Report x
&% Access Gre | 2 [11:03:57] : Save completad, ~
g Eard wmor || 2 B Cantraler List [11:03:57] : Save Controler "Mew Cor—
iy Efﬂ?j‘?;yrensr 7 New Controller [11:03:55] : Saving modification, plea:
= @ Other | 2 Mew Contrallerl [11:02:51] : Save completed, but is i
| _ f ' ! M1:02:401 ¢« SaviAa Faedifieaticen Rlass Z
£ | i < | >
MUM | Current User: Adrinis

All windows can be moved to construct a layout as needed.
Change Position of Floated Window
Move mouse to a window Title Bar, then left-click and do not release. When user drags the mouse, a

broken line frame will appear. After move cursor to one target window, the size of window will be the
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same with broken line frame, release mouse to finish operation.

Park Floated Window

The steps are similar to "Change Park Position".

Float Parked Window
Move mouse to a window Title Bar, then left-click and do not release. When user drags mouse, a
broken line frame will appear. Then move mouse to the middle of other windows (do not near to any

window edge), release mouse to finish operation.

Group the Windows
Multiple windows are grouped together and occupy the same location on the software interface, with

only the window in the front is active, as shown in the following picture:

B Basic Parameter ~
arme Banlk Gate
Model ASC-MS24

B Communication Parameter

Comrunication Mode Serial Port
Connect with Serial Part 1
Controller Address 1

E Property | E E
To group windows, please move mouse to the title bar of one window, and then drag it to the title bar of

another window and release.

Activate Window and Change Window Position

When multiple windows are grouped, only one window is active. Activate a window by moving it in the
front of the group. There are three buttons at the bottom of the window group: "Parameter" "Controller"
and "Task Report", which are called Switch Button of Window Group. Activate window or change

window position by left-clicking the Switching Button.

Separated Window from Group
Left-click one Switch Button of Window Group and move it to other windows, once broken line frame is

appeared, please release mouse, the window will be separated from group.

Hide and Display Window
All current views can be found by clicking "view" in main menu. The item names on the menu are the
same with window names. Click the item to hide or display related window. User can also hide the

window by clicking the Close Button on the window.

Restore View Layout

Restore view layout by clicking "View" -> "Restore View Layout".
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4.5 Window Indtroduction

This part introduces the windows which are displayed in access control subsystem.

List Window
Most views have an element list window, such as Controller List window (as shown in following picture)
and Door List Window. Element can be configured, such as "Controller", "Door" and "Employee" etc.

Controller

BIK
= [ Controller List
771 Mew Cantraller

Element List Window has a tree diagram in function area, which is used to display setup elements.
User can select one or more than one element and change their property values in property window.

For details, please refer to Select Method(See 6.2).

Property Window
Most views have property window, as shown in the following controller property window.

Property

'-El ﬁasic Parameter

Marne Mewe Controller
Model* e
Doar Quantity * 1

Reader Commmunication Protocal  Wiegand 26
Communication Parameter

Cormmunication Mode* Serial Port
Connect with Serial Port* 1

Controller Address™ 0

Interlock Group 1

Anti-passback Group 1

Reader 1 add in Group 1* Mo

Reader 2 add in Group 1* No
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The property of selected element will be displayed in property list. User can change and save element
property value in the window. Property List consists of two parts: Property name at left side and
property value at the right side. User can move midline to change displayed proportion. One line stands
for one property in property list, as "Name" and "Model" shown in the above picture. Multiple properties
can be grouped together, as "Basic Parameter" and "Communication Setup" etc. shown in the above
picture. For details, please refer to "Property Edit Method".

Task Report Window
Most of views haveTask Report Window, as shown in the following picture:

All operation information will be displayed in Task Report window. Format of the information is
"[hh:mm:ss]: Operation information"; with hh stands for hour; mm for minute; and ss for second. The
latest information will be displayed on the top. Max. 500 rows can be displayed in Task Report Window.
(The standard will be changed without notice). When information overflows, the prior information will be
cleared. Left-click an item to select, click "Ctrl" + "C" to copy the item and then "Ctrl" + "V" to paste the

item to the place wanted.

Dynamic Help Window
All views have Dynamic Help Window, as shown in the following picture:

| Dﬁ;narﬁic Help b4

= = |
Task Report

All operation information wil be displayed
in task report window.

Report information wil be sequenced
based on time; the st one will be put
on the top. Each record starts with time
(rmaybe multi-rows need to display). Task
report can display 500 rows at most. If
the row limit is exceeded, the earliest
iterns will be cleared.

How to copy report characters?
User can select report characters by
mouse, then copy it by "Ctrl"+ "C", and
paste by "Ctrl" + "V".
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All views have Dynamic Help Window, as shown in the following picture:

When user clicks any elements, help information will be displayed in Dynamic Help Window. This is a
great innovation for human-computer interaction. There are three buttons in the tool bar:Page Up"
"Page Down" and "Refresh" (from left side to right side). Hyperlink will be included in help content. User

can click hyperlink to access other help content.

Query Condition Window

All query views have Query Condition Window, as shown in the following picture.

Real-time Monitar Event x
2R & &
B Query Condition
Departrment Al Departrnents
MHarne
Reader All Readers
Event Type all Types
Starting Time  2010-05-20 00:00
End Time 2010-0%-20 23:59

Query Result Window

All query views have Query Result Window, as shown in the following picture:

| o] | In @ | [ Page 1/1 page(s)

Mo, Time Llsername Detailed Information

1 2010-05-24 10:36:54 A0 o Heo. Ip for contraller "MNe...
2 2010-05-24 10:35:50  Adr v Time d all setup from co...
3 2010-05-24 10:13:12  Ad 'Meww Controller”

4 2010-05-24 10:06:26  Ady ¥ Usermame

5 2010-05-22 18:19:40  Ady ¥ Detailed Information

& 2010-05-22 18:158:15  Administrator Add ernployvee "Mew Emplayes"

i 2010-05-22 17:37:18  Administrator  Delete employee "Mew Ernployes"

2 2010-05-22 17:235:52  Administrator  Modify door 1"

Q 2010-05-22 17:14:18  Administrator Modify door 1"

The function area in Query Result Window includes a "Query Result Table" which is used to display
query result. The list size can be changed by dragging the table midline. User can Hide or Display
information by right-clicking list title. Query result can be printed or exported. For details, please refer to

Page Setup(See 4.7.6) and Print(See 4.7.4).

4.6 Property Edit

Property comprises some features of editable components of the software. A guide is provided here for
users who are not familiar with property edit. For details on Property Window, please refer to "View

Window Instruction".
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Appearance of Property

As shown in the picture followed, property window is devided into parts: property names on the left and
property value on the right. Once property value changed, a "*" will be added after the property name
and the property value will be in bold, as "reader 1 added to group 1"demonstrated in the following
picture. Non-editable properties are in grey. When multiple components are selected, the property can

not be changed.

= Easil: Parameter

Model ASC-MEL1Z

Dioor Quantity 2

Reader Comnmunication Protocol Wiegand 26
B Communication Parameter

B Interlock Group 1

Door 1 add in Group 1* Yes

Doot 2 add in Group 1 Mo
B anti-passback Group 1

Reader 1 add in Group 1 Mo

Reader 2 add in Group 1

[ £

Properties may be character proptery, data property, dialog box property, date property, and time
propery etc.. Following is an introduction on how to edit the variety of properties.

Change Character Property

Mew Controller]

Left-click the property name and input character via keypad popped-up. Complete the change by
pressing enter or clicking on other properties. Note:If the change is not confirmed, the "Save" button on
the toolbar may be unusable.

Change Data Property

50000 - |

Left-click the property name and input number via keypad or up-down arrow. Complete the change by
pressing enter or clicking on other properties.

Change List Property

Cornrnunication Mode gefSE fale, bt
BB

TCP/IP Metwiork

Left-click the property name and select the value in the drop-down menu.
Change Dialog Box Property
Card Murnber* [.]

Left-click the property name or value, a "..." button will be displayed on the right. Click the button and a

editable dialog box will pop up. Make the change and press "Yes" to confirm the change.
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Change Date Property
Da I 2010-05-21

May, 2010

Sun Mon Tue Wed Thu Fri Sat

1
2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 [
23 24 25 26 27 28 29
30 31

Today: 5/22/2010

Left-click the property name or value, select the date from the drop-down calendar.

Change Time Property
Edit of tThis item is similar to data property.
Change Other Properties

Other property edit is similar to abovementioned items.

4.7 Plateform Menu

All the eight functions of the software itself are on the platform menu, including"User Management(See
4.7.1)", "Relogin(See 4.7.2)", "Change Password(See 4.7.3)", "Print(See 4.7.4)", "Print Preview(See

4.7.5)", "Page Setup(See 4.7.6)", "Options(See 4.7.7)" , "Database Management(See 4.7.8)" , "Expert
Mode(See 4.7.9)", "Exit(See 4.7.10)" 10 functions.

ARERSTSY N View Management Huery Language Swystem Help

Uzer Management. ..
Relogon. ..

Change Password. ..

Page Setup. ..

Options

Databaze Management. ..
v Expert Mode

Exit

4.7.1 User Management

User management can build, change and delete user information. User can login the software with

valid account and is different from "Employee" to be introduced later.

Click "Platform"->"User Management" (as following picture):
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%]

Ozer Hanagement

2l H 8

B Basic Parameter ~
Usernarne® MNew User
Password™*

Confirrn Password™

B Access Permissions
Lzer Managernent®  Disabled
Cptions Setup® Disabled
Data Management®  Disabled
Select all Serial Port Setup®*  Disabled
Bewerszed Select Converter Setup®  Disabled

Week Schedule ... Disabled
ele el Haoliday Schedule ... Disabled

Controler Setup*  Disabled

Alarmm Setup® Disabled

Door Setup® Disabled

Arccess Group Se...  Disabled

_ [R— Lo - i n

The addition or deletion of a user in one subsystem will be also effective in other subsystems.
Differently, the access group property of a user in one subsystem will not be effective in other

subsystems.

Add New Employee
1. Right-click the menu on Employee List. 2. Select" Add Employee". 3. Change the employee

information in Basic Parameter window. 4. Click "Save"

Change User
1. Click the employee to be changed (User can select multiple employees. For details please refer to
Select Method(See 6.2)).2. Change the employee information in Basic Parameter window. 4. Click

"Save".

Administrator can not be changed. All properties are not usable if administrator is selected. To change

Administrator password, please refer to "Change Password".

Delete User
1. Right-click the employee to be deleted (User can select multiple employees. To select, please refer
to Select Method(See 6.2)). 2. Select "Delete Employee".

Administrator can not be deleted. When select Administrator, "Delete Employee" will be unusable.

User Property

Username

Username can be digit, letter, blank etc. Username is max. 100 characters and is not case sensitive.
Username can neither be the same as existed ones, nor to be empty. Blank before and after the
username will be ignored.

Password
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Password can be digit, letter etc. with max. 20 bytes and is case sensitive.

Access Group Property

Access group name indicates the access property. Property as "Enabled" indicates the user selected
possesses the access authority; while "Disabled" Indicates the user does not possess the authority. If

the property does not apply to the user, all functions and properties will be in grey.

Toolbar Button Instruction

When user hangs the mouse on button, the button function will be shown.

==

=" According to Classification Sequence

List all check conditions by group
2l
All check conditions are arranged in alphabetic order or pinyin sequence

Save all changed information, if there is no information changed, the button will be unusable.

=l Close all access groups

Letter Sequence

Save

Select "Disable" for all access authorities.

Select "Enabled" for all access permissions

Initiate all access permissions

4.7.2 Relogon

User can login system by different identities without exit the system. Please click "Platform"->"Relogin"
and the login dialog box will pop up. When press "Cancel", instead of the exit the program, the system

will return as the last user. For details, please refer to Start Program(See 4.2).

4.7.3 Change Password

User can change login user password by "Platform->"Change Password", following dialog box will pop

up:

Change Password EJ

Old Passwiord e

e Passwiorc

Confirrned

I ] [ Cancel
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Please input "Old Password", then input new password in "New Password" and "Confirmed". These two

passwords have to the same. If the two passwords are inconsistent, following dialog box will pop up.

Safezmart Security Platform

@ Twio password are inconsistent,

Password can be digit, letter etc. with max. 20 bytes and is case sensitive. Password of

Administrator can only be changed here.

4.7.4 Print

User can print various query results, which is displayed in "Query Result List" (Please refer to "View

Window Introduction"(See 4.5)).If there is no information in query result list or the system is not in query

interface, the button will be unusable. It is suggested to adjust the print information by "Print Preview"

and "Page Setup". Please click "Platform"->"Print", as following picture:

Printer

M arne: Y192 168.0.68HP Lazer)et 1020 V| [ Properties. .. ]

Status: Ready

Type: HP Laserlet 1020

Where:  USEOO

Comrnent; ] Prinit ta file

Print range Copies

(=) Al Murnber of copies; 1 ?_l

() Pages [ru:-m:i1 | E'3'1| | Iﬂllﬂl e

[ ] ] [ Cancel

Please input correct information and press "Yes" to print. "Property" is related to the printer. For details
please refer to printer user manual. Note: For printers which do not support multiple copies or

auto-paging, the setup is unusable.
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4.7.5 Print Preview

Before user print the list, user can view it by Print Preview. User also can adjust print output parameter
by Page Setup. If there is no information in query result list or the system does not in query interface,

the button will be unusable. Please click "Platform"->"Print Preview", as following picture:

Pg Safesmart Security Platform — Access Control Nanagement System m@”ﬁ‘

| Zoom Out | [ Cloze

Sr=stem Log

=
2

Detailed Information

Modi fy contreller “Office A"

Add holiday schedule "Hew Holiday Schedule”
Upload event record for controller “Bank Gate'

Time Username
2010-05-20
2010-05-20
2010-03-20
2010-05-20
2010-05-20

2010-05-20

16:12:
16:04:
15:42:
15:42:
15:42:
15:42:

40
59
34
33
22
22

hdministrater

Administrater

Administrator

Administrator | Start to upload ewent record for contorller ©
Upload event record for controller “Bank Gate’

Start to upload ewvent record for contorller °

bdministrater
Administrater

2010-05-z0

15:41

38

Administrator

Fail to upload ewent record for controeller "0

Qo =3 A e | LD R

2010-05-z0

15:41

23T

Administrater

Start to upload event record for comtorller I

9 2010-03-20

15:41

)

hdministrater

Fail to upload ewent record for controller “B

2010-03-20
2010-05-20
2010-05-z0
2010-05-z0
2010-03-20
2010-03-20

15:41
15:55:
15:35:
15:33:
15:32:
15:32:

132
53
26

Adminiztrator | Start to uplead event racerd for contoerller ™
Add comtroller “Office A
Modi f¥ controller “Fank Gate”

Modify employes “Wew Employes”

Administrater

Administrator

Administrater

45
35

Administrator | Add employee “New Employes”

bdministrater

Add department “New Department”
b

HM Cwrrent User: Administrator

Fage 1

Print Preview can be shown by zooming or pagination but can not be changed. If user needs to change
the list, please exits print preview and change the parameters in "Page Setup". User can press "Print"

to print, and press "Close" to exit print preview.

4.7.6 Page Setup

User can adjust print output parameter by Page Setup. Please click "Platform"->"Page Setup", as

following picture and press "OK" to save, press" Cancel" to cancel the operation.
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Page Setup D_(|
B Miscellaneous M
Print Title Yes
Table Mode Yes
Agtomnatic Colurnn Width Yes
Print Border Yes
Print Hidden Calurnn Ri=3
B Margins
Tap Margin{mrm ) 10
Bottom Margindmm) 10
Left Margini(mm) 10
Right Marginrom) 10
E Content =
Fomt Tahornal®)
B Page Header
Fomt Taharnals)
Left Header
il | = e t
——

Print result will make up of several elements, as following picture:
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Content for Printing as Table

Head Line
Left Header Title Right Header
| | |
Left Header Sysetem Log Right Header \
SHo | Tine Llzer Group Dratai Type _
1 2070606 221241 24 Adrningtratar Superuser Logon system Ewent Tﬂp Margln
z 2070606 22:41: 16 Adrinktrator Superuser | Add Ussr "Smaith" Event
3 2007-06-16 03:33:59 Adrningtratar Superuser [ Adjust tiree of the contr| Event
4 2007-06-16 0314329 Adrinktrator Superuser Exi Ewent
5 20706-16 03:45:32 Adrningtratar Superuser Logon systemn Ewent
E 207-06-16 03:53: 10 Adrinktratar Superuzer  |Add the attendance day [Ewent
7 2007-06-16 03:54:33 Adrinstrator Superuser | Add the atte ndance wee | Event
2 20706-16 02154 45 Adringtratar Superuser Exik Ewent
9 20070616 03:55: 46 Adminstrator SuUperUser Logon system Ewent
10 207-06-16 04:03: 11 Adrninktratar Superuzer  |Modfy the access group [Ewent
11 207-06-16 004 29 Adrinstrator Superuser Exit Ewent
12 20706-16 0 10: 27 Adringtratar Superuser Logon system Ewent
Bottom
[2007-6-6 23:04:43 Page: 1 Total: 1
Margin
] |
Date  Time Page Number
Left Margin Foot Line Right Margin
Margins

User can adjust the size by Top Margin, Bottom Margin, Left Margin, Right Margin property.

Page Header

Page Header includes Left Header, Right Header, Title and Page Header Line. Left Header and Right
Header can be any characters available with max.100 characters. The system will create a title
according to query types and be displayed by selecting "Print Title" in Miscellaneous. When Left Header,

Right Header, and Title do not display, the Header Line will be hidden.

Page Footer
Page Footer includes Time, Date, Page Number and Footer Line. Time and Date are the same as the
system when print (left alignment only). Page will be automatically created and the format is

"Page/Total (right alignment only). User can select display or hide Time, Date and Page Number. When
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they are hidden, the Footer Line will be hidden.

Query Result

In the middle of page is the query result. System can output tables by selecting "Yes" in "Table Mode"
property (Please refer to above picture). But if "No" is selected, output will not are tables (as following
picture). If the columns of the table exceed page size, some information can not be shown. In order to
show all the information in the table, user can adjust the table size by selecting "Yes" in Automatic

Column Width. For more information, please refer to "View Window Introduction"(See 4.5).

Syskem Log

Mol Time:2010-05-20 16:12040  Userrarme:sdministr ator
Detailed Infarmation: Modify controller "Office A"

Mo.:Z2  Time:2010-05-20 160459 Userrame:sdministr ator
Detailed Information: &dd haoliday schedule “Mes Holiday Schedule”

Mo.:3  Time:2010-05-20 1542034 Usermame:Administr ator
Detailed Information: Upload event record for contraller "Bank Gata" sucoessfull

Mood  Time:2010-05-20 154233 Username:Administ ator
Detailed Information: Start 1o upload event record for contor ler “Bank Gate”

Mo.S  Time2010-05-20 154222 Usernameddrninist ator
Detailed Information: Uploa d event record for confroller "Bark Gate" sucoessfull

Mooe  Time:2010-05-20 154222 Username:Administ ator
Detailed Information: Start to upload event record for cortorler "Bank Gate”

P T e D Y i e S

Click "Printer" in page setup window, following picture will pop up. User can select printer, paper size,

and print direction etc...

Printer

v

MHarne: E2.0.E\HF Lazerlet 1020

Statuz: Ready

Type: HF Lazer)et 1020

wihere: USEOOM

Cormnrnemnt: [ Prirt to file
Frint range Copies

= Al Mumber of copies: 1 B
() Pages  fram: |1 [ 1o Iﬂl Iﬂl

[ Ok ][ Cancel ]
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4.7.7 Options

The main function of option is to set parameter for whole software. For example, to set upload card
record and alarm record automatically when launch software. To change employee addtional property

name.

Options El

E Download automatically

Event Record Do not Download Automatically

Alarmn Record Do not Download Autornatically
B aAdditional Employee Information

Additional Information 1 name 1

Additional Information 2 name 2

Additional Information 3 name 3

Additional Inforrnation 4 name 4

[ ok q [ Cancel

Event Record
When property setup is "Download automatically when launch software" , So system will download card

record from controller automatically once launch software.

Alarm Record
When property setup is "Download automatically when launch software" ,So system will download

alarm record from controller automatically once launch software.

Additional Employee Information

To change employee additional property name.

Some users think that the properties is not enough, now four additional information items are added.

The name and value can be changed in this view.

4.7.8 Database Management

All application data are saved by Microsoft Access.
Main function includes back-up, import and clear database files. Click "Platform"->"Database

Management" to open the dialog box (as following picture). There are two departments: Database

operation and record operation.
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Databaze Hanagement El

Database Operation

| Backup.. | | Import.. | | Clear |

Record Operation

E Time Range
Al Tirne s

E Record Type

Log Mo
Event Record Mo
Alarm Record Mo

Real-tirme Monitor Record Mo
Real-time Alarmn Record . Mo

Clear

Database
Database is the database for all subsystems. It consists of data of software setup, system log,

card-present, alarm record and attendance record.

Back-up Database

Click "Backup" button to select the backup directory; click "Yes" to start. Once back up completed, a
new sub-directory named as current date will be created in the backup directory. For example, if "C:/" is
selected as the backup directory, and current date is 5th April 2009, a sub-directory named

"2009-04-05" will be created after back up . All backup information is saved in the sub-directory.

Import Database
When import prior backup database to the system, current database will be deleted. Click "Import"
button to select a backup directory. The directory name is "YYYY-MM-DD". Click "Yes" to start import.

Indication will be displayed once import is completed successfully.

Existing database will be deleted when import database. It is strongly advised to backup all

database before carrying out this operation.

Clear Database
Clear database and recover the subsystem to installed state. Click "Clear" to clear the information.

Indication will be displayed once clearance is completed successfully.

The operation is effective only for the current subsystem. The database used by other

subsystems will be deleted as well.

Clear Record

Please setup the date and type for the record to be cleared; then click "Clear" to clear the information.
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The operation is effective only for the current subsystem. The database used by other

subsystems will be deleted as well.

4.7.9 Expert Mode

In order to satisfy most customers, the software provides Expert mode and non-expert mode. All
system functions can be displayed and used under expert mode; while some sophisticated functions
will be hidden under non-expert mode such as menu, toolbar, function interface, view and some

element properties. If some functions can not be found, please switch to expert mode.
Non-expert mode is easy to operate for new user.

Please switch the system to export mode by clicking "Platform"-> "Expert Mode".

4.7.10 Exit

User can exit the program by clicking "System"-> "Exit"; clicking close button on top of main window or
pressing ALT+F4.

4.8 View Menu

Orders in view menu is used to control the display of view element.

Flatform m Management GQuery Language Swstem Help
W Tool
v Status Bar

Bestore View Layout

Prevous View

w Dynamic Help

W Controller Information

Toolbar

Display or hide the toolbar for main window.

Status Bar

Display and hide the status bar for main window.

For detail information, please refer to "Introduction to Main Interface(See 4.3)" for more details.

Previous View, Next View

55



Safesmart Online Help-Attendance Management System

Software will remember the view visited. User can return to the visited view according to visited

sequence by pressing "Previous View" and "Next View".

Other Order

For other orders and view information, please refer to "View, Window and Layout(See 4.4)" for more

details.

4.9 Management Menu

All setup functions can be visited for attendance subsystem via management Menu (as in the following
picture). The functions include " Serial Port"(See 4.9.1), "Converter"(See 4.9.2),"Network
Controller(See 4.9.3)", "Controller"(See 4.9.4), "Card Record Upload"(See 4.9.5), " Card"(See 4.9.6),

'Department”(See 4.9.7), "Employee"(See 4.9.8), " Attendance Rule"(See 4.9.9), " Day Schedule"(See

4.9.10), " Shift(See 4.9.11)" , "Official Holiday(See 4.9.12)" , "Leave Register(See 4.9.13)" , "Overtime
Register(See 4.9.14)" , "Add Missed Card Record(See 4.9.15)" , "Attendance Count(See 4.9.16)" 16

functions.

Platform V¥iew BIESREELITSHM Huery Language System Help
Serial Faort
Conwerter

Hetwork Contreller

Controller
Card Record Upload

Card
Department

Emploves

Attendance Bule
Day Schedule
Shift

Official Holiday

Leave Register
Owertime Begister
Add Mi=sed Card Record

Attendance Count

4.9.1 Serial Port

Usually, the system can communicate with controller by serial port or Ethernet. If user uses serial port

to communicate, please select communication rate for the serial port.

To setup communication rate, please click main menu "Management"->"Serial Port", or click "Serial

Port" in View Switch Panel. Please refer to the following picture:

56



Safesmart Online Help-Attendance Management System

Pe Safesmart Security Platform — Attendance Nanagement System

Platform ¥iew Management GQuery Langnage System Help

B édDalLBIRE QE e+ Anson’
| Marnagerent | Information Query |
= @Communication Setup | BN Property X | Dynamic Help x

& Setial Port I
£ Corwerter | 2

B Network Contraller|| & £ %rial LUgERO Serial Port

=-F Harcware Managemen: Serial Port 1 Comm...  9500bps =
3 contraler @ Serial Port 2 Serial port list ..
(@ Upload Card Recor: @ Serial Part 3 windon wil list 3l
=8 Emplovee Managemen @ Serial Port 4 sarial parts that the
T Card @ Serial Port 5 software supparts,
& Department @ Serial Port 6

@ Sorial Port 7

i If user wants to

setup serial port,
please select one

8 Employes
=g Rule Management i
{& Attendance Rule g ger!al Emt: ?D
L Day Scheduls Al or more than one
Sh?;t g ger?a: ED”t: E serial ports in this
&% Official Holiday efislFor list. Then try to

=] iﬂ Attendance Managern: g gg:g: EE: ﬁ change property

4 Leave Register ; v and save in
~ r arial Dnw
Owertime Register S Satkan Properties window.
Add Missed Card Re | 135K Report X Please refer to
Attendance Count Select Method.

| l=er can setup
rmary selected serial

< b3 r_Jprts at the same

RUM | Current User: Administrator

User can setup communication rate for max. 20 serial ports, Since usually there are only two serial
ports for PC, user can extend serial ports by adding hardware interface card, other hardware and virtual

serial port software.

Change Serial Port Communication Rate
1. Click the employee to be changed in Serial Port List (User can select multiple serial ports. For details,
please refer to Select Method(See 6.2)) 2. Change the communication rate for serial port in Basic

Parameter window. 3. Click "Save". The rate can be used without restart the software.

Serial Port Property

Communication Rate

Rate can be set up as 19200bps or 9600bps. When the distance between PC and controller is too long
(RS485 mode is around 1 kilometer, RS232 mode is around 15 m), to avoid communication error, lower
rate (9600bps) should be selected.

Instruction for Serial Port Toolbar Button

When user hangs the mouse on button, the button function will be shown.

% Cancel Operation

Cancel current operations. The button is unusable when there is no operation.

Toolbar Button Instruction

=
=2 According to Classification Sequence
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List all check conditions by group

A
£¥ Letter Sequence

All check conditions are arranged in alphabetic order or pinyin sequence.

Save all changed information. If there is no information changed, the button will be unusable.

Save

4.9.2 Converter

If controller connects with computer network by TCP/IP communication converter, user must setup
controller IP address, subnet mask and gateway. If Anson converter is adopted, user can setup it in this

window directly.

Note: Before setup, please connect all converters on LAN (Do not cross any gateway). If converter and
computer are not in the same network, please connect the converter on LAN and setup it firstly. After
setup completed, connect the converter to target network. One converter 485 port can connect with

multiple controllers.

To open Converter view, click main menu "Management"->"Converter" or click "Converter" in View

Switch Panel. Please refer to the following picture:

ﬁ's Safesmart Security Platform — Attendance Hanagement System

Flatform VYiew Management OQuery Language System Help
— & o ) == S 1 ]
5 éd0aLEBEEQN ¢ Anson
| [Management | Information Query |
= @ Communication Setup C Property X || Dynamic Help x
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<F Converter | % _ }H — |
B3 Netwark Contraller =Rl CDnrer |: B Basic Parameter Converter.
= Hardware Managemert ol 10 O E:
2 controller : Converter list b
i [EE; L,Ilploadrﬁard Recurc{c R window wil list all
= & rnployes Managernery IP Address 192.168.0 135 TCP/IP converters
T Card on the LAN where
& Department Subret Mask  255.255,255.0 the computer
a Employee Default Gat.., 192.163.0 .2 located. Each
=& Rule Managerment converter use
& Attendance Rule MAC address
T Day Schedule Select all display.
ﬁ Shiﬂ:_ ) Beversed Select
&4 Official Haliday Motice: Before
= ]ﬂ Attendance Managemer Setup detail (be used for signal select) setup, please
45 Leave Register < I (Y || connect all
Owertimne Register - = converters on LAN
Bl Add Missed Card Red | Task Report X || (Do not cross any
Attendance Count || [18:00:40] : Search completed, gateway). If new
[16:00:39] : Searching converter in local LAMN, please wail | contraller is
connected on
3 N | = !.ﬁN, plelzlse F"d(. v
MNUM | Current User: Adrninistratar
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Change Converter Address

1. Select the MAC address in converter list (User can select multiple converters, for detail, please refer
to "Select Method"(See 6.2)for more details. 2. Change converter property in left property window. 3.
Click "Save".

Detailed Setup

1. Right-click the MAC address in converter list. 2. Select "Detailed Setup" in menu. 3. Input username
and password in IE authentication window (the default username and password is "Admin". 4. Setup

the converter parameter in IE window. For details, please refer to converter user manual.

Converter Property

Setup Type

Display the type name acquired from converter. The name can be displayed but not changed.

MAC Address

It displays converter physical address (display only, can not be changed). MAC address also called
physical address, hardware address or link address. In order to locate physical communication protocol
and distinguish network devices, network device manufacturer always writes MAC address on
hardware. Two devices can never have identical MAC address.

IP Address

It is the address for TCP/IP network device. The value range is 0-255. Some special addresses can not
be appointed. One network can only have one IP address. If user does not know how to setup, please
contact with the network manager.

Subnet Mask

IP address subnet mask of TCP/IP network device. Subnet mask ranges from 0 to 255. Subnet is used
to divide IP address into network address and mainframe address. If user does not know how to setup,
please connect with network manager.

Default Gateway

IP address of TCP/IP gateway device, ranges from 0 to 255. Gateway is a network device which works
as a channel between two networks. Gateway address must be appointed when communication
between networks are needed. If user's network is not connected with other networks (including
internet), the value is meaningless. If user does not know how to setup, please connect with network

manager.

Instruction for Converter Toolbar Button

When user hangs the mouse on the button, the button function will be shown.

-
Search Converter

Search converter on LAN again, and add the new converter into Converter List.

If the converter is on Internet, please connect it with LAN and setup IP and mask. Software can not

search converter through internet.

% Cancel Operation

Cancel current operations. The button is unusable when there is no operation.
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Instruction for Toolbar Button

=
=2 According to Classification Sequence

List all check conditions by group

A
£¥ Letter Sequence

All check conditions are arranged in alphabetic order or pinyin sequence.

Save all changed information, if there is no information changed, the button will be unusable.

Save

4.9.3 Network Controller

If ME controller series is used, please connect LAN with controller firstly, then setup IP Address, Subnet

Mask, Default Gateway in the view.

Note: Before setup, please connect all ME controller series on LAN (Do not cross any gateway). If
controller and computer are not in the same network, please connect the controller on LAN and setup it

firstly. After setup completed, connect the controller to target network.

To open Network Controller view, click main menu "Setup"->"Network Controller" or click "Network

Controller" in View Switch Panel. Please refer to the following picture:
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& Serial Port & = |
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2 Cantraller
= Upload Card Re
= & Employes Manager

Network

Controller &

MNetwork controller

& Card B Communication Parameter “?It '-'J"".dﬂ'-: will list
& Departmant IP Address 192,162.0 200 acm:frtn""‘;”rrs s
& Emplovee Subnet Mask  255.255.255.0 T

=[] Rule Management Cefault Gate... 192.168.0 .1

computer located.

4& Attendance Ru Each network

T Day Schedule

! controller is
g gr;;iféial olidsy represented by its
MAC address,
=-hil Attendance Manag
4} Leave Register || ¢ | » Motice: Before
Crwertime Regis e tl 5 || setup .please
; ask Repar :
Add Missed Car H connect all network

Attendance Ca | [16:35:21] : Search completed.
[16:35:20] : Searching network controller in LAN, please wai

controllars on LAM
where computer
located (Do not

< 2 |£ % || cross any gateway). b

ML Current Liser: Administrator
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Change Network Controller IP Address
1. Select the MAC address in network controller list (User can select multiple controllers, for detail,
please refer to "Select Method"(See 6.2)for more details. 2. Change controller property in left property

window. 3. Click "Save".

Controller Property

Setup Type

Display the type name acquired from controller. The name can be displayed but not changed.

MAC Address

It displays controller physical address (display only, can not be changed). MAC address also called
physical address, hardware address or link address. In order to locate physical communication protocol
and distinguish network devices, network device manufacturer always writes MAC address on
hardware. Two devices can never have identical MAC address.

Version Number:

Display the controller verion number. It can be displayed but not changed.

IP Address

It is the address for TCP/IP network device. The value range is 0-255. Some special addresses can not
be appointed. One network can only have one IP address. If user does not know how to setup, please
contact with the network manager.

Subnet Mask

IP address subnet mask of TCP/IP network device. Subnet mask ranges from 0 to 255. Subnet is used
to divide IP address into network address and mainframe address. If user does not know how to setup,
please connect with network manager.

Default Gateway

IP address of TCP/IP gateway device, ranges from 0 to 255. Gateway is a network device which works
as a channel between two networks. Gateway address must be appointed when communication
between networks are needed. If user's network is not connected with other networks (including
internet), the value is meaningless. If user does not know how to setup, please connect with network

manager.

Instruction for Controller Toolbar Button

When user hangs the mouse on the button, the button function will be shown.

-
Search Converter

Search network controller on LAN again, and add the new controller into Controller List.

If the controller is on Internet, please connect it with LAN and setup IP and mask. Software can not

search contoller through internet.

% Cancel Operation

Cancel current operations. The button is unusable when there is no operation.

Instruction for Toolbar Button
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=
=2 According to Classification Sequence

List all check conditions by group

A
Z* Letter Sequence

All check conditions are arranged in alphabetic order or pinyin sequence.

Save all changed information, if there is no information changed, the button will be unusable.

Save

4.9.4 Controller

Attendance management is realized based on controller management. Attendance calculation is based
on the records saved when employee presents his card to the reader., At present, the software works
with all M access controller series (controller and integrated access controller). For details, please refer

to"Hardware Connection Method"(See 4.1)User can add and setup the controller to the system by

software. Please go to "Controller" interface to change controller setup, initialize controller, adjust

controller time and detect controller connection etc.

To open Controller view, click main menu "Management"-"Controller” or click "Controller" in View

Switch Panel. Please refer to the following picture:

Pe Safesmart Security Platform — Attendance Hanagement System
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=-k Hardware Manager : = harne ASC-MS24
#7 Contraler Maodel ASC-MS24 Controller List e
(B Upload Card Re Bl Communication Parameter || window wil list al
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& cad Seleict “all 1
&y Departrent Eeversed — : If user wants to
2 Employee = w1 setup controller,
=-[z] Rule Management 4dd Controller btup please selact
& Attendance Ru Delete Comtroller Yas controllers in this
T8 Day Schedule i — controller list. Then
& Shift Search Controller v try to change
ﬁ Official Holiday 5 property and save in
=-hll Attendance Manag De_le‘_:" F‘mt”ll*r Tes Properties window.
4h | eave Register Initialize Controller Please refer to
Cwvertime Regis Adjust Time Select Method. User
add Missed Car| | T8K REE 4. uive Current Time X || cn setup many
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[16:37:17] : Refreshing controller list, please wait. ..

RUM | Current Lser: Administrator

selected controllers
at the same time.

In the list click right g
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Add Controller
1. Right-click Controller List. 2. Select "Add Controller". 3. Change new controller's property in the
property window at the right side. 4. Click "Save".

Change Controller
1. Select the controller by left-clicking controller name in Controller List (User can select multiple
controllers. For details, please refer to "Select Method"(See 6.2)) 2.Change controller's property in the

property window at the right side. 3. Click "Save".

Delete Controller
1. Select the controller via left-clicking controller name in Controller List (User can select multiple
controllers. For details, please refer to "Select Method"(See 6.2)) 2. Right-click the controller. 3. Select

"Delete".

Instruction for Other Controller List Menu

Search Controller

Function: Search appointed serial port bus or IP address. The result will be displayed in Task Report.
Detect Controller

Function: Detect connection state and version info of controller selected. The result will be displayed in
Task Report.

Initialize Controller

Function: Recover controller to initial state.

It is recommended to initialize the new controller before put it into use.

Note: Controller initialization will clear all user setup parameters and recover to default setup All the
event records, alarm records will be lost. Before use this function, please upload all events and alarm
records. After the controller is initialized, please download setup again.

Adjust Time

Function: Setup selected controller time, which is current PC time.

All access permissions of controller are based on controller time. User has to check and adjust
the time of controller before use it. In order to ensure the time is correct, please check the

controller time every half year. Note: Please make sure the time of operation system is correct.

Acquire Current Time

Function: Acquire selected controller time. The result will be displayed in Task Report.

Controller Property

Name

Max. Length of name is 100 characters. For convenience of future management, please assign
different names to different controllers.

Model

Controller models will be displayed in software. User can find controller model in the user manual
delivered with product, or via "Detect Controller" or "Search Controller" in "Controller List" menu.
Communication Mode

Serial port controller can connect with PC via serial port interface or TCP/IP converter. This property
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can be changed according to connection mode for serial port controller, but not for network controller.
Connect Serial Port

Please check the serial port number when connect controller and PC by serial port interface. If user
does not know serial port number, please contact with installer and PC manager. The property is
unusable when multiple owners are selected.

Controller Address

When multiple controllers connect with a serial port bus (485 bus is frequently applied; 232 bus can
only connect with one device), the controllers can be distinguished by its IP address. When multiple
users are selected, this function can not be changed. Set this parameter as "0"for network controller.
When TCP/IP converter connects with computer, the 485 port of converter can connect with
multi-controllers. If serial port controller connects with computer which does not have 485 port, a
232/485 converter should be adopted.

Instruction for Controller Toolbar Button

When user hangs the mouse on button, the button function will be shown.

-
Refresh Controller List

Read all controller information from database again, and refresh controller list.

% Cancel Operation

Cancel current operations. The button is unusable when there is no operation.

Instruction for Toolbar Button

=

*=- According to Classification Sequence

List all check conditions by group
2l
All check conditions are arranged in alphabetic order or pinyin sequence.

=

Save all changed information. If there is no information changed, the button will be unusable.

Letter Sequence

Save

4.9.5 Card Record Upload

Event occurs once controller begins to work. There are two types of events, one for "legal Card" and
one for "lllegal Card". Card Record Upload is to upload card information record to software database.
Once the uploading is completed, the record will be saved in software database while detected from the

controller.

Controller memory is limited. When memory is full, prior records will be covered by new records.
To avoid record loss, please upload the records in time. The frequency of uploading can be
roughly calculated by dividing total capacity of the controller by the number of records produced

in each day.
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To open the Card Record Upload view, click main menu "Setup" ->"Card Record Upload" or "Card

Record Upload" of View Switch Panel as below:
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"Upload Record". How to
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Ed Add Missed Car| | Task Report x

Attendance Co | [16:45:08] : Refreshing controller list corpleted.
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Upload Event Record
1. Left click controller name in controller list to select the controller(Several controllers can be selected
at the same time; for more details please refer to "Select Method"(See 6.2)) 2. Right click the selected

controller 3. Select "Upload Record"

Introduction to Event Record List

Serial Number

A temporary number to indicate the order of uploaded records.
Event Type

Display the types of events:

lllegal card---invalid card or non-authorized card.

Legal card---valid card

Card Number

The number of card (illegal card or legal card).

Employee

Card holder.

Time

The time when event happens, time format is YYYY-MM-DD hh:mm:ss. YYYY represents year; MM for
month; DD for day; HH for hour; MM for minute; SS for second.
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Controller

The controller on which event occurs.
Door

The door on which event occurs
Reader

The reader on which event occurs

Instruction to Controller Toolbar Button

Hang the mouse on a button To view its function.

-
Refresh Controller List

Read all controller data from database again, refresh the controller list.

% Cancel Operation

Cancel current operation. The button is unusable when there is no operation.

4.9.6 Card

User should add card number into the system before appointing card to card-holders. User can also

manually add card number into "Employee Setup" if card-holder knows the card number.

To open Card view, click main menu "Management->"Card" or "Card" in View Switch Panel, as in the

following picture:
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All added cards can be displayed in Card List. The card list may cover several pages. User can view
cards by using "Page Tools".
Before delete card, report lost card or recover lost card, please select one or more than one cards in

the list. For details, please refer to Select Method(See 6.2).

Instruction for Controller List Menu

Add Card by Controller

Function: select a controller in the software, then present card on any readers connected with the
controller.

Add Card by Distributor

Function: Select the order, then present card on distributor.

Add card in Software Manually

Function: Input start number and end number and add all cards numbered within this number range. If
start number is the same with end number, only one card will be added. When add multiple cards, the
card numbers must be in sequence.

Delete Cards

Function: Delete all selected cards. The card holders will not be deleted.

Report Lost Card

Function: Report all cards selected as lost cards. Please download the information in Setup Download
after the report.

Recover Lost Card

Function: Recover all lost cards selected.

Controller Property

Card Number

Card recognition code. Card number can be for IC card, ID card, finger print, facial recognition and DNA
recognition. The content of information depends on the types of reader applied.

Card Holder

Display card holder name. To appoint card holder name, please go to "Employee" setup view.

State

State of Card distribution and lost card.

Time of Adding Card-Running Number

The time when card is added in the software. Running number is based at millisecond and is mainly
used to ensure the order of adding card.

Press "Card Adding Time-SN" and add card by presenting card. If the cards are saved in the same
sequence as added, the card order displayed will be in the same sequence as saved. By clicking
different column titles, the sequence of displayed cards will be changed accordingly. User can find the

same function in "Employee" ->"Select non-distributed card".

Instruction for Controller Toolbar Button

When user hangs the mouse on button, the button function will be shown.

% Cancel Operation

Cancel current operations. The button is unusable when there is no operation.
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Page Tools
Page tools are used to change/display current page and set the number of items displayed on one page.

Please go to Page tool Instruction(See 6.1) for more details.

4.9.7 Department

Attendance managent is based on department. Employee's attendance can not be managed if the
employee is not assigned to any department. First name the departments needed, then assign the

employees to the department in "Employee Setup".

To open "Department View", click main menu "Management" ->"Department" or " Department" in View

Switch Panel, as in following picture:
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Add Department
1. Right click department list 2. Select "Add Department" 3. Change the property of new department. 4.

Click "Save" in property window.

Modify Department
1. Left click department name in department list to select (several departments can not be modified at

the same time). 2. Change property of the new department. 3. Click "Save" in property window.

Delete Department
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1. Left click department name in department list to select (several departments can be selected for
deleting at the same time. Please refer to "Select Method"(See 6.2) for more details)2. Right click

selected department. 3. Select "Delete Department"

Department Parameter

Name

Name should be no more than 100bits and the same name can not be used in different departments.
No modification can be made when more than one deparment is selected.

Introduction to Department Toolbar

Hang the mouse on a button To view its function.

-
Refresh Department List

Read all department data from database again, refresh the department list.

% Cancel Operation

Cancel current operation. The button is unusable when there is no operation.

Introduction to Parameter Toolbar

Fl==

*=- Order by Classification
List all properties by group.

A
£ Order by Alphabet

All properties are arranged in alphabetic order.

H

To save all changes. The button will be unusable if no property change is made.

Save

4.9.8 Employee

Employee is the card-holder which can enter/exit the door. In order to record employee in/out

information, user has to appoint a card to the employee and add this employee to the system.

To open Employee view, click main menu "Management"->"Employee" or click "Employee" in View

Switch Panel. As in the following picture.
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The Employee List may cover several pages. User can view employee list by using "Page Tools".

Add Employee

1. Right-click Employee List. 2. Select "Add Employee". 3. Change new employee property window at
the right side. 4. Click "Save".

Change Employee

1. Select employee via left-clicking Employee List (User can select multiple employees, for detail,
please refer to Select Method(See 6.2) 2. Change employee property in property window at the right
side. 3. Click "Save".

Delete Employee

1. Select employee via left-clicking Employee List (User can select multiple employees, for detail,

please refer to Select Method(See 6.2) 2. Right-click employee. 3. Select "Delete Employee".

Instruction for Employee List
Import Employee
Function: Add employees by importing EXCEL files with employee information. Click "Import

Employee", the dialog box "Import Employee from Excel File" will pop up, as in the following picture:
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To Import Employee from Excel File

B Exzcel file parameter b
Sheet Mame Sheetl
Import Starting Rouw 1
Imnpiort End Row B5536
B Employee Sheet Parameter
Marne Colurmn Sheet B Colurmn
Code Colurmn Sheet C Colurmn
Departrnent Colurnn Shest D Colurnn
Add Mon-exist Departrnent  MNo
Card Murmber Colurn Sheet E Colurmn
Zard Murmber Forrmat Decirnal
Gender Colurmn Sheet K Colurnn
Gender Colurnn MalefFernale
Birthiday Colurn Sheet L Colurmn
Birthday Format Y -PAN-DD
Access Group Processing ... Do not Innport
Position Colurmin Da not Inpart
Education Colurnn Do not Innport
Tel. Murnber colurnn Do ot Irnport =
| QK | [ cancel

Excel files may have different formats. The software should be informed about the format information.
Following information is needed for this purpose.

Sheet Name: An Excel file can have multiple sheets. Input the sheet name where the employee located.
The sheet name is case-insensitive.

Import the Start row and End row: Input the Start row and End row according to the employee list.
Note: Usually, the first row is column information.

Column for Employee Name, Column for XX: The column where the employee's name located.
Other employee properties are indicated in different columns named as column XX.

Add Non-exist Department: When the department in the employee list does not exist, if the value is
"Yes", the department will be added automatically; if the value is "No", the employee will not belong to
any department.

Card Number Format: The card number format of the employee list selected, which is not applicable
when card number column is not needed. A card number may have different formats. Take card number
1715004 as example, the algorism is 1715004, hex (high byte in the front) is 1A2B3C and hex (low byte
in the front) is 3C2B1A.

Gender: Selected employee can be Male / Female.

Birthday Format: Appointed employee birthday can be shown by YYYY-MM-DD.

Employee Property

Name

Name is max. 100 characters. Different employees may have the same name, but the employee code
in software can not be the same. If two employees have the same name, there are two solutions: 1).
Add suffix for the name, such as Jack 1, Jack 2. 2) Input different codes for employees in property.
Code

Code is frequently used as a code for employee. The code is max. 20 characters. Different employee
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names will have different codes. This property may not be appointed.

Department

Department of the selected employee. This property may not be appointed.

Gender

Gender of the selected employee This property may not be appointed.

Telephone No.

Telephone No. of the selected employee. The number is max. 20 characters. This property may not be
appointed.

Family Address

Family Address of the selected employee. The address is max. 200 characters. This property may not
be appointed.

Remark

User can input other information of employee. It is max. 200 characters.

Card Number

Card number of selected employee. It can be 8 digits, with 16777214 as the max. Number (hex is
FFFFFE, 3 bytes, 24 bits). If the card number is displayed in decimal system, the "0" in front of the card
number will be ignored.

Card recognition code. Card number can be for IC card, ID card, finger print, facial recognition and DNA
recognition. The content of information depends on the types of reader applied.

User can input card number; or click the button at the right side and select the card in "Select
Non-distributed Card". The card numbers displayed is the ones added in Card(See 4.9.6) view.If it is ID
card, there are two types of card numbers : 0010869932 165,56492. Input the first type and ignore the
"0" in front (10869932).

Password

The open-door password should be either 6-digit or empty. When "Yes" is selected for "Limited Date",
the password will be unusable.

After the password is set, the controller still needs to detect employee access group and
authentification mode of reader in controlled time, through which to decide whether the door should be
opened.

Employee Photo

Select employee photo file.

Right-click photo area and following order will be displayed:

1. Import Photo

Function: Select employee photo in the selection box.

Note: The size of employee photo should be 128X96; otherwise, it will be deformed. In order to wipe off
flicker, software will assume the photo is of opaque background. As a result, the photo may not be
displayed properly in case photo background is transparent. Hence, it is recommended to add
background in photo edit software.

2. Clear Photo

Function: Delete employee photo

Additional Information

To change employee additional information. Value is do not over than 50 characters.

Some users think that the properties is not enough, now four additional information items are added.

The name and value can be changed in Options(See 4.7.7).
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Instruction for Employee Toolbar Button

When user hangs the mouse on button, the button function will be shown.

Y List filter

The added employees will be displayed in employee list window. Since the number of employees is too

much, user can filter unnecessary employees.

% Cancel Operation

Cancel current operations. The button is unusable when there is no operation.
Page Tools
Page tools are used to change and display current page and setup page display number. Please go to

Page tool Instruction(See 6.1) to acquire more detailed information.

Instruction for Toolbar Button

Fl==

*=- According to Classification Sequence

List all check conditions by group
2l
All check conditions are arranged in alphabetic order or pinyin sequence.

H

Save all changed information. If there is no information changed, the button will be unusable.

Letter Sequence

Save

4.9.9 Attenance Rule

Attendance Rule is the attendance requirement set by a company. It includes definitions and
requirements for late arrival, exceptional late arrival, , exceptional , absenteeism, long dinner time, work

overtime and so on.

To open Attendance Rule view, click main menu "Management"-> "Attendance Rule" or click

"Attendance Rule" in View Switch Panel. As in the followings picture:
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Attendance Rules Parameter

Attendance Mode

Attendance mode including Simple Attendance and and Complex Attendance.

Under simple mode, Attendance count doesn't support overtime statistics according to card record
automatically, user have to register manually. It also do not support attendance by time and cross-day
attendance, but it no need to separate enter and exit reader, so the controller used in attendance can
be used in access control system too, it widely used in company or office.

In complex mode, overtime statistics, timed attendance and cross-day attendance are supported,
because of overtime and timed are particularity, user should install at least two-way controller for
attendance and it can not used in access control. Reader 1 used for duty on only, and reader 2 used for
duty off only (if it is four-door controller, reader 1,3 for duty on, and reader 2,4 for duty off)

The Length of Valid Overtime (Minute) (minute):

When employee overtime, if certain time segment for overtime (between duty on present time and duty
off present time) is less than the value, it will be not counted in attendance result. The property unit is
Minute.

Limited Time for Late arrival/ Leave Early (minute):

when employee late or leave early time less than limited time, it will not be considerate as late or leave
early, while it will be when the time over limited late/leave early time but less than exceptional Late
arrival / Leave early. For example:employee starts start work at 9am, the limited time for late/leave is
ten minutes, if employee work at 9:09, it will not be considerate as late or leave early, while if employee
work at 9:10, system will save this person late for ten minutes,

Moreover, if late or leave early is not required, user can set the limit time longer than work time.
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Limited Time for exceptional Late arrival / Leave early (minute)

When employee late or leave early time over the exceptional limit while less than absenteeism time, it
will be considerate as exceptional late/leave early.

If exceptional late or leave early is not required, user can set the limit time longer than work time.
Limited Time for Absenteeism (Minute)

When employee late/leave early time over than this limit will be considerate as absenteeism. There are
two ways for counting absenteeism time including"Calculate time of absenteeism by shift " and
"Calculate time of Absenteeism by time ".

Besides, absenteeism or the timing of calculate by time less than minimum work time also the situation
of exceptional late/leave early.

If absenteeism is not required, user can set the limit time longer than work time.

calculate time of Absenteeism by Shift

When work by shift, and employee absent in one shift, the absenteeism timing will be counted by the

setup here, the count method including ""Whole Shift" "and ""Actual Work Time" ". When set it as whole
shift, the absenteeism timing is the whole work time in this shift (work-off time reduce work-on time in
this shift)

when set it as "actual work time ", absenteeism timing is the sum total of late time which result in
absenteeism and leave early time which result in absenteeism (late/leave early and exceptional
late/leave early not included), if employee doesn't present the card, the absenteeism timing is counted
by "whole shift "method.

Calculate Time of Absenteeism by Time

When work shift by Time, and employee absent in a day, the setup decide to calculate mode for
absenteeism time. Count method including "whole shift "and "actual work time ", when set it as whole
shift, the employee absenteeism time is "the minimum work time "settled in timed day schedule, while if
no minimum work time in this day schedule, the default length of timed is the same with ""The default

length of timed absenteeism" "in attendance rule.

When set it as "actual work time ", absenteeism time is the sum total of late time which result in
absenteeism (late and exceptional late not included in absenteeism and no leave early in timed system)
and absence time of duty (the work time less than "minimum timing "), moreover, if the absenteeism
time counted above is over "minimum work time "or the employee doesn't present the card for duty on,
counted the time by "whole shift ".

The Default Length of Timed Absenteeism (Minute)

More details, please refer to the content of ""Calculate Time of Absenteeism by Time" "
Working Day Statistics Overtime

It decides whether statistics overtime for working day.

It decides whether statistics overtime for working day.

Working day means employee is arranged shift, in the day while it is not official holiday ?Rest
day means employee has not shift,in this day while it is not official holiday(usually, rest time
we mean is weekend, but some industry has exception so system make difference between rest
day and working day by shift situation)?offcial holiday means "setup" interface "official holiday"

official holiday view?no connection to employee information or shift in this day.

75



Safesmart Online Help-Attendance Management System

Work day and rest day is decided by employee, for example, such as certain day is not official
holiday, employee A have shift in this day, for employee A, this day is working day. If employee B

has no shift in this day, this day is rest day for employee B.

Working Day Overtime Times Rate

The overtime time rate is used when overtime statistics in working day is required. There is "the length
of overtime rate " displayed in attendance result query which statistics overtime timing and overtime
rate, it convenient for counting wages.

Rest Day Statistics Overtime

It appoints overtime situation for rest day.

Rest Day Statistics Overtime Times Rate

When rest time need statistics overtime, it used for appointing overtime rate, there is "the length of
overtime rate " displayed in attendance result query which statistics overtime time and overtime rate, it
convenient for counting wages.

Official Holiday Statistics Overtime

It appoints overtime situation in official holiday

Official Holiday Statistics Overtime Rate

When overtime statistics is required in official holiday, it used for appointing overtime rate, There is
"overtime rate time " displayed in attendance result query which statistics overtime timing and overtime

rate, it convenient for counting wages.

Instruction for Toolbar Button

=

*=- According to Classification Sequence

List all check conditions by group

A
£¥ Letter Sequence

All check conditions are arranged in alphabetic order or pinyin sequence.

Save all changed information. If there is no information changed, the button will be unusable.

Save

4.9.10 Day Schedule

User can set various working regular in the view, when arrange shift for employee, the regular can be
applied to special date and employee. After create day schedule, user go to "Shift" view to arrange shift
for employee. Before set day schedule, user has to set attendance rule. At present, simple attendance

only support shift system day schedule, complex attendance also can support day schedule by time.

To open Day Schedule view, click main menu "Management"-> "Day Schedule" or click "Day Schedule"

in View Switch Panel. As in the following picture.
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Above picture displays the property of shift system day schedule. Following picture is the property of
day schedule by time:

= Easic Parameter

Mame 2 Hours Time Count
Type Tirmed Systern

Walid Start Time of Presenting Card oo:o0

Walid End Timne of Presenting Card 23:59

Enable the Latest Tirme of Duty on Mo

Enable the Minumum Length of Duty on Mo

Add Day Schedule
1. Right-click Day Schedule List. 2. Select "Add Day Schedule". 3. Select new Day Schedule in
property window at the right side. 4. Click "Save".

Change Day Schedule
1. Select Day Schedule by left-clicking Day Schedule List (User can select multiple Day Schedules and
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to change certain parameter at the same time.). 2. Change Day Schedule property in property window
at the right side. 4. Click "Save".

Delete Day Schedule

1. Select Day Schedule by left-clicking Day Schedule List (User can select multiple Day Schedules. For
details, please refer to Select Method(See 6.2) 2. Right-click Day Schedule. 3. Select "Delete Day
Schedule".

Day Schedule Property

Name

Name is max.100 characters. Different Day Schedules should not use the same name. When multiple
departments are selected, the names can not be changed.

Type:

The property decides to type of day schedule. There are two types: Shift System and by time. When
attendance rule is appoint simple attendance, it only support shift system

Shift System:

Shift system can give multiple time segments for one day (four segments at most, each time segment is
fixed for duty on/off. Complex attendance can be set the time of duty off for last shift which later than
23:59 (certain time for next day).

By Timed:

The time of duty on and off are not fixed, employee working time is counted by time, but not shift. User
can set latest time of duty on and the shortest time of duty on. Of course, user also no need to set it.
Usually, It is used in count employee wages by working time.

Valid Start Time of Presenting Time

The property and Valid End Time of Presenting Card can decide to card record and add missed card
record for attendance count. Any card record and added missed card record within the time can be
considered in attendance count, other records will be neglected.

Under complex attendance, valid end time can be set later than 23:59 (certain time for next day). The
time of presenting card (valid time and starting time) must include all time of shift.

Valid end time of presenting card

Please refer to "Valid end time of presenting card"

Overtime statistical

The property indicate whether statistics overtime or not. For timed system, only after start the shortest
time of duty on, the property will be valid. If it is statistics overtime by time, when employee working time

is over than the shortest time of duty on, it will be count as overtime.

Only user set statistics overtime for working day in Attendance Rule, system will statistics actual

overtime, otherwise the property is neglected.

Working time is over than the shift length of duty on, it is overtime.
Normally, employee may go to work in advance or late, there will be extra working time. The time will
not be considered as overtime, the property will appoint add into overtime or not.

The length of duty on for shift is over than the limited time, it is overtime
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When time of overtime is considered for shift, the property can appoint a limit time. Unit is Minute.
Actually, employee may duty on in advance or delay to work, there will be extra duty on time (the length
of duty on over than limited time for shift). When the time over late than or the same with appointed time
in the property, also it is do not considered as absenteeism, the extra duty on time will be considered as
overtime.

The Number of Shift

The property appointed how many time segments in one day.

Duty on Time for Shift N

User appoints working time for the N shift. It is not later than duty off time for the shift and not earlier
than duty off time for last shift.

Duty off Time for Shift N

User appoints duty off time for the N shift. It is not earlier than the duty on time for the shift and not later
than duty on time for next shift. When complex attendance is adopted, the duty off time for last shift can
be set later than 23:59 (certain time of next day).

Enable the Latest Duty on Time

The property can indicate latest time for duty on or not. When the time is usable, employee must go to
work within or earlier the time. Otherwise, it is considered as late, exceptional late arrival, even
absenteeism, please go to "Attendance Rule" view.

The Latest Duty on Time

The property is used in appointed latest duty on time.

Start Minimum length of duty on

When start minimum length of duty on, employee working time must satisfy appointed minimum length
of duty on (cross-day time will be considered the first day duty on time), otherwise, it is absenteeism.
Minimum length of duty on

The property is used in appoint minimum length of duty on.

Instruction for Day Schedule Toolbar Button

When user hangs the mouse on button, the button function will be shown.

-
Refresh Day Schedule List

Read all Day Schedules from database again and refresh Day Schedule list.

% Cancel Operation

Cancel current operations. The button is unusable when there is no operation.

Instruction for Toolbar Button

Fl==

*=- According to Classification Sequence

List all check conditions by group

A
Z* Letter Sequence

All check conditions are arranged in alphabetic order or pinyin sequence.

Save all changed information. If there is no information changed, the button will be unusable.

Save
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4.9.11 Shift

User can arrange shift for employee in shift view to appoint the day schedule and rest day.
User can set the day schedule for each day by simple shift mode, if the shift situation is complex, user

can use "Batch Scheduled Shift" to make shift in a period.

To open Shift view, click "Management"->"Shift" or click "shift" in View Switch Panel, as in the following

picture:
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Shift mode including ordinary scheduled shift and batch scheduled shift, user can check the current

mode in "shift mode" property, and the above picture is ordinary scheduled shift.

Under Ordinary Shift, Scheduled Work can be changed in the following steps:

1. Select employee in employee list. Multiple employees can be selected at the same time and their
shifts can also be changed at one time.

2. The Day Schedule selected in scheduled work property window is the Scheduled Work.

3. Left-click a day in calendar to set its Scheduled Work (Right-click a day to delete its Scheduled Work)

as in the following picture:
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Following picture is Batch Schedule Shift. Batch Schedule Shift differs from Ordinary Schedule in the

following three aspects:
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Edit Scheduled Shift

8 2

1. Right-click the menu, Batch Schedule Shift is in gray while Ordinary Shift can be selected.

2. Parameters in Scheduled Work property are editable. There are four basics parameters: Schedule
Type, Start Date, End Date, and Shift Period.

3. Only 1st March 2010 can be edited in this calendar. There are three reasons:

a. The Schedule Type is "By Day".

b. If Schedule cycle is 1, once one day is scheduled, rest days of the month will be scheduled
automatically.

c. Since the start time of the schedule is 2010-3-1 and Shift Cycle is 1, the software will schedule the

first day (2010-03-01) while all other days will be scheduled automatically.

Start and end date decides date range for shift; period unit decides shift by month or day; After
selecting by month or day, other shift day will display automatically. Although work day and rest
day are arranged shift, official holiday is priority. Only it can be arranged shift within starting time
and end time, if batch schedule shift be used.

The property of batch scheduled shift.
Shift Mode
Shift mode including "Ordinary Scheduled Shift " and "Batch Scheduled Shift ", User can set the day

schedule for each day by simple shift mode, if the shift situation is complex, user can use "Batch
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Scheduled Shift" to arrange shift in a period.

User can switch shift mode by right clicking "shift employee list ".

Starting Date

"Batch Scheduled Shift ", Starting date and end date decide to the "shift period " for employee. More
details, please refer to Shift Period.

End date

Please refer to the content of starting date.

Shift Period

Under batch scheduled shift, "shift period " and "period unit " will provide several days selection, user
can only arrange shift during these days (start from start date), then save the operation, system will
repeat the shift till the end day.

For example: User arrange shift for employee who have the same shift during 2011 (work from Monday
to Friday and Saturday and Sunday is weekend), the steps: 1, select "batch schedule shift" "by right
clicking employee list (ignore this step if it was) 2, select those employee in employee list 3, set the start
date as "1th, January, 2011" and end date as "31th, December, 2011", shift period as "7" and unit as
"day" 4, selecting those employee in day schedule list, and set them follow the day schedule in 3th (1th,
2th are weekend), May by left clicking that square, finish the shift from Monday to Friday by repeating
this operation. 5, click "save "button to save the operations. to switch window to simple shift mode, user
will find the whole year shift finished already, and used the same shift regulation

Period Unit

Period unit " including day and month, for example, if set the period as N day(s), the unit is day and it
means repeat the shift by N day. While set the period as N month(s), it will be little special for different
days in different months, for example: User arrange shift by 1 month in 2011. Firstly, please set shift for
everyday in January. After finish it, copy shift from January 1st to January 31st to other months (1st to
31st). f the month without 29th, 30th or 31th, system will ignore it.

The introduction of employee toolbar button

Hang the mouse on the button, the function will display.

Employee will be listed in the page of employee list window, when there are number of employees, user

List filtering button

can delete some of them by clicking this button.
&

Cancel the current operations, this button is invalid when there is no operation

cancel operation

Page Tools
Page tools are used to change and display current page and setup page display number. Please go to

"Page tool instruction (See 6.1)" for more details.

The introduction of property toolbar button.

-
Refresh Employee List and Day Schedule List

Read all employee and Day Schedule information from database again, and refresh Employee List and
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Day Schedule List.

% Cancel Operation

Cancel current operations. The button is unusable when there is no operation.

Instruction for Toolbar Button

=
=2 According to Classification Sequence

List all check conditions by group

A
£¥ Letter Sequence

All check conditions are arranged in alphabetic order or pinyin sequence.

Save all changed information. If there is no information changed, the button will be unusable.

Save

4.9.12 Office Holiday

The holidays for all employees.

Official holiday view used for adding official holiday, any holiday added in this view will work to all
the employee.

To open Official Holiday view, click "Management"->"Official Holiday" or "Official Holiday" in View

Switch Panel. As in the following picture:

Pe Safesmart Security Platform — Attendance Hanagement System

Flatform Yiew Management Buery Langunage System Help

Hada LB EE a0 e Anson’

| [Managernent | Information Query |

=68 Communication Sety FekiE SR Property » | Dwnarmic Help x

s 5

& Serial Port | e
2= Conwerter | %

B2 Metwork Cantral = = all official Holiday | B Parameter Official Hol
=-FF Hardware Managem - Fllevr Holiday Marme* MNew Holiday [ |
1 controller Start Date* 2011-05-06
{Eh Card Record Uplc End Date*  2011-05-06 Official Holiday List
=% Employee Managern Rermark™® windowr will display
&= Card all added official
& Departrment holiday.
& Employee
=& Rule Management To setup offical —
[ Attendance Rule Select ALl i
o] =1 holiday, firsthy,
ﬁj Da}" Schedule Rewerszed Select please select one
& Shift. ! T i or multiple holidays
ﬁ Official Haliday #dd Official Holidaw in the list. then
=gl Attendance Manage Delete Official Holiday change il eare
Leave Register | | ¢ T property in
e COwvertime Registe il .
property window.
add Missed Cardl | Task Repart = | More detais please
Attendance Coul | [17:24:40] @ Refresh official holiday list completed. refer to Seléct

[17:24:40] : Refreshing official holiday list, please weait. .. Method. Tf multiple

holidays are
< | > selected, they can

MNUM | Current User: Adrinistrator

£
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Add Holiday

1. Right-click the Official Holidays List window. 2. Select "Add Holiday". 3. Change the holiday property
window at the right side. 4. Click "Save".

Change Holiday

1. Right-click Holiday List (after select multiple holidays, it can not be changed at the same time). 2.
Change holiday property in property window at the right side. 3. Click "Save".

Delete Holiday

1. Right-click the Holiday List (User can select multiple holidays, for details, please refer to "Select
Method"). 2. Right-click holiday. 3. Select "Delete Holiday".

Official Holidays Property

Name

Name is max.100 characters. Different departments name can not be the same. It can not be changed
at the same time. When multiple departments are selected.

Starting Date

Starting date for Official Holidays.

End Date

End date for Official Holidays.

Instruction

Instruction for Official Holidays.

Instruction for Official Holidays Toolbar Button

When user hangs the mouse on button, the button function will be shown.

-
Refresh Official Holidays List

Read all the Official Holidays information from database again, and refresh Official Holidays List.

% Cancel Operation

Cancel current operations. The button is unusable when there is no operation.

Instruction for Toolbar Button

Fl==

*=- According to Classification Sequence
List all check conditions by group

A
£¥ Letter Sequence

All check conditions are arranged in alphabetic order or pinyin sequence.

H

Save all changed information. If there is no information changed, the button will be unusable.

Save
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4.9.13 Leave Register

The view used for register leave, before attendance account, user should register all the employee

leave records in this view, otherwise it can not be display in attendance result window.

To open Leave Register view, click main menu "Management"->"Leave Register" or click "Leave

Register" in View Switch Panel, as

in the following picture:

Pc Safesmart Security Platform — Attendance Nanagement System

Flatform ¥iew Management BHuery Language 3Swstem Help
R . : [ = == — -
5 ad0aliREBE QD e

Anson’

| Managerment I

Infarmation Query |

=2 @ Communicatian Se Employes x = d List Drynamic Help x
iismle??; TRt [[B]3€]01¢ « = 9]0 & = |3
B3 Metwaork Contl | &= = 2l Date for Leave
= Hart Ml . " Start Date 2011-05-01
ﬁ@arcware anage & | B P
ontroler || e g— ey | End Date 2011-05-21
Y [EE? Cla"d RE[:.’q:Drd u| 8 & m[j;yrr?e *t1 Leave Record To Add Leave =
mployes Manage
= '?: E‘d 2 B wmarry Employ... | Emplayee... | Leave Ty Record, please select
S Dzrpartment one or multiple
2 Employees Select ALl E'Tj'iﬁ:;": 'alll;té =
=z Rule Management Rewersed Select ave Record" by
= Attendance R e =k
% Siliael Add Leave Record ht-clicking leave list.
ﬁ Shift Change Leawve Record
change or delete
ﬁ Official Holiclay Delete Leawe BRecord ve |I5t? please
=il Etinda”f r\-"!a1r:'|a. || select one or more
NULEEE MBI than one record in
Overtlme Regi | €| || ] & J H the list first, then
Add ME'JSSEd C3| Task Repart * || right click to select
ALEENCENCE OO 1 797:40] | Save completed. A || function if needed.
[17:37:39] : Save leave record "Jerry" successfuilly, —|| Please refer to Select
[17:37:39] : Adding leave record, please wait... Method. User can
i z M727251 - Acmnira lazswa racord coennlotad ! | Change or delete Z

RUM | Current User: Administrator

Right-click "Register for Leave List". Select "Add Leave Record" or "Change Leave Record" (Leave

Record must be selected firstly). As in the following dialog box (, There are three modes according to

Leave Type):
Add Leave Record
Leave Type hole Day Leave bl
Date for Leave® 2011-05-06
Leave time to* 2011-05-06
Signature Person®
Rernark*
oK ] [ Cancel

b__(| Add Leave Record

Leave Type* |
Date for Leave® 2011-05-06
Leave Time from®  00:00
Leave time to* 00:00
Sighature Person®
Rermark*
oK I [ Cancel

['E| Add Leave Record

-

| 2011-05-06

Delay to Work* No

:The Length of Du... No

| Signature Person® Wl

| Remark™* b
oK ] [ Cancel
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Add Leave Record
1. 1, Add the needed employees in employee list, user can choose multiple employees, please refer to

2. Select "Add Leave Record". 3. Change parameters in Leave Record window. 4. Click "Save".

Change Leave Record
1. Select Leave Record in Register for Leave List. 2. Select "Change Leave Record". 3. Change the

parameters in Leave Record window. 4. Click "Save".

Delete Leave Record
1. Right-click records in Leave Record List (User can select and delete multiple Leave Records. For
details, please refer toSelect Method(See 6.2) 2. Right-click Register for Leave. 3. Select "Delete Leave

Record".

Leave Record Parameter

Employee Number

It is a code for each employee with max.20 characters. Different employees have different numbers.
Employee Number is created once employee is added. The employee number can be changed in
Employee Information.

Employee Name

Employee Name and Employee Number are used for employee identification.

Date for Leave

The meaning of "Date of Leave" differs for different Leave Modes. When Leave Mode is Timed Leave,
is the "Date of Leave" is the date of Leaving; while when Leave Mode is Leave for Whole Day, its
indicates the start time of Leaving.

Leave Mode

There are two Leave Modes: Timed Leave and Leave for Whole Day. Timed Leave is the time of
leaving in a day. For Leave for Whole Day, the leave time ranges from "Date for Leave" to "Leave to" in
terms of days.

Start Time

When Leave Mode is "Leave for Whole Day", Start Time is unusable. When Leave Mode is "Timed
Leave", Start Time is usable, which determines the start time for leave.

End Time

When Leave Mode is "Leave for Whole Day", Start Time is unusable. When Leave Mode is "Timed
Leave", Start Time parameter is usable, which determines the start time for leave.

Leave Time

The parameter can not be edited. For "Timed Leave", the parameter will be created automatically
according to Start Time and End Time. For "Leave for Whole Day", it is unusable.

Leave to

The parameter can be edited when Leave Mode is "Leave for Whole Day".

Signature Person

The person who edits the leave record.

Remark

Instruction for Leave Record.

Instruction on Toolbar Buttons for Employee and Register for Leave List
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When user hangs the mouse on button, the button function will be shown.

-
Refresh Employee and Register for Leave List

Read all employee and Register for Leave information from database again and refresh Employee and
Register for Leave List.

% Cancel Operation

Cancel current operations. The button is unusable when there is no operation.

4.9.14 Overtime Register

This view is used for registering employee overtime situation manually. Under in simple attendance
mode, system will not count overtime by card record automatically, and overtime is not need to register
in complex mode only if employee doesn't present card. Before attendance counting, user should

register all the needed overtime situation here Manually.

To open Overtime Register view, click main menu "Management"-> "Overtime Register" or click

"Overtime Register" in View Switch Panel, as in the following picture:

.ﬁs Safezmart Security Platform - Attendance Hanagement Syztem |T||E|r$_(|
Flatform Wiew Manazement GHuery Language Swstem Help
i #2 A B | = - g )
B 4d 08 LAEEEQE ¢ Anson
| Management | Information Query |
=6 Communication Se | Employea x tirne: Record List Dynarnic Help x
T Serial Port T S 2 |l | * ]
i8¢+ = |1 4= = [
=F Corwerter - | | - |
B Netwark Cont| &= = =2l Ll L Overtime
=] % Harchware Manage - . || Start Date 2011-05-01 B .
1 Controler 1D = dl’ | _ End Date  2011-05-31 Registeitgy
e i
oy [EE; Clard R?:qzurd U ] amaeo'rtse * | overtime Record To Add Overtime  ©
= mployes Manage
IO 4 Emplay... | Emplayes...  Civertime fro | Record, please
B Card & Morry |
a—— ( Solect one or
& Department EARSIEER | multiple employees
& Employee Belect ALl in Iistlrj then DseI:t:t i
=] Rule Management Reversed Select "Add Overtime
& Attendance R i i
% Day Schedule #dd Overtime Record RIIE!T(I?II'EI I.Etv ght
ﬁ chift Change Owertime Record sl e
i ﬂ%tgrfgcaﬁ!:;'ﬂgiz Delete Owertime Record To change or delete
= _ overtime register
4R | eave Register | ¢ | = [ | ¥ || list, please select
Crvertime Regi — == Bl one or moee
Ed Add Missed Ca | Task Report % overtime records in
Attendance Ci | [17:47:24] @ Save completed, B tho jist firstly, then
[17:47:24] : Save "lerry" owertime record successfully, right click to select
[17:47:24] : Adding overtime record, please wait... function if needed.
< | || [17:47:18] : Acquire overtime record completed. ~| | Please refer ha
MU | Current User: Adrministrator

Right-click "Overtime Record List". Select "Add Overtime Record" or "Change Overtime Record"

(Overtime Record must be selected firstly). As in the following picture:
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Add Overtime Eecord E]
COwertirme from™ 2011-05-06 00:00
Crvertime to™ 2011-05-06 23:59

Times Rate for Cw... 2.0
Signature Pearson®
Rernark™

Ok, ] | Cancel |

Add Overtime Record

1. dd the needed employees in employee list, user can choose multiple employees, please refer to
"select method" 2. Select "Add Overtime Record". 3. Change parameters in "Overtime Record" window.
4. Click Save.

Change Overtime Record
1. Right-click "Overtime Record" in "Overtime Record List" Window. 2. Select "Change Overtime

Record". 3. Change Overtime Record parameters. 4. Click "Save".

Delete Overtime Record
1. Left-click "Overtime Record List" (Multiple Overtime Records can be selected or deleted at the same
time. For details, please refer to Select Method(See 6.2). 2. Right-click Overtime Record. 3. Select

"Delete Overtime Record".

Overtime Record

Employ Number

It is a code for each employee with max.20 characters. Different employees have different numbers.
Numbers will be created when employees added and the parameter can be edited. The employee
number can be changed by changing employee information.

Employee Name

Employee Name and Employee Number are used for employee identification.

Overtime Date

The date for overtime

Start time

The start time for overtime.

End Time

The end time for overtime.

Overtime Time

The parameter can not be edited and will be created automatically according to Start Time and End
Time.

Signature Person

The person who edits the leave record.

88



Safesmart Online Help-Attendance Management System

Remark

Instruction for Overtime Record.

Instruction on Toolbar Buttons for Employee and Register for Overtime List

When user hangs the mouse on button, the button function will be shown.

-
Refresh Employee and Register for Leave List

Read all employee and Register for Overtime List information from database again and refresh

Employee and Register for Overtime List.

% Cancel Operation

Cancel current operations. The button is unusable when there is no operation.

4.9.15 Add Missed Card Record

When employee forget presenting card or do not presented card for some case, user can add card records
in this view. Before attendance count, user must register all employee card records, after attendance count,

register event will not display in attendance result.

To open Add Missed Card Record view, click main menu "Management"->"Add Missed Card Record" or

click "Add Missed Card Record" in View Switch Panel, as in the following picture:

-:'S Safesmart Security Platform — Attendance Nanagement System

Flatform ¥iew Management GQuery Language Swstem Help
- \ - ) = = ] 2 ]
H&4dDaLAEEELD €+ Anson
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2| e s ST e &= = ] |[1 = = o+,
< Carwerter v | tl fFli S | |
= = 3] ate of Presenting Car : E
=B ;ﬁ Qj EtWD:; c . Start Date 2011gn5 o1 Add MIS
=] ardware Manage 4 -05- ] .
1 &<  BEe Record List
1 controller ; | _ End Date 2011-05-31 E
o & [EEF Clard Rerjclrd | B gn'}::;fe List Add Missed Presenting Card Rec... || To add add =
=] mployes Manage :
= ?: Yd & 8 mMorry Employ... | Employee...  Time of Mg | missed card
Iy Daf . . record, Please
Epartrmen elect one or _
Select A11
8 Ermployes 28Lec ultiple employee in
= @ 'iu'iﬂa”‘agemer;‘t Rewversed Select mployee list, then
% sl Add Missed Card Record right click” overtime
3y SChedule ] st window to pup
& Shift Change Missed Card Record p manu, select
ﬁ Orfficial Holiday Delete Mizsed Card Record radd MiSSrE!d Card
=-hil Attendance Mana Record".
I&)eav?. Reg;lste.r < B | >
o Cwertime Regi: To change or delete
Add Missed Ca | Task Report = L d miss?-]d card
' . . .
Attendance O [1?:5?:23] Save Eampl?te.d. ' | record list, firsthy,
[17:57:23] : Save "Jerry” missed card record succassfully. = you must select one
[17:57:223] : Adding missed card record, please wait... or more than one
F | 5 [17:57:20] : Acquire rhissed card record completed. ~ | | add missed card e
HUM | Current User: Adrministrator

Right-click "Add Missed Card Record List". Select "Add Missed Card Record List" or "Change Missed Card

Record" ("Add Missed Card Record" must be selected firstly). Following dialog box will be shown.
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Add Nissed Card Record x]

Time of Missed Ca... 2011-05-06 00:00
The Direction for ... Enter

Sighature Person™

Rernark*

[ Ok i [ Cancel

Add Missed Card Record
1. Select employee in employee list, who need add missed card record. More details, please refer to Select
Method(See 6.2). 2. Right-clicking add missed card record list window. 3. Select "Add Missed Card

Record". 4. Change parameter in popped out add missed card record window. 5. Click "OK".

Change Add Missed Card Record
1. Right-click "Card Record" in "Add Missed Card Record List". 2. Select "Change Missed Card Record". 3.

Change parameters in "Add Missed Card Record" window. 4. Click "Save".

Delete Add Missed Card Record

1. Left-click records in "Add Missed Card Record List" (Multiple Add Missed Card Records can be selected
or deleted at the same time. For details, please refer to Select Method(See 6.2). 2. Right-click an Add
Missed Card Record. 3. Select "Delete Add Missed Card Record.

Add Missed Card Record Parameter

Employee Number

It is a code for each employee with max.20 characters. Different employees have different numbers.
Numbers will be created when employees are added and the parameter can not be edited. The employee
number can be changed by changing employee information.

Employee Name

Employee name and employee code are used in different employees.

Time of Missed Card

The date and time of added missed card record.

The Direction for Enter/Exit

It can shows that presenting card for duty on or duty off, "Enter" shows duty on, "Exit" shows duty off. But it
is insignificance under simple attendance.

Signature Person

The editor for Add Missed Card Record

Remark:

Some instruction for this item.
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Instruction on Toolbar Buttons for Employee and Add Missed Card List
When user hangs the mouse on button, the button function will be shown.
The added employees will be displayed in employee list window. Since the number of employees is too

much, user can filter unnecessary employees.

% Cancel Operation

Cancel current operations. The button is unusable, when there is no operation.
Page Tools
Page tools are used to change and display current page and setup page display number. Please go to

"Page tool instruction(See 6.1)"Acquire more detailed information

Toolbar button instruction for adding missed card number

4.9.16 Attendance Count

The view displays situation of employee duty on in certain time segment. The count result is stored in
database for future query. If there are no any information in attendance result detail query and attendance
result statistics query, if user do not attendance count. Before attendance count, user must set employee
shift, register leave record, overtime record, and add missed card record, also remember to upload all

controller card records to PC, otherwise attendance count result will be incorrect.

To open Attendance Count view, click main menu "Management" -> "Attendance Count" or click

"Attendance Count" in View Switch Panel, the interface as following:
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MUM | Current User: Administrator
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Attendance Count All the Employee
1. Right click "Department” in department list (the root directory of department list) 2. Select "Attendance

Count All the Employee" (Count all the added department employee)

Attendance Count
1. Select department sub item of department list (several department can be selected for counting at the
same time. Please refer to "Select Method"(See 6.2)for more details) 2. Right click selected holiday. 3.

Select "Attendance Count"

Attendance count parameter

Start Time

The start time range of attendance count
End Time

The end time range of official holiday

Introduction to Department List Toolbar

Hang the mouse on a button to view its function.

-
Refresh department List

Read all the department date from database again, refresh official holiday list.

a Cancel Operation

Cancel current operation. The button is unusable when there is no operation.

4.10 Query Menu

System information such as software setup information, controller working information, and software
statistics data etc. will be saved in database; User can query data via Query menu. The Query result

will be displayed in "Query Result Window"(See 4.5) window. Note: Only the query information

displayed in Query Result can be printed and exported into Excel format.

Platform View Management Language System Help
Controller Information
Employes Imformation
Card Information
Attendance Result Detail
Attendance Result Statistics
Leave Regizter
Owvertime Begister
Add Mizzed Card Record
Card Record
Swstem Log
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4.10.1 Controller Information

User can query information of controllers which have been added to the system.

To open Controller Information query, Click main menu "Query"->"Controller Information" or click

"Controller Information" in View Switch Panel, as in the following picture:

f“s Safesmart Security Platform - Attendance NHanagement Syztem

Flatform ¥iew Management GHuery Langunage System Help

B &d0aLAE EBE QD & Anson’
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= 3, Query Controler Information X | | ¢ & = |1 o
73 Controller Information

8 Ermploves Information - = Page 1/1 Page(s]
¢ Card Information AL b il M, Marme Attached Bus

Attendance Result Detail Attach... Al Bus 1 ASC-ME24 Serial Port 1
Attendance Result Statistics Mame
48 Leave Register Madel all rnodels

Cwartime Register

Add Missed Card Record
(= Card Record

[ System Log

Door Q... Al doors

Cynamic Help b4

=B

Query Condit

Setup

Firsthy, setup the query
condition in the
window, and then click
"Query" button or
"Fuzzy Query” button. ¢ N 5

Thes Aiimee eoeo b e o
MUM | Current User: Administrator

Please refer to "View Window Introduction"(See 4.5) for more details.

Controller Information Query
1. Select Query Condition in Controller Information window. 2. Click "Query" button in Controller

Information window. The query result can be printed or exported into Excel format.

Controller Information Fuzzy Query
1. Select Query Condition in Controller Information window. 2. "Fuzzy Query" button in Controller

Information window. The query result can be printed or exported into Excel format.

Instruction for Query Condition

When setup multiple conditions, only the information which fulfills all the conditions can be found. If a
condition is empty or shown as "all XXX", it indicates that this condition can not be used.

Location of Connection

Appoint the connection location of controller to be queried. When "All Locations" is selected, controller
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position will not be considered.

Name

Input controller name.

Model

Select controller model; Door Quantity will be in gray when other conditions except "All Models" are
selected.

Door Quantity

Select controller doors (1, 2 and 4 can be selected).

Instruction on Toolbar Button for Controller Information

Hang the mouse on a button to view its function.

=

*=- According to Classification Sequence

List all check conditions by group
2l

All check conditions are arranged in alphabetic order or pinyin sequence.

Letter Sequence

% Cancel Operation

Cancel current operations. The button is unusable when there is no operation.

0’“ Refresh Controller List

Query information according to Query Condition.

&« Fuzzy Query

For query by characters, Fuzzy Query can be applied. For example: Fuzzy Query with "Jackson" as the
first name, all employees named with "Jackson" (in first/given/middle name) will be selected; while

Query with. "Jackson" as the first name, only employees with first name "Jackson" will be selected

Instruction on Toolbar Button for Query Result

Export as Excel

Export an Excel file according to current query results.

Page Tools
Page tools are used to change and display current page and setup page display number. Please go to

"Page tool Instructions"(See 6.1) to acquire more detailed information.

4.10.2 Employee Information

Query employee information is to query personal information and card-holder access group information
including Name, Number, Department, Card Number, Access Group, First-card, Dismiss card and
Activate security, Validity of Card Usage, Gender, Birthday, Position, Education, Tel. Number, and

Address etc.
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To open Employee Information View, click main menu "Query" ->"Employee Information" or click

"Employee Information" in View Switch Panel.

Since query view and query operation are similar, please refer to Controller Information(See 4.10.1) for

more details.

Query Condition

When there are more than one query conditions, only the information which fulfills all the conditions will
be displayed. If query condition is empty or "for all xx", the query condition will not be considered
Name

Name of the card-holder.

Card Number

Card number of the card-holder.

Department

Department where the employee is in. Single or all departments can be selected.

Gender

(See 4.10.6) Employee gender

Range of Age

Range of age to be queried. To query employees of all age, set the range from 0 to max. age.Additional
information:

(See 4.10.6) User can query by additional information.

4.10.3 Card Information

Card information query is to query Card Number, Holder Code, Status, Time of adding card,

Card-running Number etc.

To open Card Information query, click main menu "Query" ->"Card Information" or click "Card

Information” in View Switch Panel.

Since query view and query operation are similar, please refer to "Controller Information"(See

4.10.1)for more details.

Query Condition

When there are more than one query conditions, only the information which fulfills all the conditions will
be displayed. If query condition is empty or "for all xx", the query condition will not be considered

Card Number

Card number of the card-holder

Name

Name of the card-holder

Status

There are several selections: All Status, Assigned, Not-Assigned and Lost Card.
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4.10.4 Attendance Result Detail

Query Attendance Result Detail mainly used for querying employee work situation including day
schedule type, leave situation, duty-on time, duty-off time, Presenting card time for duty on, Presenting
card time for duty off, late type, length of late, leave early type, length of leave early, overtime type,
length of overtime and overtime rate (the length of overtime mentioned here is actual overtime timing
which does not times overtime rate, and" length of overtime rate"in attendance result statistics is

total"overtime timing"which times the"overtime rate")
Note: without attendance count, no result will be found here.

To open Attendance Result Detail query, click main menu "Query" ->"Attendance Result Detail" or click

"Attendance Result Detail" in View Switch Panel.

Since query view and query operation are similar, please refer to "Controller Information"(See 4.10.1)

for more details.

Instruction for Query Condition

When setup multi-conditions, only the information which fulfills all the conditions can be found. If a
condition is empty or shown as "all XXX", it indicates that this condition can not be used.
Card Number

The number of card.

Name

Employee name for the card.

Department

The employee department.

Starting Fate

Only query the attendance result details after start date

End Date

Only query the attendance result details before end time

Attendance Status

Only query the result of selected attendance status including "all status”, "late", "leave early",

"absenteeism", "no presenting card", "any fault", "overtime and leave". And "any faulty" mentioned here

means one of "late", "leave early", "absenteeism" and "no presenting card".

4.10.5 Attendance Result Statistics

Attendance Result Statistics includes: Late Arrival Times, Duration for Late Arrival, Exceptional Late
Arrival Times, Duration for Exceptional Late Arrival, Early Leave Times, Duration for Early Leave,
Exceptional Early Leave Times, Duration for Early Leave, Absenteeism Times, Duration for
Absenteeism, Excessive Irregular Dinner Times, Duration for Excessive Irregular Dinner,. Attendance

Result Statistics only for non-holiday time.
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Note: without attendance count, no result will be found here.

To open Attendance Result Statistics query, click main menu "Query" ->"Attendance Result Statistics"

or click "Attendance Result Statistics" in View Switch Panel.

Since query view and query operation are similar, please refer to "Controller Information"(See 4.10.1)

for more details.

Instruction for Query Condition

When setup multi-conditions, only the information which fulfills all the conditions can be found. If a
condition is empty or shown as "all XXX", it indicates that this condition can not be used.
Card Number

The number of card.

Name

Employee name for the card.

Department

The employee department.

Starting Fate

Only query the attendance result details after start date

End Date

Only query the attendance result details before end time

Attendance Status

Only query the result of selected attendance status including "all status”, "late" , "leave early",

"absenteeism", "no presenting card" , "any fault" , "overtime and leave". And "any faulty" mentioned

here means one of "late", "leave early", "absenteeism" and "no presenting card".

4.10.6 Leave Record

Leave register shows the status of employee's leaving during a period of time.

To open Leave Register query, click main menu "Query" ->"Leave Register" or click "Leave Register" in

View Switch Panel .

Since all the query views and query operations are similar, please refer to "Controller Information(See

4.10.1)" for more details.

Query condition

When there are more than one query conditions, only the information which fulfills all the conditions will
be displayed. If query condition is empty or "for all xx", the query condition will not be considered.
Card Number

Card number of the card-holder

Name

Name of the card-holder

Department
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All employees in the department will be displayed.
Starting Date

Only query the leave register record after starting date.
End Date

Only query the leave register record before end date.
Leave Type

Only query appointed leave type, it includes: "All types", "whole day leave", "leave in shift day" and

"leave in timed day", more details, please refer to "Leave Register"(See 4.9.13) .

4.10.7 Overtime Record

Overtime register record used for querying "overtime record "which added in overtime register view by
handwork, and detailed overtime information, please check it the "attendance result details "and

"attendance result statistics "

To open Overtime Register query, click main menu "Query" ->"Overtime Register" or click "Overtime

Register" in View Switch Panel .

Since all the query views and query operations are similar, please refer to "Controller Information(See

4.10.1)" for more details.

Query condition

When there are more than one query conditions, only the information which fulfills all the conditions will
be displayed. If query condition is empty or "for all xx", the query condition will not be considered.
Card Number

Card number of the card-holder

Name

Name of the card-holder

Department

All employees in the department will be displayed.

Start Date

Only query total overtime after start date

End Date

Only query total overtime before end date

4.10.8 Add Missed Card Record

Add Missed Card Record is to query the status of employee's missed card record.

To open Add Missed Card Record query, click main menu "Query" ->"Add Missed Card Record" or click
"Add Missed Card Record" in View Switch Panel .

Since all the query views and query operations are similar, please refer to "Controller Information(See
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4.10.1)" for more details.

Query condition

When there are more than one query conditions, only the information which fulfills all the conditions will
be displayed. If query condition is empty or "for all xx", the query condition will not be considered.
Card Number

Card number of the card-holder

Name

Name of the card-holder

Department

All employees in the department will be displayed.

Start Date

Only query missed card record after start date.

End Date

Only query missed card record before end date

4.10.9 Card Recrod

Card record is to query employee's total card-present records during a period of time. Please note the

card-present records here should have been uploaded to the software.

To open Card Record query, click main menu "Query" ->"Card Record" or click "Card Record" in View

Switch Panel .

Since all the query views and query operations are similar, please refer to "Controller Information(See

4.10.1)" for more details.

Query condition

When there are more than one query conditions, only the information which fulfills all the conditions will
be displayed. If query condition is empty or "for all xx", the query condition will not be considered.
Card Number

Card number of the card-holder

Name

Name of the card-holder

Department

All employees in the department will be displayed.

Reader

Query by the using reader when present the card; user can select all the readers or single reader.
Event Type

the selectable condition including all type, valid card and invalid card

Starting Time

only query the card record after start time

End Time

only query the card record before end time
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4.10.10 System Log

All operations carried out will be saved in software log and user can check the log by "System Log

Query".

To open System Log query, click main menu "Query" ->"System Log" or click "System Log" in View

Switch Panel.

Since all query views and query operations are similar, please refer to "Controller Information"(See

4.10.1) for more details.

Query condition

When there are more than one query conditions, only the information which fulfills all the conditions will
be displayed. If query condition is empty or "for all xx", the query condition will not be considered
Employee

The name of operator

Start Time

Only query card records after the start time.

End Time

Only query card records before the end time.

4.11 Language Menu

The menu will list all the languages supported by the software. User can change the interface language

by selecting the language needed.

Platform WYiew Management Huery BEEGEESN Sv=tem  Help

v English
fel-dE P Ir

4.12 System Menu

Most functions are implanted in the software plafrom. Only one subsystem works at one time. This

menu is applied for the switchover from one subsystem to another.

Platform ¥Yiew Management BGuery Language

Access Control Management Syztem

v Attendance Manazement Swystem
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4.13 Help Menu

There are four functions in help menu, including "Quick Start", "FAQ", "Content and Index", and "About".

Flatform ¥iew Management Huery Language Swstem

fbout. ..

Quick Start
Quick start introduces basic functions of the software by demonstrations and examples, which is

applied for user's quick learning.

FAQ

User can refer to FAQ for frequently asked questions.

Content and Index

Display main help (content and Index).

About

Information on Version, copyright, and List and version of Subsystems Installed.

5. FAQ

Why the software can not link with database after installation?

Answer: Possible reasons are

1. System operator can not write in the installation directory.

Solution: Change the directory authority or install the software in directories where user can write in.
2. Database problem. The software adopts MDACZ2.8 of Microsoft. This problem happens when
database installed is incomplete (this frequently occurs for pirate software), prohibited by firewall and
damaged by virus or anti-virus software,

Solution: Turn off the firewall or re-install the software after clearing virus. If the problem still exists,

please try it again after re-install the operation system.

Why some Menus, Toolbar Buttons, Setup Interfaces, Views and Properties can not be found.
Answer: Software has Expert Mode and Non-expert Mode. Under Non-expert Mode, many functions

will be hidden. Please click main menu "Platform" ->"Expert Mode".

Why some Menus, Toolbar Buttons, Setup Interfaces, Views and Properties are unusable?

Answer: Possible reasons are:
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1, User has no permission to use this function. 2, The order is not applicable in this case. 3, The
selected component can not be deleted or changed. 4, When several components are selected at the

same time, some orders can not be applied.

What can be done when some windows are hidden or layout is completely changed?
Answer: The easiest way is to click main menu "View" ->"Restore View Layout". For hidden window,

user can open the window again by clicking corresponding order in "View".

Why some records lost during uploading?

Answer: Possible reasons are:

1 User does not upload the records before initialize controller, recover to factory default and download
setup.

2 Memory is full and prior record is covered by new records.

3 Users present card too fast for the reader to read.

What can be done when forget login password?
User can pack the database to Anson for help. Effective management of the password is strongly

recommended.

Why the "Save" button is still unusable after property is changed?
1. User does not click "Enter" to confirm the change (User can also left click any other property to

confirm). 2. The changed parameter is the same as in database hence save is not necessary.

6. Addenda

6.1 Page Tool Instruction

There are items need to display in window, large numbers of pages need be displayed by paginatoin. User
can find some icons tool in window which can change and display current page and set the number of

items for one page. More details, please refer to:

Refresh the Page

Read items of current page from database.

I+ First Page

Display items for first page

- Prepage
Display items for prepage
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- Next Page

Display items for next page

! Last Page

Display items for last page

o Convert to appointed page

Input the number in input frame which user want to go, click the tool to convert to that page.
.
Set the numbers of line for each page
Pop out a dialog box, to set the numbers of line for each page.
The X page/total N page(s)

The current page and total pages will be displayed at the bottom of window. X is current page, N is total

pages.

6.2 Select Method

Single Select

Left click or move cursor (up/down/left/right) to select an item.
Multiple Select
1, Add an Item

Press "Ctrl" and left-click an item to add.

2, Cancel selected Item

Press "Ctrl" and left-click selected item.
3, Select Range
Firstly, select an item; then Press "Shift" and left-click another item. All items between the two items will

be selected.

Note: Frame selection is not supported. Cursor works with "Ctrl" or "Shift" for selecting multiple items.
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