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

ZK is a registered trademark of ZKTECO CO., LTD. Other trademarks involved in this manual are
owned by their respective owners.

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

party without express written permission of ZKTeco.

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

ZKTeco before starting the operation and maintenance of the said product.

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

safety instructions contained in the manual.

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

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

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

particular purpose.

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

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

possibility of such damages.

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

any right to claim any compensation or damages under any circumstances.

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

conditions different from the prescribed conditions of the manual.

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

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

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

ZKTeco Industrial Park, No. 32, Industrial Road,
Tangxia Town, Dongguan, China.

+86 769 - 82109991

+86 755 - 89602394

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

To know more about our global branches, visit www.zkteco.com.
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ZKTeco is one of the world’s largest manufacturer of RFID and Biometric (Fingerprint, Facial, Finger-vein)
readers. Product offerings include Access Control readers and panels, Near & Far-range Facial Recognition
Cameras, Elevator/floor access controllers, Turnstiles, License Plate Recognition (LPR) gate controllers and
Consumer products including battery-operated fingerprint and face-reader Door Locks. Our security
solutions are multi-lingual and localized in over 18 different languages. At the ZKTeco state-of-the-art
700,000 square foot 1ISO9001-certified manufacturing facility, we control manufacturing, product design,

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

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

consecutive years. Its products are protected by intellectual property rights.

This manual introduces the operations of ZKBio Time software.

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

consistent with the actual products.
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Document Conventions

Conventions used in this manual are listed below:

GUI Conventions

Convention Description
Bold font Used to identify software interface names e.g., OK, Confirm, Cancel.
S Multi-level menus are separated by these brackets. For example, File >

Create > Folder.

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

Convention

Description

This represents a note that needs to pay more attention to.

n <

The general information which helps in performing the operations faster.

The information which is significant.

Care taken to avoid danger or mistakes.

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

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

Features

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

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

Automatic user management makes the system simpler and more efficient.
The hierarchical management ensures user data security.

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

Requirements of Server Hardware Configuration
CPU: Frequency of more than 2.0 GHz.
Memory: 4 GB available or above.

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

Software Operating Environment

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

Supported Database: PostgreSQL (Default), MSSQL Server 2005/2008/2012/2014/2016/2017/2019,
MySQL 5.0/ 5.6/ 5.7,0Oracle 10g/ 11g/ 12¢/19c.

Supported Mainstream Browser: |IE 11+, Google Chrome 33+, Firefox 27+.

ZKBio Time Modules

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

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

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

Attendance Module

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

Access Control Module

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

Payroll Module

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

Visitor Module (Optional)

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

Meeting Module

Simple meeting management helps users to manage meeting devices, meeting rooms, meeting
applications, meeting attenders and attendance of attenders.

MTD Module

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

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

Fundamental Procedure

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

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

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

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

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

Enter the employee information.

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

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

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

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

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

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

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

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

2.1 Login

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

2. Open the browser, enter the Server IP Address and the Port number in the address bar. Click

Enter to login.

(1)ZKBio Time

Admin Login

Username

Password

[l Remember Me Forget Password

it

ZK ’ =
Eod
Copyright ©2022 ZKTECO CO. LTD.All rights reserved.

Data Processing Agreement Personal Information Protection and Privacy. Policy

To use the system on a server, select Program > ZKBio Time > ZKBio Time Server Controller and

start the service.

Then, double-click the shortcut icon of ZKBio Time Home Page on the desktop. The system login

interface pops up.

. ZKBio Time
i Uninstall ZKBio Time
@ ZKBio Time Server Controller
(7] ZKBio Time

&sNote:

In Windows 7/Vista, right-click ZKBio Time Server Controller and select Run as administrator
from the shortcut menu.

3. When you log in to the system, authentication is required to guarantee the system security. A
superuser account (with all operational permissions) need to be created for a user who is using
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the system for the first time.

ZKTzco

Create Superuser

Username®  admin
Email
Password® e

Confirm
Password®

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

The superuser can assign employees (such as Company Management Personnel, Registrars, and
Statistics Clerks) as new users and they can configure the corresponding user roles. For detailed
operation, please refer to_11.1.2 "User Management".

4. Click on icon ., then the user can view the software version information and activation

information of the software.

(1)ZKBio Time

Admin Login

Username

Password

[l Remember Me Forget Password

Z K ’ s
Ecd
Copyright 2022 ZKTECO CO_LTD.All rights reserved.

Data Processing Agreement Personal Information Protection and Privacy. Policy
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ZKTeco

Software Version
8.0.7 dev (Build: 20220419.14152)

Authorized Information
Customer Code

Device Count 0/10

Employee Count §/Unlimited

APP Count 0/50

Authorized Date 2022.05-12.
Expired Date 2022-07-11
Autherized Company Trial Version

License Activation

Online Activation Download UPK Offiine Activaion Online Upgrade
License Migration

Export License  Import License

Driver Download
Eingerprint driver Palm Driver Face driver

App Download

5. Click onicon . to modify the software display language.

(1)ZKBio Time

Admin Login

Usermname

Password

[l Remember Me Forget Password

Z K ' i
Ecd
Copyright ©2022 ZKTECO CO.LTD.All rights reserved.

Data Processing Agreement Personal Information Protection and Privacy Policy
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Language

Language | English

mzlng

9

Espaiiol

Pycoui Rabik
Bahasa Indonesia
Tiéng viét

2301

6. Click on , the users can log in into the system with the same browser without

entering the password.
/. Enter the Username and Password. Click Login to view the user interface.

2. After the user logs in, the system displays the dashboard as shown in the below figure.

Tzco ZQ g

Today By Calculation Result Real-Time Monitor View Leave
5 o i ] o L
Present huy CBAY Device Status , L ol ’ 2003 [='E5 -
(15.28%) r 114504
1 2002 Eius 6
255
¥y 11:49:02
2001 HS
8 Orline 2 =2 - .
B Present W OFline 11 200y 114900
152 | " (B4.62%)
W Absent (96.82%) Unauthorized 10086 rases P
: E eck In
kk
Department Attendance Statistics ol - = (=i
l CheckIn
o 10000% 208y 113903 e
2001 Eil1s
255
o L zoey 113700 e
= 60.00%
1 2001 Bilus
255
40 zoey 11:35:58
20 11.1% 1 1 FEEREE TS
R 000% 000% 000% 0.00% 000% 000% 000% 0.00% Mike i Chedcl
' r oSt & A o ao® (=] o ey
R P L W o oo™ e 2 ~EEREETE
Ao g A% ¥ ¥ Mike 10:12:39 =
Monthly Summary To Do List
B Total Worked Hrs ([l Total OT @ e
812052 Bill
70 ' :De“am"m"t Manual Log ©aday ago
60
50 82002y
- :Y“" Manual Log O day ago
30
. g 2002y
duyuri Leave @13 days ago
10 =
o T T T T |
Ay 1‘“‘*‘ ewv«,m ¥ L ‘,,;‘“’ » #‘w’ » “,.,o“ Y 8 111111111 ceshil
e At 46
A0 b n 2 > 20 w Total 23 Records
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The dashboard facilitates users to check the employee’s attendance statistic, device status,
attendance records, department monthly work hours/overtime hours, and the to do list in
real-time.

There are two methods to calculate the employee’s attendance statistics. One is to check the
attendance record of the employee and the other is based on the attendance calculation result

By Calculation Result

which is according to the attendance rule. Users can click on the

dashboard to switch the calculation method.

&5
Users can filter the data by corresponding icons on the dashboard, such as department — , area
&, time period ®.

The user can view the employees who will request for leave and are on leave by clicking the

View Leave

button on the real-time monitoring panel.

Today By Calculation Result Real-Time Monitor @) vew tesve
< e o 2 ~ a m irst Narm artment Tir Ran
Present 5 O 8 & L DeviceStatus , . S & L Emp Code First Name Departmes me Range
- (15.38%) b 2022-09-20 09:00:00
1 Seffery Department
2022-09-20 18:00:00
; 2022-09-21 09:00:00
1 Jetfery Department
2022-09-22 18:00:00
— 2022-09-211000:00
@ Online 2 kilo Deparimiant
@ Present B Offline - 2022-09-23 18:00:00
= 152 ] \— (84.62%)
@ Absent (96.82%) — Unauthorized 402
Department Attendance Statistics ol -
Lo, 10000%
80 ‘
-~ | coo0x
| ‘ 11:1%
5 _‘7 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
W e st ot AB e o™ = =) o St
3 A PRLe (a""d ‘lew ,,a-‘““’ ‘hf,ﬂ\ ,\ESP‘ -a"‘mu wrﬁ“
Lo ¥ 4% N
Meonthly Summary To Do List
B Total Worked Hrs (il Total OT o8 Y
8 12052 il
0 <& Develapment Manusl Log ©adayag0
50 R 82002y
P
i l sy Manual Log © aday ago
02002y
| “dayuri Leave © 13 days aga
10 I =
o - o Toawe AR ¥ o £ 111111111 ceshit
o o o 3 o Y o 8 cesh
* @ - - oo 20¢ [
| n 2 3 20 ~ Total 23 Records

Users can see nine modules namely Personnel, Device, Attendance, Access Control, Payroll,
Visitor, Meeting, MTD and System. Click the related module to perform the related
functionalities.
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2.2 Logout

Click the User button m on top-right of the interface, select Logout and click Confirm to log out

from the application.

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

2.3 Controller

Click the User button m on top-right of the interface, select Controller, as shown in the figure

5
E..'.'a @0 ‘ ‘ a
0 admin
Today By Calculation Result Real-Time Monitor @D o rbout
. @ Arl
Present O 8 & L Device Status O &k Emp Code First Name Department Time Range
5 © Help
- 2022-09-20
S (25%) 1 Jeffery Department
2022-09-20
q Jeff - 2022-08-21
g it
effery epartment [ e y——
. 2022-09-21
10, 2 kile Department [# Password Questic
@ Present (76.92%) 2022-08-23
B Absent (# Password
Department Attendance Statistics o8 L Q Theme
® Logout
35
30
25
20
15
10
5
0 0.00%
' ot o~
o o
40° 40
Monthly Summary To Do List
B Total Worked Hrs (il Total OT cCe® YL »
- 488

The user can adjust the display of the module using the switch after entering the following interface, and
the settings of different users will not impact each other.
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Controller

Personnel
Attendance
Device

Access Control
Payroll (EEEEL )

e @)
e
Y - 0)

2.4 Password Protection Question

Password Question
Password Protection Question
Question 1% Test
Answer 1% Test123 |

Question 2

When logging into the system for the first time, the super user can create questions and answers. If

someone changes the password by using CMD to enter the command line, they must first verify the
answer to confirm that the password cannot be changed randomly.

2.5 Change Password

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

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

password, and confirm the new password. Click Confirm to change the password.
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Password *

Criginal Password®
Password®
Re-enter the Password™

*Motice

Passward must be 8 to 16 characters
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Personnel Management

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

Department Management

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

SRV Device  Aftendance  AccessConfrol  Payroll  Visitor  Meeting  MTD  System e S |
L Welk§ ODepartment
& Bookmarks= T Filters
Add Delete import Personnel Transfer /7 9 O = oo
Department Code Departmen Superior Employee Qty. Resigned Qty. [ Department
D2
Department - 37 1 | o3
- . = [ Nicole Test
2 - 2 1 0 0
2 employee O] b
3 : 10 0
= workflow s Nicole Test - 83 Ty
4 jj
0§ Configurations —
5 - 0 0 Tar [ Business Planning Department
o [% onoha village
as T o
i [ o
Sales Department - 2 Tar [ Nancy Test
P &)
Board 3 ™ Ll
= O af
Business Planning Department 3 1 0 Tar [RERL)
Konoha village - 9 1 T
&
Mancy Test - 1 Tar
lala < 4 o
(& 17 v BE 2 » votsli6Records 1

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

=Note:

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

Add a Department

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

Department Code* 3
Department Mame*
SUPEMOr  -=---==-m-

Cepartment Manager

Set the parameters as shown below:

Department Code: Enter a unique Department code maximum of 50 digits.
Department Name: Enter the corresponding Department Name maximum of 100 characters.
Superior: Click © and select a superior Department of this Department from the drop-down list.

Department Manager: Select the manager of the department. When the employee of the
department is not set with workflow, department manager will review all applications.

&Note:

Please refer to_3.6 Workflow for detailed steps of setting workflow.

s
After entering the required details, click [Confirm] to save the new Department. Click to
refresh the Department tree.
: Pemonndl S e et el iy S e - ';ffﬁ n'
L We R4 Department
o ey - & Bookmarks= Y Filters ~
Add Delete Import Personnel Tranisfer s S D M m = o0
Department Code Department Name Superior Employee Qty. Resigned Gty. (3 Department
02
Department - a7 1 [Em AE
H - 24 1 & mw [3 Nicole Test
Gs
3 - 10 0 @ L‘G
Nicole Test - 83 0 [E@n [Gas
. = [3 Sales Department
i 4 b [Egh| [ Board of Directars
5 "] 0 & wr [ Business Planning Department
. . 5 . @@ Ei{::nha village
Sales Department 2 0 & w [ Nancy Test
" . 7 = Dtala
Board of Directors 3 0 & Biar
Business Planning Department 1 0 & (3119
Kenoha village 1 & w
200 - 2 0 & w
Nancy Test - 1 0 @
lala - 1 2 @ o
G e~ n 2 % Total 16 Records 1 | Page m
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&sNote:

You can click [Import] to import the Department information to another software or system. For
detailed operation, please refer to 5."Import" in Appendix 1.

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

6."Export" in Appendix 1.
Edit a Department

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

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

click [Confirm] to save the modified Department information.

Delete a Department

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

L

Or directly click % in the same row of the Department to be deleted. Click [Confirm] to delete the
Department.
&Note:

Deleting or modifying a Department causes the employees belonging to the particular Department
is going to belong to none of the Departments. This also leads to the failure of generating some
reports.

If deletion or modification is indeed required, transfer the personnel from the particular Department
to other Departments, and then delete the Department. That is, the Department which is currently
being used cannot be deleted.

Personnel Transfer

You can adjust employees to the selected Department in batches.

Select [Personnel] > [Department]. Select the corresponding Department and click [Personnel
Transfer].
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Personnel Transfer X
Departme Department Q Employee Selected 0
Employee ID  First Name Last Name Department Employee 1D First Name Last Name Department
o001 ala
002 haha ala
1 Mike Test
100000001 tubiel zhang Test
100000002 tubie21 hl-revface18
10086 Kk Kk
11 XTREME ESTA Test
1mm bhhijjh Development
20 records per page v Total 167 Records ¥ 1
Cancel

In the employee’s list, select the employee(s) whom you want to adjust with the selected
Department in batches (You can search employees by Department, Name or Employee ID).

Select the Employee and click [Confirm]. The Departments of the selected employee will be
changed.

Personnel Transfer X
Departme Department Cl Employee Selected 2
Employee ID  First Name Last Mame Department Employee ID First Name Last Name Drepartment
001 ala B2 om lala
002 haha ala | o002 haha lala
1 Mike Test
100000001 tubiet zhang Test
100000002 tubie21 hl-revface1s
10086 ki kk
11 HTREME ESTA... Test
111 bhhjjh
20 records per page v Total 167 Records > Jumg 1
Cancel

Position Management

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

Select [Personnel] > [Position] to view the Position interface, as shown in the figure below.
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, ECO Personnel
% q = S

& Organization

& Bookmarks - Y Filters -

Add Delets Impart Personnel Transfer F 9D O e~ = i %
Position Code % Position MName = Superior % Employee Qty. Resigred Qty. [ Pesition

— [z

Manager = a 0 = @ (1 Manager

HR o 0 [E8} Gnr
— [ Developer

Developer 0 0 & [ Test

Test . 0 ) = @ [ Technical Support
= [i10

Technical Support 0 0 & W

P4
[112

3.2.1 Add a Position

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

Add X

Position Code*:

Position Name*:

Superior:

Cancel

Set the parameters as shown below:

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

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

3.2.2 Edit a Position

o

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

edited.

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

3.2.3 Delete a Position

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

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

You can adjust the employee’s positions in batches.

Select [Personnel]

> [Position]. Select the corresponding

position and click [Personnel

Personnel Transfer X
Departme Department '/(1 Employee Selected 0

Employee ID  First Name Last Name Department Employee 1D First Name Last Name Department
o001 al
002 aha ala
1 Mike Tec
100000001 tubiel zhang Test
100000002 tubie21 hl-revface18
10086 Kk Kk
11 XTREME ESTA Test
1mm bhhijjh Development

20 records per page v Total 167 Records ¥ 1

Cancel

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

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

changed.
Personnel Transfer X
Departme Department C», Employee Selected 2
mployee ID  First Name Last Mame Department Employee ID First Name Last Name Drepartment
00 ala oo lala
12 haha ala 02 haha lala
1 Mike Test
100000001 tubie zhang Test
100000002 tubie2 hl-revface1s
10086 kk kk
11 HTREME ESTA...
111 bhhjj Development
20 records per page v Total 167 Records > Jump 1
Cancel

&Note:

You can click [Import] to import the position information in another software or system. For
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detailed operation, please refer to 5."Import" in Appendix 1.

You can click

to export the position data locally. For detailed operation, please refer to

6."Export" in Appendix 1.

3.3 Area Management

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

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

: M Personnel
» q = g

ah Organization -

B Bookmarks—

Add Delete

Area Code

T Filters =

Import

Personne! Transfer

Area Name Superior Device Qty. Employee Qty.

Not Authorized

Areal
Area
Area 111
Area 110
Area 111
Area 112
Area b
lalatest

Geralt

Nancy Test

lala2
hahatest

18

2

o|lo|e|o|[m|=a|e|e|=|a|le|n|=

> Total 21 Records 1

Resigned Qty. [ Not: Authorized

~m|e|e o~ oo 8| 8|8 =

o0

s 7 D O

3
it

[ area 2

[ Area 3

[3 Area 111
[ Area 110
[5 Area 111
[ Area 112
[ areas

[ lalatest

[3 Geralt

[3 Naney Test
[ lala2

[ hahatest
b11e
119

3 laf

[ yuriTest

[ bangtest
[ bangbang
[ PALMAREA
[3 Duang

BEEREEREEEREEEE

NERIRNEARE R R

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

3.3.1 Addan Area

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

Add

Area Code®:

Area Name™:

Superion

Cancel

Page |31

Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time

User Manual

Set the parameters as shown below:

Area Code: Enter a unique area code.

Area Name: Enter an area name.

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

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

&
&

)

f ' Personnel e n
¢ —
» q = G

#h Organization - & Bookmarks= Y Filters =
Add Delets Import Personnel Transfer F S 9D O e = o
Area Code Area Name Superior Device Qty. Employee Qty Resigned Qty. [ et Authorized
[ area 2
Mot Authorized 1 20 1 & @ [% Area 3
Area 2 2 140 - & [ Area 111
= [ Area 110
Area3 0 n 0 & o [ Area 111
Area 111 0 82 0 & [3 Area 112
— [3Area &
e @ m
Area 110 1 29 o & o [ lalatest
Area 111 0 7 o & [ Geralt
= [ Nancy Test
a1 & mr
Area 112 ] 1 0 E | [ lala2
Area b 0 28 0 & o [ hahatest
= Y118
lalatest 1 2 4 [EA) o
= 119
Geralt 2 1 0 =& Blat
Nancy Test 0 1 0 (£ D yurriest
= [ bangtest
lala2 0 12 0 & w [ bangbang
hahatest 0 ES 2 o By Pee mncn,
— [ Duang
118 0 140 1 &
G oz v n 2 > Total 21 Records 1 | page
[ &

In the area list, click an area code, or click

Edit

Area Code™

Area Name*:

Superion

88888

Al test

Cancel

X

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

3.33 Delete an Area

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

in the same row of the area to be edited.
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i)

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

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the selected area.
&Note:
The default area cannot be deleted.
Areas that are being currently used by employees or devices cannot be deleted.

Areas with subordinates cannot be deleted.

Personnel Transfer

You can adjust the area of employees in batches.

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

Personnel Transfer X
Departme Department '/(_; Employee Selected 0
Employee ID  First Name Last Name Department Employee 1D First Name Last Name Department
o001 al
002 aha ala
1 Mike Tes
100000001 tubiel zhang Test
100000002 tubie21 hl-revface18
10086 Kk Kk
11 XTREME ESTA Test
1mm bhhijjh Development
20 records per page v Total 167 Records ¥ 1
Cancel

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

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

Page |33 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Personnel Transfer X
Departme Department C, Employee Selected
Employee ID  First Name Last Name Department w Employee ID First Name Last Name Drepartment
001 ala - o001 lala

002 haha ala - 002 haha lala

tubiet zhang Test
o2 hl-revface18
086 kk kk
1 TREME ESTA. T
1 bhhjj o

20 records per page v Total 167 Records b

Cancel

&Note:

You can click [Import] to import the position information in another software or system. For
detailed operation, please refer to 5."Import" in Appendix 1.

. r . . .
You can click to export the position data locally. For detailed operation, please refer to 6.

"Export" in Appendix 1.

Employee Management

In Employee management, you can add the employee details or import the employee
information. For detailed operation, please refer to 5." Import” in Appendix 1.

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

6."Export” in Appendix 1.
Add an Employee

Select [Personnel] > [Employee] > [Employee] > [Add] to add an Employee.
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Add
Profile
Employse ID* ' 3 First Mame
Department* | ———— Last Mame
Position  -——-—---— Areg® | ———-—=
Employment Type . ----—---—- Hired Date  2021-12-17
Superior  Departm ANaC workflow Role  -—-----—-

Private Information Device Access Settings Attendance Settings App Settings Payroll Settings Leave Group
Local Mame Gender | -——-—-- Birthday
Contact Te! Office Tel Maobile

Mationa Religion City
Address Postcode Email
Cancel
Profile

Set the parameters as shown below:

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

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

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

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

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

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

Employment Type Temporary Hired Date 2021-12-17
Effective Start  2021-12-17 Effective End 2021-12-17
Date* Date*

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

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

Superior: By default, the Department Manager is the employee's superior. In the drop-down box,
you can choose another person to be the employee's superior. If the employee is not set with the
workflow, all applications will be approved by the superior.

Workflow Role: Set the role of employee in Workflow.

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

Photo

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

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

Capture

o

7. Private Information

Click [Private Information] to enter the employee’s personal information.
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Private Information Dievice Access Settings Attendance Settings App Settings Payroll Settings Leave Group
Local Mame Gender  --------- Birthday
Contact Te Office Tel Mobile

Mational Religion City
Address Postcode Email

Set the parameters as shown below:

Local Name: Enter employee’s local name.
Gender: Select the gender of the employee.

Birthday: Enter the employee’s Date of Birth.

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

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

Mobile: Enter the employee’s Mobile Phone number.
National: Enter the employee’s Nationality.

Religion: Enter the employee’s Religion.

City: Enter the employee’s City.

Address: Enter the employee’s Address.

Postcode: Enter the employee’s Postcode.

Email: Enter the employee’s Email Address.

Device Access Setting

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

Private Information Device Access Settings Attendance Settings App Settings Payroll Settings
Verify Mode  Any Device Privilege  Employee
Card NO. PIM
Enroll Device FP Qty. w10 Enroll
Palm Qty. w8 Enroll Face Qty. w12 Enroll

Leave Group

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

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

PIN | =

P Registered{vl0) Register

System Administrator

Super Administrator

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

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

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

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

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

Enroll Device: Enroll the employee in the T&A device.

FP Qty.: Click [Enroll] to register the employee’s fingerprints with a fingerprint scanner.
Palm Qty.: Click [Enroll] to register the employee’s palm with a palm scanner (e.g., PV10R).
Face Qty.: Click [Enroll] to register the employee’s face with a face scanner (e.g., FATO0R).

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

Attendance Settings

Click [Attendance Setting] to set the attendance parameters.

Private Information Dievice Access Settings Attendance Settings App Settings Payroll Settings Leave Group
Self-Password Attendance Group  -——---——- IP Address
Enable 4 - 2 —
Enable Schedule (825 Enable Holiday @87 }
Attendance ¢ . J ¢ L

i . = Enable
Enable Overtime =
. Compensatory

Self-Password: Enter employee’s login password.

Attendance Group: Select employee's attendance group.
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IP Address: Record the host IP of employees, which is used to check the IP when employees punch
in on the web page.

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

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

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

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

Attendance Group: Set the employee’s attendance group.
Document (This option is only available in the edit mode, but not in the add mode)

Set the parameters of the certificate expiration reminder.

Private Information Device Access Settings Attendance Settings Document App Settings Payroll Settings Leave Group

Cocument Cert No. Email Alert Alert Before
2= AR
Click [Add]. A window to add a new certificate will appear as shown in the below image:
X

Document* -—-------- Cert Mo. Expire Date*  2021-12-17

Email Alert Mo Alert Before® 0

[;.C:.J|-|—e~t| Choose File | Mo file chosen

Cance

Document: Select the type of document.
Cert No.: Enter the No. Of the document.

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

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

Alert Before: Set the number of days to alert before the document expires.
Document: Click [Choose File] and select the document photo to be uploaded.

Click [Confirm] after entering the required details.

Users can click == on the document list to download and check the document photo.

Document Cert No. Expire Date Email Alert Alert Before

1D Card 45678501234 2021-05-31 Mo 1 D '|€_|

=Note:

Consider the following example which describes the alerting system for document
expiration.

The expiry date of the document is set as follows:
Expiry date: 2020-01-20
Alert before 2 days
Needs an email alert.

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

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

To edit the existing reminder, click of the corresponding column of the reminder.
To delete the certificate expiration reminder, click ™ in the same row of the reminder.
Prompt X

Are you sure to delete the selected document?

Cancel

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

Page |40 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.




ZKBio Time User Manual

Private Infarmation Device Access Settings Attendance Settings Document App Settings Payroll Settings Leave Group

APP Status  Disable APP Role  Employee

APP Status: The default value is No. If it is set to Yes, then the user can use the mobile App.
APP Role: Set the employee’s mobile App role.
Payroll Settings

Click [Payroll Settings] to enter the payroll details.

Private Information Device Access Settings Attendance Settings Document App Settings Payroll Settings Leave Group
Payment Period®  Monthly Payment Type*  Cash
Bank Mame Bank Account
Agent 1D Agent Account
Personnel ID

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

Monthly

Weekly
Daily

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

Payment Type*  Cash

Bank Account

Cheque
Agent Account | Bank Transfer

Bank Name: Enter the bank name of the employee.

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

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

Personnel ID: Reserved field for the Payroll Setting.
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Custom Attribute

Click [Custom Attribute] to enter the other specific data of the Employee.

Private Infarmation Device Access Settings Attendance Settings Document App Settings Payroll Settings Custom Attribute Leave Group

Weight

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

Department Employee

& Bookmarks » T Filters «

Add Delete Import Adjustment App More £ w® M e =
Employee ID First Name Department Device Privilege Area APP Status Fingerprint  Face  Palm VL Face
Department Employee hrg test (-]
100007 Department Employee hrq test,5 -]
Department Employee hrq test e
Department Employee hrq test -]
Department Employee Not1 Authorized e

&Note:

Click here to edit or manually create an attribute.

Leave Group

Click [Leave Group], users can adjust leave group and check the detail leave balance information
for corresponding employee.

Private Information Device Access Settings Attendance Settings Document App Settings Payroll Settings Custom Attribute Leave Group
Leave Group | Groupl Tips : Change leave group will change employee’s all lzave balance rules 1!
- A v Q o
o

342 Editan Employee

-

In the employee’s list, click the Employee ID or click ““ " in the same row of the employee to be

edited.
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Edit X
Profile
Employese ID* First Name
Department* D2 Last Name
Position  -------- Area* Test2
Employment Type  ---—----- Hired Date  2020-07-01

superior Department Manager Workflow Role  —-----m-—

Private Information Device Access Settings Attendance Settings Document App Settings Payroll Settings Custom Attribute Leave Group

Local Mame Gender  --------- Birthday
Contact Tel Office Tel Mabile
Mational Religion City
Address Postcode Email

Cancel

After modifications, click Confirm to save the modified details.

343 Delete an Employee

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

same row of the employee to be deleted.

Canfirm *

Are you sure?

Cancel

Click [Confirm] to delete the employee.
&Note:

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

344 Personnel Transfer

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

In the employee’s list select the employee(s) and click [Personnel Transfer] > [Department
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Transfer] to adjust the department.

Department Transfer e

Department™ ----------

Remarks:

Cancel

In the Department drop-down list, select the Department to which the employee is to be moved
and enter the remarks.

Click [Confirm] to save the details.
&sNote:

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

Pass Probation

Select the employee who is qualified to pass probation and click [Personnel Transfer] > [Pass
Probation].

Prompt X

Are you sure the employee pass probation?

Cancel

Click [Confirm] to complete the operation.
Personnel Resignation
Personnel resignation includes resignation and disabling attendance.

In the employee’s list, select the employee (s), and click [Personnel Transfer] > [Resignation] to
add the resignation details.
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Resignation x
Resignation Date*: 2019-08-14
Resignation Type* Quit

Attendance™ Enable

Reason:

Cancel

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

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

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

Reason: Enter the reason for resignation.

Click [Confirm] to save the resignation details.

App Enable/Disable Settings

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

Prompt X

Are you sure to enable mobile application 1
items

Cancel

Click [Confirm] to enable the user's access to the Mobile App.
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Re-synchronize to Device

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

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

Prompt X

Are you sure to resynchronize user data to
device?

Cancel

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

Re-upload from Device

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

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

Re-upload from device X

Device®  All

Serial Number |

Specified

Cancel

Click [Confirm] to re-upload the employee details from the device to the software.

Delete the Biometric Template

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

Finger Vein 0 Palm

Bio-Photo

Cancel

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

Personnel Resignation

Add a Resignation

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

Add X
Departme Department (’1 Employee Selected ©
Employee I First Name Last Mame Department Employee |D First Mame Last Name Department
1 Mike Test
100000001 tubiel zhang tugou
100000002 tubie21 tugou
100000003 tubie3123 tugou
10086 kk Kk
20 w Total 160 Records > 1 Page [ Confin

Resignation Date®  2021-07-01
Resignation Type* Quit Attendance®  Enable

Resignation Reason

Cancel

Enter the details as shown below:

Employee: Select the employee to enter the resignation details. (You can filter the employees by

Page |47 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Department, Name or Employee ID).
Resignation Date: Select the date of resignation.

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

Resignation Reason: Enter the reason for resignation.

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

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

Delete Resignation

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

[0 in the same row of the employee to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the resignation details.

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

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

Prompt X

Are you sure to reinstatement 1 items?

Cancel

Click [Confirm] to reinstate the resigned employee.

Disable Attendance

To disable the attendance for a resigned employee, perform the following steps:
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Select the resigned employee whose attendance needs to be disabled. Click [Disable
Attendance].

Prompt b 4
Are you sure to disable attendance function 1
items
Cancel
Click [Confirm] to disable the attendance of the selected employee.
#Note:
You can click [Import] to import the employee’s resignation details in another software or
system. For detailed operation, please refer to 5."Import” in Appendix 1.
You can click ©  to export the employee’s resignation details locally. For detailed operation,
please refer to 6. "Export" in Appendix 1.
Workflow
Role
Add a Role
Select [Personnel] > [Workflow] > [Workflow Role] > [Add] to add a user role.
Add X
Code™ 32
Role Name®;
Description:
Cancel

Enter the details as shown below:
Code: Enter a unique code for the user role.

Role Name: Enter a unique name for the user role.
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Description: Enter the description of the role.
Click [Confirm] after entering the details.
Delete a Role

Sy

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

the role to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the role.

& Note:

A role cannot be deleted when it is being used by employees or workflow.
Assign Employee

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

20 records per page W

bhhjjh

Total 167 Records

Development

Assign Employee X
Departme Department 3, Employee Selected 0
Employee ID  First Name Last Name Department Employee 1D First Mame Last Mame Department
001 ala
002 haha ala
1 Mike Test
1000000071 tubie zhang Test
100000002 tubie21 hl-revfacels
10086 kk Kk
11 HTREME ESTA... Test

Cance

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

Click [Confirm] to assign the employee role.
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Workflow Builder

Add a Workflow Builder

Take [Add for Employee] as example.

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

Add for Employee X

Code* 3 Name*
Is Leave Employee’

Content Type -—-—----———-

Start Date® End Date*

“Workflow Setup

Approval Scope® Own Department Approver Role® ----------

Notification Own Department o .
g g Nctifier Role | ----------
Scope

Cancel

Enter the details as shown below:

Code: Enter the code for the workflow.

Name: Enter the name of the workflow.

Is Leave: After the function is enabled, you can create a workflow for leave.

Content Type: When the Is Leave function is disabled, you can choose to create the following
types of workflows:
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M o ™ A w O v
CManual Log
(I Training
O Overtime
CSchedule Adjustment
C1Reservation
C1Meeting
(1Meeting Manual Log

When the Is Leave function is enabled, you can choose to create the following types of
workflows:

i Mo O o
D annual Leave

1Sick Leave

(I Casual Leave

1 Maternity Leave

(O Compassionate | eave

1 Business Trip

O Compensatory Leave

Users can select multiple content types to create workflow for different content types at the
same time while the content types have the same workflow.

Employee: Enter employee ID or employee name to search the employee that executes the
workflow.

Start Date/End Date: Enter the Start Date and End Date of the workflow.

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

“Workflow Setup

Approval Scope . Own Department Approver Role®  ----------

Motification Scope Own Department Matifier Role  ------—---

Enter the details as shown below:

Approver Role

Click the drop-down button to select the role that approves the node.
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Approval Scope

If the "Own Department” is selected, then the employee in the selected role can approve the
applications from the own Department only.

If "All" is selected, then the employee in the selected role can approve the application from
all the Departments.

Notifier Role

Click the drop-down button to select the role to receive the notifications.

Notification Scope

If the "Own Department” is selected, then the employee in the selected role can receive the
application notifications from the own Department.

If "All" is selected, then the employee in the selected role can receive the application
notifications from all the Departments.

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

From Day & To Day

Approval Scope® Own Department Approver Role”

Motification Own Department o
Motifier Role . -------n--

2

From Day Days To Day Days

After the Is Leave function is enabled, the user can set workflow for the leave approval
process. The system will perform different workflows according to the number of days an
employee asks for leave.

For example:
The user with ID 1 belongs to the HR Department.

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

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

Page |53 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



User Manual

Add for Employee

Code* 33
Content Type* Manual Log

Start Date™  2021-07-01

“Workflow Setup

&

Approval Scope

Matification Scope

Chwn Department

Own Department

Mame* Manual Log Worldflow

Employees*

End Date* 2021-07-31

Approver Role*  Manager

Maotifier Role  Boss

Cancel

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

“Workflow Setup

B LA

Approval Scope

Motification Scope

Own Department

Own Department

Approver Rols*  Manager

Maotifier Role  Boss

One is the Manager and the other is the Boss. The workflow of the nodes is shown in the figure

below.
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“Workflow Setup

4,
Approval Scope . Own Department Approver Role*  Manager
Motification Scope . Own Department Motifier Role Boss

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

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

' Personnel

® Q = Qe Workflow Role Workflow Builder
& Bookmarks= Y Filters =
Delete Add For Department Add For Position Add For Employes 7 D M =

Code Name Start Date End Date Content Type Workflow Type Workflow
Manual Log Workflow 2020-06-01 2020-07-31 Manual Log 81 2 & W
queqwe 2020-12-10 2020-12-10 Training £10086,999 I @ m
213123 2020-12-10 2020-12-11 Training 10086 o EA
123123 2020-12-10 2020-12-11 Overtime £ 10085 i (& @
1231231 2020-12-10 2020-12-11 Manual Log £ 10086 I @ m

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

3.6.3 Delete Workflow

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

list or directly click mf in the same row of the workflow to be deleted.

Prompt b4

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the workflow.
&sNote:

The Workflow that is currently being used cannot be deleted.
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Document Management

Add Document Type

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

Add »

Certification Code*:

Certification Mame*:

Cance

Enter the details as shown below:
Certification Code: Enter the Certification Code.
Certification Name: Enter the Certification Name.
Click [Confirm] to save the document details.
#Note:

You can click [Import] to import the document type in another software or system. For detailed
operation, please refer to 5."Import" in Appendix 1.

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

to 6."Export" in Appendix 1.

Delete Document Type

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

in the same row of the document to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel
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Click [Confirm] to delete the document details.
&sNote:

The document which is being currently used cannot be deleted.

Custom Attributes

This function lets you manually create a personalized field based on the Organizational requirement.
And the created attribute will get reflected in the Employee module.

Create a New Attribute

On the Personnel module, click [Configurations] > [Custom Attribute] > [Add] to manually create
a field.

Add X

Attribute Name™:
Input Type = Text
Unigue

Enable

Cance

On the Add window, enter the following:

Attribute Name: Enter the required attribute name.

Input Type: Select the format type from the drop-down list (default format: Text)
Unique: Select the Unique check box to set the value of the field as unique.
Enable: Select the Enable check box to activate the field.

And then, click Confirm to save and update the new attribute.

Delete Custom Attribute

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

% in the same row of the custom attribute to be deleted.
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Prompt 5

Are you sure to delete the selected 1 items?

3.9 Configuration

You can set the type and sorting method of employee job numbers here. At the same time, set the
verification parameters for the employees to punch in the web page.

39.1 Employee ID Setting

’ Personnel

» q = EEEE Configuration

(B Employee 1D Setting

Order By
Number
Employee ID

- Number
Employee ID

O configurations -

Number Employee ID: After the function is enabled, the employee ID can only be composed of
numbers.

Order By Number Employee ID: When the function is enabled, employee IDs will be arranged in
natural order.

3.9.2 Staff Checkin Setting

[ Staff Check In Setting

verify Finger

: Take capture Disable
Printer

Check IP address Disable

Verify Finger Printer: After the function enabled, employees need to verify their fingerprints when
punch in the page.

Take Capture: After the function enabled, employees need to take photos when punching in the
page.
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Check IP Address: If this function is enabled, employees need to verify the host IP when clocking
in the page.
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Device Management

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

Device Management

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

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

personnel WS Atiendance  AccessControl  Payroll  Vistor  Meeting  MTD  System w £y
Device
& Bookmarks~ Y Filters

Maintain £ Z2 D M e =

Add Delete New Area Clear Pending Command Data Clean Data Transfer Device Mer

Device Mame Area Device IP State  Last Activity UserQty. FPQly. FaceQly. PalmQty. TransactionQty. Cmd

=h

PALMAREA 192.168.218.1 30 0 3 0 23 3

2 G

Duang 192.168.2 29 7 0 0 1

=h L

Area 2 192.168.213.222 179 30 1 0 108 15

b

Geralt 17231.1.10

o

=h

Geralt 17231.1.10

W

=

] Mobile App

yuriTest 192168218159

= 0 0 0 0 ©
&

P
G

b

Not Authorized 1921685240

b

Geo-fence
Area 110

N
&

=h [

Configurations yuriTest

= |

Duang

@ o0 0o o0
MW
i
e g N @ o
%
=) [
I
a8

zh [

Area 2 192.166.212.235

o
]
7
E

~ 1 Total 11 Records

The details of the interface are given below:

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

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

Device IP: Displays the IP address of the device.

Device Model: Displays the model of the device.

Firmware/Push Version: the build firmware/push version.

State:  “ indicates that the device is connected,

@ indicates that the device is not connected,
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indicates that the user needs to assign an area except for the default area to the
device.

Last Activity: Represents the last time the command was executed.

User Qty: Displays the number of employees already registered on the device.

FP Qty: Displays the number of Fingerprints registered.

Face Qty: Displays the number of Faces registered.

Palm Qty: Displays the number of Palms registered.

Transaction Qty: Displays the total number of attendance records.

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

Cmd: Display the command quantity that have not been executed. Click the quantity that can check
the detail command list from the pop-up page.

Add a T&A Device

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

Manually Add a T&A Device

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

Add X

Dewice Mame®

Serial Mumber® Device |P*

Area® | --------—- Time Zone*  Etc/GMT+8

Attendance Device™  Yes

Request Heartbeat® 10 Seconds Transfer Mode*  Real-Time

Cance

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

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

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

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

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

Transfer Mode® Real-Time

nedi-lime

Timing

Click [Confirm] to add the device.

&Note:

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

Automatically Add a T&A device

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

&Note: The devices added automatically must be assigned to custom areas to communicate with
the software.

Edit a Device

Click a device name or click in the same row of the device to be edited.
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Edit )
Device Mame*  Auto add Enable Access Control® Mo
Serial Mumber® Device IP*
area®  |hl-revface1s Time Zone*  Etc/GMT+8

Attendance Device™  Yes

Request Heartbeat™ 10 Seconds Transfer Mode*  Real-Time

Cancel

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

&Note:

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

Delete a Device

Select the device and click [Delete] above the device list or click T in the same row of the

device to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the selected device.

New Area

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

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

pending commands.

Data Clean

Clear Attendance Data

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

Prompt

Are you sure to clear all the pending
commands?

Cancel

Prompt

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

Cancel

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

Clear Capture Photo

You can clear the attendance photos on a T&A device.

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

Prompt

Are you sure to clear the capture of selected 1

device(s)

Click [Confirm] to delete the captured photos.

Clear All Data

You can clear all the data on a T&A device.

Select a device and click [Data Clean] > [Clear All Datal.
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Prompt b 4

Are you sure to clear all the data in device?

Cance

Click [Confirm] to delete all the data.

Data Transfer

Upload User Data
It is used to upload the user data from the device to the software.

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

Upload User Data X

Employee® | Specified

Employee ID | All

Cancel

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

&Note:

You can upload the personal information on a T&A device to the server in batches by uploading it
again. If time is out, uploading will be interrupted and you need to perform the upload operation

again.
Upload Transaction
You can upload the attendance transactions from the device to the software.

Select a device and click [Data Transfer] > [Upload Transaction].
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Upload Transaction X
Transaction® | Specified

R ) All
Start Time

End Time

Cancel

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

Click [Confirm] to upload transactions.

Sync Data to Device

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

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

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

Click [Confirm] to synchronize the data.
#Note:

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

Reboot
Reboots a device through the system remotely.

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

Prompt X

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

Cancel

Click [Confirm] to reboot the device.

Read Information

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

Promipt X

Are you sure to read information from selected
device

Cancel

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

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

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

Enrcll Remotely x

Bio Type®  Fingerprint
Employes ID* 1122

Finger* (Right Hand)Fore Finger

Cancel

Enter the details as shown below:

Bio Type: Select the biometric type. Currently, it supports fingerprint only.
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Employee ID: Enter the Employee ID.
Finger: Select the corresponding finger which needs to be enrolled remotely.

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

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

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

Duplicate Punch Period N

Duclicate Punch Period fmi®:
Duphcate Punch Period (m)

Cancel

Click [Confirm] to save the duplicate punch period.

Capture Setting
Set the capture mode of attendance photos during verification.

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

Page |68 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Capture Setting 5

Capture®  Verify photo and save

Cancel

Click [Confirm] to set the capture mode.

Upgrade Firmware
Upgrades the firmware for the corresponding device.

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

Upgrade Firmware X

Upgrade File®: | CbDQSE_FIlE | No file chosen  emf

Cancel

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

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

Device
& Bookmarks~ Y Filters

Add Delete New Area Clear Pending Command Data Clean Data Transfer

Device Name % Serial Number + Area Device IP State Last Activity

AEXH191960001  Area A 192.168.1.102 o 2020-06-28 14:26:31 |
BIL2174260029 5 nicole test | 192.168.221.217 @& 2020-06-28 14:26:30
BY8P192060002 5 nicole test  192.168.221.205 @ 2020-06-28 14:26:29
CEX9191160026 B Test 192.168.212.236 @ 2020-06-28 14:26:29  °

Device Menu. A B 13 o
1" Reboot . PalmQty. Transaction Qty. Cmd
7
Read Information ] = o =
0 30000 o @
{ Enroll Remotely 0 5 5 @
0 0 0 Z &

Duplicate Punch Period
Capture Setting

Upgrade Firmware

Daylight Saving Time.

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

Daylight Saving Time

Start Date®  2020-06-30

End Date* 2020-06-30

Daylight Saving Time Daylight Saving Mode® | By date/time

By date/time

Start Time*
By week/day

End Time* 04:00:00

« Click [Confirm] to issue the daylight-saving time to the device.

4.2 Device Command

Select [Device] > [Device] > [Device Command]. The commands to be executed will be displayed.
Check the commands issued by the software to a device during communication.
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. _ 1392
Device { : C Contre a > EiS n'

Device Device Command
& Bookmarks ~ Y Filters -

Delete Bulk Delete A S D O ™ =
Serial Number Device Name  Content Commit Time Transfer Time
CKVS202060017  Auto add DATA UPDATE USERPIC ZK_ PERSONNEL PHOTO_PIN=20107 2020-12-1010:53:21 |}
CKVS202060017  Autoadd DATA UPDATE USERINFO PIN=20107 Name=107 Pri=0 Passwd= Card= Grp=1Verify=0 2020-12-10 10:53:21 m
CKVS202060017 Auto add DATA UPDATE USERINFO PIN=20106 Name=fofo Pri=0 Passwd= Card= Grp=1 Verify=0 2020-12-10 10:53:21 oW
CKVS202060017  Auto add DATA UPDATE FINGERTMP PIN=20104 FID=8 Size=zk_bio_size Valid=1 TMP=zk_bio_data_0000000061_08 2020-12-10 10:53:21 o]
CKVS202060017  Auto add DATA UPDATE USERINFO PIN=20104 Name=104 Pri=0 Passwd=1234 Card= Gro=1 Verify=0 2020-12-1010:53:20 o]
CKVS202060017  Autoadd DATA UPDATE USERPIC ZK_PERSONNEL_PHOTO_PIN=20103 2020-12-10 10:53:20 o]
CKVS202060017 Auto add DATA UPDATE BIOPHOTO PIN=20103 Type=9 Format=1 Url=iclock/doc/biophoto/20103 jpg 2020-12-10 10:53:20 W
CKVS202060017  Auto add DATA UPDATE FINGERTMP PIN=20103 FID=7 Size=zk bio_size Valid=1 TMP=zk bio_data 0000000063 07 2020-12-10 10:53:20 ]
CKVS202060017  Auto add DATA UPDATE USERINFO PIN=20103 Name=gakic Pri=0 Passwd=1234 Card= Grp=1Verify=0 2020-12-1010:53:20 o]
CKVS202060017  Autoadd DATA UPDATE USERPIC ZK PERSONNEL PHOTO_PIN=20102 2020-12-10 10:53:20 |}
CKVS202060017 Auto add DATA UPDATE BIOPHOTO PIN=20102 Type=9 Form lock/doc/biophoto/20102 jpg 2020-12-10 105319 oW
CKVS202060017  Autoadd DATA UPDATE FINGERTMP PIN=20102 FID=6 Size=zk | id=1TMP=zk_bio_data_0000000059_06 2020-12-10 10:53:19 T
CKVS202060017  Auto add DATA UPDATE FINGERTMP PIN=20102 FID=0 Size=zk_bio_size Valid=1 TMP=zk_bio_dats_0000000093_00 2020-12-1010:53:19 o]
CKVS202060017  Autoadd DATA UPDATE FINGERTMP PIN=20102 FID=1 Size=zk_bio_size Valid=1 TMP=zk_bio_dsta 0000000098 01 2020-12-10 10:53:19 Tl

G [ ¢ 1 3 n S .20 3 Totsl 278 Records 4 | Page

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

to access the device command clearing interface:

Prompt b4

Are you sure to delete the selected 1 itams?

4.3 Device Short Message Management

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

4.3.1 Add a Public Message

Select [Device] > [Message] > [Public] > [Add].
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Add »
Device* | ———--——
Start Time*
Duration* 60 Minutels)
Content®
e
Cancel

Enter the details as shown below:

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

Content: Enter the short message content.

Click [Confirm] to save the details.

Add a Private Message

Select [Device] > [Message] > [Private] > [Add].
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Add X
" M Y Ermnlavas
Departme Department ‘4 CMployee Selected 2
Employes ID  First Name Last Mame Department Emplayee |D First Name Last Mame Department
U Saw Thiha Diepartment 10 nicole huang Micole Test
10 nicole huang Micole Test 100007 100001 2
100001 100001 2
Qo002 o0oo02 2
100003 WK
100004 100004 2
100005 100005 2
00006 100006 2
100007 100007 2
20 w Total 188 Records >
Start Time* Duration* 60 Minute(s}
Content*
P
Cancel

Enter the details as shown below:

Employee: Select the employee to whom the message is to be sent.

Start Time: Select the start time for sending the short message.

Duration: Enter the message display duration.

Content: Enter the short message content.

Click [Confirm] to save the details.

Send Message

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

Prompt

x

Are you sure to send the message?

Cancel

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

434 Delete Short Message

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

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

Prompt »
Are you sure to delete the selected 1 items?

Cancel

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

4.4 Employee

This employee list is used to show the related employee data fields from device, such as employee’s
biometric templates, device privilege, verify mode, area and so on. These kinds of fields will not show
on the employee list of Personnel Module, but it can be edited.

Device
—
Device Employee
@ Bookmarks~ T Filters ~
Edit Area Transfer Data Transfer S S D O o~

Employee ID  First Name  Department Card NO.  Fingerprint  Face Palm VL Face VL Face Photo  Enroll Device  Device Privilege  Verify Mode  Update Time

Wike Test 1232444 Ver 5:1,Ver s8:1Ver .. 1 Employee any 2021-06-23 110...
100000001 tubiet tugou 100000001 - Ver 511 Ver 591 1 Register Any 2021-06-09 110
100000002 tubiez1 tugou User Defined Any 2021-06-02 150_..
100000003 tubie3123 tugou User Defined Any 2021-06-02 150,
10088 kk Kk Employee Any 2021-06-23 11:4...
1 = Test Employse Any 2021-06-22 16:1..
1 bhijh Developm... - Employee Any 2021-06-22 1611...
mm 1M111j Developm... - 5678912311 Employee Any 2021-05-27 095.. z|
mnn dddds Developm... - 5678912311... Employee Any 2021-05-26 189...
1111 ceshil Developm... | 2059133.. Ver 59:1 6614211300... Employee Any 2021-06-16 14:4...
12051 Mark Developm... 2000012 Ver 581 6614211300, Employes Any 2021-06-17 141
12052 Bill Developm... | 2000012.. Ver 59:1 Employee Any 2021-06-17 142...
12053 Malcolm | Developm... 2000012 Ver 581 6614211300, Employes Any 2021-06-17 141
12054 Elizabeth | Developm... | 2000012.. Ver 59:1 1 6614211300... Employee any 2021-06-17 14:1...

G 14w n 2 3 ..12 ) Total 157 Records 1 age m

Edit Employee Information

Select the employee to be edited, click Edit, users can edit the employee information as following

figure:
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Edit

Employes I Enroll Device

First Name*  Mike Last Name
Card NO. 1232444

Device Privilege  Emplayee Verify Mode*  Any -

o AreaTransfer

Select the employee to be transferred area, click Area Transfer, users can set the area transfer
policy. Set as Append means to transfer the employee to more areas based on the original areas;
Set as Reset means to reset the area of the employee, subject to the currently selected area.

Area Transfer

Transfer Policy*:  Append

Ares —eemeees

« Data Transfer

With the data transfer function, users can re-synchronize employee data from software to device,
re-upload employee data from device to software and delete corresponding employee’s
biometric template.
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- . 1266
Device cess C £ : : s n e
—

Device Employes
& Bockmarks» Y Filters =

Edit Area Transfer Data Transfer F LD B e =
Employee... First Na... Resynchronize to device r.. Fa.. Pal. VLFace VLFacePh.. Enroll Device Device Privil. Verify Mode  Update Time Area
1 Iike Re-upload from device 5 = Ver 5:1,Ver 581 Ver . 1 Employee Any 2021-06-23 11:0... | A Ares,Ihl-revface18 H5_yuri 8,
100000001 | tubiet Delete Biometric Template - - Ver 5:1,Ver 53:1 1 Register Any 2021-06-09 11:0... qaqagq
100000002  tubie21  tugou - - - - - User Defined  Any 2021-06-02 150...  qaqaaa
100000003  tubie3123  tugou - - - - - - User Defined  Any 2021-06-02 150... qaqqaq
10086 kk kk - - - - - - Employee Any 2021-06-23 114 kk
1l - Test - - - - - - Employee Any 2021-06-23 14:0... A Area
1 bhhjh  Developm... - - - - - - Employee Any 2021-06-22 16:1... 735
11 11111 Developm... - - - - - - 5678912311... Employee Any 2021-05-27 0955... 23]
1111111 dddds Developm. = =+ 4 = = = 5678912311 Employee Any 2021-05-26 180, zs)
111111111 | ceshit Developm... 2059133.. - - - versed - 6614211300... Employee Any 2021-06-16 14:4...  Ihl-revface18
12051 Mark Developm... 2000012.. - - - verson - 6614211300... Employee Any 2021-06-17 141 | GsJRA
12052 Bill Developm... 2000012 - - - versed - Employee Any 2021-06-17 14:2. | csiRA
12053 Malcolm | Developm... | 2000012.. - - - versoa - 6614211300... Employee Any 2021-06-17 141, | GsJBA
12054 Elizabeth | Developm... 2000012.. - - - versed 1 6614211300 Employee Any 2021-06-17 14:1... | csiRA

G 14w 2 3 .12 > Total 157 Records 1 | Page m

4.5 Work Code

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

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

Device

Device: Work Code

& Bookmarksw Y Filter =
Add Delete Send to Device Remove from Device /S D O e =
Code Name Lost Activity

& pat

1 2021-05-13 14:17:15 & w

451 Add Work Code

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

Add K
Code™:

Mame*:
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Enter the details as shown below:

Code: Enter the Work Code number.

Name: Enter the name of the Work Code.

Click [Confirm] to save the details.

Issue Work Code to Device

Issues work code to the device.

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

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

Remove Work Code

Send to Device

Device* Auto add

Cancel

Select [Device] > [Work Code] > [Remove from Device].

Remove from Device

Device®  Auto add

Cance

Click [Confirm] to remove the work code from the device.
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454 Delete Work Code

Deletes the work code from the software.

Select the work code and click [Delete]

Prompt *

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the work code.

4.6 Bio-Template

Displays detailed information about employees' biometric templates.

- _ N . (f 2 1670
. —

Device Bio-Template
& Bookmarks~ T Filter ~
& LD @ e =

Employee ID First Name Last Name Bio-Type Bio-index Major Version = Serial Number Update Time

2001 zoey : Fingerprint 4 10

2001 zoey - Fingerprint o 10

2001 zoey = Fingsrprint E 10

2001 ey - Face 0 7

33640 £ 3 visible Face 0 s

33540 £ - Fingerprint 5 10

3045 o 3 Face 0 7 ADWZ191960001 2021-07-01 18:59:22
999898 - Fingsrprint & 10 AEXH151960001 2021-06-26 17:46:43

333 3 Visible Face 0 59 6614211300027 2021-06-17 15:16:05
5190053 #abc123 Mdefase Visible Face 4] 59 6614211300014 2021-06-16 15:49:46
756767674 : Visible Face 0 53 6614211300014 2021-06-16 14:3400
AEEEERA ceshit - visible Face 0 59 6614211300014 2021-06-16 14:33:59
2005 ytu : Fingsrprint 2 10 = 2021-06-08 10:11:00
100000001 tubiel zhang visible Face 0 s CGFD192960001 2021-06-04 17:07:09
3 tdrecordsperpage v n 2 3.5 > TotlesRecords umpto 1 pace [Eigall

4.7 Bio-Photo

4.7.1 Register Bio-Photo

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

Select [Device] > [Data] > [Bio-Photo] > [QR Code].
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QR Code

ZRefresh &Download

Cancel

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

10:16

X ZKBio Time

Employee Code

Remark

wil 4G =

Take the photo, enter the employee's ID Number. Click [Enroll] to complete the registration.
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. L - - - , - 1439
Device Atter ce Access C (e yro Visitos vieeting ystem e n'

—
Device Bio-Template Bio-Photo
& Bookmarks = T Filter =
Delete Approve QR Code Import Bio-Photo Z S D M =
Employee ID First Mame  Last Name Email Serial Number User Photo Bio-Photo Register Time =  Remark Approval State Approval Time
-~ -
L - 2021-06-17
3 333 - - 6614211300027 u Auto Approved  2021-06-17 15:
1417:42
e ] |
: 2021-06-16
5190053  Habcl23  Widef4ss - 6614211300014 Auto Approved  2021-06-17 13:
15:49:45
2021-06-09
2001 zoey - 565954020@qq com - Approval Passed  2021-06-03 10:
102511
‘M. 2021-06-02
G 14w n Total 12 Records 1 | Page m
Approve X

Approval State®:  Approval Passed
Overwrite®>  No

Remark: |

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

4.7.2  Import Bio-Photo

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

y)

2jpg

Overwrite® No Ignore Error®  No

“Motice

1.The name of photo muse be employee ID.

Cancel

Click [Upload] to select the photos in batch.
Overwrite: If it is Yes, then the existed bio photo will be overwritten.

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

Click [Confirm] to complete the import process.
& Note:
The name of the photo must be the employee ID.

The maximum size of the photo is 25 Kb.

4.7.3 Delete Bio-Photo Application

m]

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

the bio-photo to be deleted.

Prompt b 4

Are you sure to delete the selected 1 items?

Cancel
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Click [Confirm] to delete the bio-photo.

4 8 Transaction

4.8.1 Transaction Table

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

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

7 1430 4
Device R =
~—
Device Bio-Template Transaction
B Bookmarks~ Y Filter »
Uplaad USB Transactions Download Attendance Photo A S 0D O oM = Capture
Employee D FirstName Department Date Time Punch State  Area Name Serial Number Device Name  Upload Time
888525 - - 2021-06-29  18:24:46  CheckIn 888 AEXH191960001  Auto add 2021-06-29 17:25:58
2002 ¥ yuri 2021-06-25 145946 Unknown  xianzai CGFD192960001  Auto add 2021-06-25 145947
2001 z0ey yuri 2021-06-25 145447 Unknown  xianzai CGFD192960001  Autoadd 2021-06-25 1455448
Employee ID 2002

2005 ytu yuri 2021-06-25 09:3846 Unknown  HS yuri CGFD192960001  Auto add 2021-06-25 0955850

First Name y

2001 zoey yuri 2021-06-25 09:3840 Unknown  HS_yuri CGFD192960001  Auto add 2021-06-25 0955850 Last Name -

. . - ) . Department yuri

2004 dd yuri 2021-06-25 08:38:33  Unknown  HS yuri CGFD192960001  Auto add 2021-06-25 09:58:50

Position -

2003 r yuri 2021-06-25 09:3829 Unknown  HS yuri CGFD192960001  Auto add 2021-06-25 0955850 R——
unch Date  2021-06-
2002 ¥ yuri 2021-06-25 09:38:26 Unknown  HS yuri CGFD192960001  Auto add 2021-06-25 0955849 Punch Time 09:38:26
Area HS_yuri
Mike Test 2021-06-24 182009 Unknown - App - 2021-06-24 18:20:09
Serial Number CGFD192960001
Mike Test 2021-06-24 181832 Unknown - App - 2021-06-24 18:18:32 Upload Time 2021-06-25 09:56:48
C (1w BB 2 3 .. 1068 > Total14943Records | 1  Page

Users can export the transaction table in xIs, PDF, CSV or .txt file formats based on the
requirements. Please refer to 6. “Export” in Appendix 1 for detailed operation.

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

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

Click any row of the attendance record and view the corresponding photo and employee’s
information on the right side.

4.8.2 Upload USB Transaction

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

Click [Upload USB Transaction]
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Upload USB Transactions X

Upload File* Mo file chosen
Encrypted File

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

Encrypted File: Enable it when the uploaded file is encrypted.

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

483 Download Attendance Photo

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

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

Download Attendance Photo

Start Time*

End Time*

Terminal*

File Number: File Size:

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

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

. - = 1670
Device / i ) i b 2 n n =

—
Device Operation Log
& Bookmarks~ Y Filter ~
Delete A S 9D 0O, =
Serial Number Device Name Time Zone Administrator Action Object  Parameters Action Time Upload Time
CKVS202060017 Auto add Etc/GMT=8 0 Enter menu 0 o 2021-07-07 14:49:33 2021-07-07 14:49:34 |}
CKVS202060017 Auto add Etc/GMT+8 0 Enter menu 0 0 2021-07-07 14:48:37 2021-07-07 14:48:39 o
CKV5202060017 Auto add Etc/GMT+8 0 Enter menu 0 o 2021-07-07 14:48:02 2021-07-07 14:48:04 )
CKVS202060017 Auto add Etc/GMT+8 0 Enter menu 0 0 2021-07-07 13:55:51 2021-07-07 13:55:53 o
CKVS202060017 Auto add Etc/GMT+6 0 Enter menu 0 0 2021-07-07 10:11:46 2021-07-07 10:11:47 w
CKVS202060017 Auto add Etc/GMT+8 0 Enter menu 0 0 2021-07-07 10:11:05 2021-07-07 10:11:06 o]
CKV5202060017 Auto add Etc/GMT+8 0 Enter menu 0 0 2021-07-07 10:10:27 2021-07-07 10:10:28 o}
CKV5202060017 Auto add Etc/GMT+8 0 Enter menu 0 0 2021-07-07 10:05:19 2021-07-07 10:05:22 o)
CKVS202060017 Auto add Etc/GMT+8 0 Enter menu 0 0 2021-07-07 10:0219 2021-07-07 10:0221 o
CKVS202060017 Auto add Etc/GMT+8 0 Enter menu 0 0 2021-07-07 10:00:06 2021-07-07 10:00:07 )
CKVS202060017 Auto add Etc/GMT+6 0 Enter menu 0 0 2021-07-06 14:57:01 2021-07-07 09:55:21 jmg
CKVS202060017 Auto add EC/GMT+6 0 Enroll fingerprint 33640 6 2021-07-06 14:56:11 2021-07-07 09:55:21 |}
(G 12recordsperpage w n 2 3 .41 > Total492 Records jum 1

4.10Error Log
Displays all error logs uploaded from the visible light devices.

Device Attendar cess Con Ay \ 1 i n'

—
Device Operation Log Error Log
& Bookmarks+ Y Filters ~
Delete S 7 9D 0O ™ =

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

4.11 Upload Log

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

Page |84 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time

User Manual

Device b2 n S
il
Device Error Log Upload Log
& Bookmarks~ Y Filter ~
Delete > T 1 Y o
Serial Number Device Name Event Content Count Error Count Upload Time
CKVS202060017 Auto add Operation Log 1 1] 2021-07-07 1449:34 ]ﬁ]
CKV5202060017 Auto add Dpera(iun Log 1 o 2021-07-07 14:48:39 E
CKVS202060017 Auto add Operation Log 1 0 2021-07-07 14:45:04 ]ﬁ]
CKVS202060017 Auto add Operation Log 1 ] 2021-07-07 13:55:53 m
CKVS202060017 Auto add BioPhoto 1 1 0 2021-07-07 10:45:56 ]ﬂ
CKVS202060017 Auto add BioPhoto 33640 1 ] 2021-07-07 10:45:56 m
CKVS202060017 Auto add User Photo 2001 1 0 2021-07-07 10:45:55 '@
CKVS202060017 Auto add User Photo 1 1 ] 2021-07-07 10:45:55 ]ﬁ[
CKV5202060017 Auto add User Photo 33640 1 1] 2021-07-07 10:45:55 'ﬁ
CKVS5202060017 Auto add BiDData[erPhctD: No Cr!ang?d 1 1 i} 2021-07-07 10:45:55 ]ﬂ
CKVS202060017 Auto add Fingerprint No Changed 33640,2001 4 [1] 2021-07-07 10:45:54 'ﬁ
CKVS202060017 Auto add User 33640,1,2001 3 1] 2021-07-07 10:45:54 ]ﬂ
CKVS202060017 Auto add BioPhoto 1 1 1] 2021-07-07 10:45:34 m
CKVS202060017 Auto add BioPhoto 33640 1 1] 2021-07-07 10:45:34 ]ﬂ
(&) 14 records per page v - 2 3 .32 > Total446Records jumpto
4.12Command Log
.
This interface displays the executed commands delivered by the software to a device.
Device o n -
=
Device ‘Ccommand Log
& Bookmarks - T Filters ~
Dalete Bulk Delete S S D M e,
Serial Number Device Name Content Commit Time % Transfer Time Return Time % Return Value
CGFD192960001  Auto add DATA UPDATE AccUnLockComb UID=1 Group1=3 Group2=2 Group3=1 Group4=0 Group5... 2020-12-24 11:03:36 2020-12-24 11:03:38 2020-12-24 11:03:38 Successful
CGFD192960001  Auto add DATA UPDATE USERINFO PIN=1001 Grp=1 TZ=0000000000000000 Verify=-1 2020-12-24 11:03:30  2020-12-24 11:03:31 2020-12-24 11:03:31  Successful
CGFD192960001 Auto add DATA UPDATE USERINFO PIN=4 Grp=2 TZ=0000000000000000 Verify=-1 2020-12-24 11:03:23  2020-12-24 11:03:31  2020-12-24 11:03:31  Successful
CGFD192960001  Auto add DATA UPDATE USERINFO PIN=4 Grp=3 TZ=0000000000000000 Verify=-1 2020-12-24 10:51:26  2020-12-24 10:51.:30 2020-12-24 10:51:30  Successful
CGFD192960001  Auto add DATA UPDATE USERINFO PIN=1001 Grp=>3 TZ=0000000000000000 Verify=-1 2020-12-24 10:51:26  2020-12-24 10:51:30 2020-12-24 10:51:30  Successful
CGFD192960001  Auto add DATA UPDATE AccUnLockComb UID=1 Group1=3 Group2=3 Group3=3 Group4=0 Group5... 2020-12-24 10:50:37 2020-12-24 10:50:42 2020-12-24 10:50:42 | Successful
CGFD192960001  Auto add DATA UPDATE AccUnLockComb UID=1 Group1=3 Group2=0 Group3=0 Group4=0 Groug . 2020-12-24 10:49:56 2020-12-24 10:49:58 2020-12-24 10:49.58 Successful
CGFD192960001  Auto add DATA UPDATE AccUnLockComb UID=1 Group1=1 Group2=2 Group3=3 Group4=0 Group5. 2020-12-24 10:49:30  2020-12-24 10:49:34  2020-12-24 1004534 Successful
CGFD192960001  Auto add DATA UPDATE USERINFO PIN=1001 Grp=2 TZ=0000000000000000 Verify=-1 2020-12-24 10:44:52  2020-12-24 10:44:52  2020-12-24 10:44:54 | Successful
CGFD192960001  Auto add DATA UPDATE USERINFQ PiN=10086 Grp=3 TZ=0000000000000000 Verify=-1 2020-12-24 10:41:41  2020-12-24 10:41.42  2020-12-24 10:41:42  Successful
CGFD192960001 Auto add DATA UPDATE AccUnlockComb UID=1 Group1=3 Group2=2 Group3=1 Group4=0 Group5. 2020-12-24 10:40:33  2020-12-24 10:40:35  2020-12-24 10:40:36  Successful
CGFD192960001  Auto add DATA UPDATE USERINFO PIN=10086 Grp=2 TZ=0000000000000000 Verify=-1 2020-12-24 10:40:21  2020-12-24 10:40.23  2020-12-24 10:40:23  Successful
CGFD192960001  Auto add DATA UPDATE USERINFO PIN=10086 Grp=3 TZ=0000000000000000 VEﬁ'fy=—‘- 2020-12-24 10:39:40 2020-12-24 10:39:47 2020-12-24 10:3947  Successful
CGFD192960001  Auto add DATA UPDATE AccUnLockComb UID=1 Group1=1 Group2=0 Group3=0 Group4=0 Group5. 2020-12-24 10:37:46  2020-12-24 10:37:47  2020-12-24 10:37:48  Successful
C 14 W n 2 3 .. 20 » Total 271 Records 1

it

EBEEREEEEEEE6 666

Delete a Specific Command

Select the required log from the list and click on

log.

Delete

or click on @ to clear the required
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Prompt X

Are you sure to delete the selected 1 items?

s

«Click Confirm to ensure and delete the selected log from the Command History interface.

Bulk Delete

This function lets you delete the old records in bulk by setting the log retention period. Hence,
except for the logs, which fall within the specified retention time, all the old logs will get deleted.

Bulk Delete

Retention Time®: | 2020-12-09 00:00000

&« < 2020 Dec

Su Mo Tu We Th Fr Sa
i @7 8

s 7 s [l

131415 16 17

0 21 2 23 2

27 28 29 30 3

Select Time | Clear | Now |

To delete the records in bulk:

»On the History Command interface, click Bulk Delete to set the retention time for the logs.
+On the Bulk Delete interface, click on the Retention Time field, and a calendar window pops up.

+On the Calendar window, select the required date, click Select Time to update the necessary
time, and click Confirm to save the selected date and time.

»And then click Confirm to save and revise the records until the specified retention time.
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4.13 Mobile App

4.13.1 APP Account

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

- 7 ¢ 2 3 = 1670
Device Allendance  Access Contr isito leeting 1 X n'
-

Device Accounts
& Bockmarks= Y Filter =

Delete Push Notification Force Offline Disable Enable £ S D DO =

UserMame &  Login Time Last Active Client Id Device Token  ClientCategory  Running Status  APP Status =
33640 2021-07-07 10:16:26 2021-07-07 10:17:56 aimeib96670b8- 1c1a-3568-8780-589dcfIb3224 Android Active Enable |
D Log 2001 2021-07-05 14:14:34 2021-07-05 18:00:57 aimei507db704-blc3-3713-9316-4a5159e7e695 Android Active Enable @]
2021-07-05 09:20:44 2021-07-05 09:20:51 965272B6-5480-45BF-AAME-E38301ESB70C 108 Active Enable
Mo oe 2001 2021-07-07 10:17:59 2021-07-07 10:24:02 aimeib9667008-1¢1a-3568-8780-589dci9b3224 Android Active Enable |
2010 2021-06-28 10:54:34 2021-06-28 10:57:09 aimeib96670b8-1c13-3568-8780-589dcfIb322a Android Active Enable
2005 2021-06-28 11:12:27 2021-06-28 11:12:39 aimeib9667008-1¢1a-3568-8780-589dciab3224 Android Active Enable o]
3006 2021-06-25 10:57:48 2021-06-25 10:58:41 aimeib96670b8- 1c13-3568-8780-589dcfIb322a Android Active Enable
3003 2021-06-25 10:33:04 2021-06-25 10:33:23 aimeib9667008-1¢1a-3568-8780-589dci9b3224 Android Active Enable |
3002 2021-06-25 10:32:35 2021-06-25 10:33:02 aimeib96670b8-1c1a-3568-8780-589dcfab3224 Android Active Enable
2004 2021-06-28 10:57:35 2021-06-28 10:58:32 2imeib96670b8-1¢13-3568-B780-569dcfab3224 Android Active Enable o]
2003 2021-06-28 09:29:24 2021-06-28 09:34:58 aimeib96670b8-1c1a-3568-8780-589dcfab322a Android Active Enable
2002 2021-06-28 09:35.01 2021-06-28 10:53:45 2imeib96670b8-1¢13-3568-B780-569dcab3224 Android Active Enable o]
3001 2021-07-07 10:24:09 2021-07-07 10:24:30 aimeib96670b8-1¢1a-3568-6780-589dcfab3224 Android Active Enable o]
1 2021-06-22 16:13:41 2021-06-22 16:13:46 965272B6-5480-45BF-AAME-E38301 ESB70C 105 Active Enable o]

(3 tarecards perpage v n 2 > Total17Records jumpts 1  Page

Push Notification

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

Push Notification x

Content™:

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

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

Force Offline

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

mobile apps inactive.

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

Prompt X

Are you sure 1o force the device offline 1 items

Cancel

Click [Confirm], to make the mobile app inactive.
#Note:

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

Disable

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

Prompt x

Are you sure to disable the device 1 items

Cancel

Click [Confirm] to disable the account.
&Note:

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

Enable

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

Are you sure to enable the device 1 items

Cancel

Click [Confirm] to enable the account.
Delete Account

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

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the account.

Announcement

The software supports pushing announcements to the App.
Push Public Notice

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

Push Public Motice X

Subject*

Content®

Cancel

Enter the details as shown below.

Page |89 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Subject: Enter the subject of the notice.

Content: Enter the content of the notice.
After entering the details, click [Confirm] to send the push notification to all mobile app users.
Push Private Notice

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

Push Private Notice X
Departme Department 'i'_; Employee Selected

Last Name Department Employee ID..> First Name... Last Mame... Department
Department e U Saw Thiha Department
Nicole Test e 100001 100001
2
2
WK

20 w Total 193 Records > 1

Subject”

Content®

Cancel

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

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

Delete Announcement

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

Then click [Delete] or [ in the announcement list.

Confirm X

Are you sure?

Cancel

Click [Confirm] to delete the selected announcement.
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4.13.3 Notice

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

Device
Device Notice

& Bookmarks~ Y Filters «

Delete s 5D =
Receiver Category Content Sender Send Time Read Status
1001 Daw Khin Thida Myint Manual Log kk's manual log request on 12/10/2020 was submitted. kke 2020-12-10 14:49:53 Unread Ty
10 nicole huang Manual Log nicole huang's manual log request on 11/11/2020 was revoked. nicole huang 2020-12-10 12:00:38 Unread @

Mobile App 10 nicole huang Manual Log nicole huang's manual log request on 11/11/2020 was revoked. nicole huang 2020-12-10 12:00:38 Unread T

1001 Daw Khin Thida Myint Schedule None's change request for schedule to 3 on 12/14/2020 was rejected. = 2020-12-10 11:54:58 Unread @
1001 Daw Khin Thida Myint Schedule None's change request for schedule to 3 on 12/14/2020 was rejected. = 2020-12-10 11:54:58 Unread ﬂ'
666 Schedule None's change request for schedule to 3 on 12/14/2020 was rejected. * 2020-12-10 11:54:58 Read m
1001 Daw Khin Thida Myint Schedule Mone's change request for schedule to 2 on 12/18/2020 was approved. - 2020-12-10 11:54:29 Unread ﬁ
1001 Daw Khin Thida Myint Schedule None's change request for schedule to 2 on 12/18/2020 was approved. - 2020-12-10 11:54:29 Unread o]
666 Schedule None's change request for schedule to 2 on 12/18/2020 was approved. = 2020-12-10 11:54:29 Read m
1001 Daw Khin Thida Myint Schedule None's change request for schedule to 3 on 12/14/2020 was submitted. * 2020-12-10 11:53:52 Unread m
1001 Daw Khin Thida Myint Schedule Mone's change request for schedule to 2 on 12/18/2020 was submitted. + 2020-12-10 11:53:03 Unread @'
666 Schedule Mone's change request for schedule to 1 on 12/11/2020 was submitted. = 2020-12-1011:48:13 Read
999 hhhhhh Schedule hhhhhh's change request for schedule to 1 on 12/10/2020 was rejected hhhhhh 2020-12-10 11:47:08 Unread w
999 hhhhhh Schedule hhhhhh's change request for schedule to 3 on 12/12/2020 was submitted. hhhhhh 2020-12-10 11:46:51 Read @

O 14 v < 1 2 4 .. 43 > Total 390 Records 3

4.13.4 Operation Log
Displays the operation records of all the APP clients.
Device hd n >
~—
Device Notice Operation Log
& Bookmarks~ T Filters -

Delete Z 7 9 M =
User Client Action Action Time: Status Describe
10086 aimeib014258f-b0f2-33e7-bb44-518cbd7a5736 pull_notification 2020-12-10 16:51:08 Suceessful successful
10086 aimeib014e58f-b0f2-33e7-bb44-518cbd7a5736 pull_notification 2020-12-10 16:51:03 Successful successful \mf
10086 aimeib014258f-b0f2-33e7-bb44-518chd7a5736 pull_notification 2020-12-10 16:50:58 Suceessful successful m
10086 aimeib014e58f-b0f2-33e7-bb44-518cbd7a5736 pull_setting 2020-12-10 16:50:16 Successful successful m
10086 aimeib014258f-bof2-33e7-bb44-518cbd7a5736 pull_setting 2020-12-10 16:50:01 Suceessful successful ]ﬂ
10086 aimeib014258f-b0f2-23e7-bb44-518cbd7a5736 puil_setting 2020-12-10 16:49:51 Suceessful successful m
10086 aimeibo14e58f-b0f2-33¢7-bba4-518cbd725736 pull exception summary 2020-12-10 16:49:42 Successful successful ]
10086 aimeib014258f-b0f2-33e7-bb44-518cbd7a5736 pull_setting 2020-12-10 16:49:42 Suceessful successful ]ﬁ]
10086 aimeib014e58f-b0f2-33e7-bb44-518cbd7a5736 category 2020-12-10 16:49:42 Successful successful ]ﬂ
10086 aimeib014e58f-bof2-33e7-bbad-518cbd7a5736 work_code 2020-12-10 16:49:42 Suceessul successful ]
10086 aimeib014258f-b0f2-33e7-bb44-518cbd7a5736 pull_transaction 2020-12-10 16:49:42 Suceessful successful m
10086 aimeie6ab3ab9-77e6-3f76-be64-37777a0aab7b apply 2020-12-10 16:10:20 Suceessful successful ]
10086 aimeie6ab3abd-77e6-3f76-be64-37777a0aab7h | _shift 2020-12-10 16:10:18 Suceessful successful
10086 aimeie6ab3ab9-77e6-3f76-be64-37777a0aab7b apply 2020-12-10 16:09:37 Successful successful m

C 14 v n 2 3 .. 165 > Total 2310 Records

4.14 Geo-fence

This function facilitates setting up a geographical boundary
limits the Employee to access the Attendance Punch via mobile devices.

using GPS or RFID technology which
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GPS Location

Add GPS Location

Add function lets you set the attendance punch limit for the Employees to access Attendance
Punch from the mobile device based on the work location.

Select [Device] > [Geo-fence] > [Location Setup] > [Add], to add the required location for the
employee attendance via mobile phone.

% 697
Device L1 n o
—
Device = Accounts anﬁansetup X |
& Bookmarks~ T Filters = Add X

g cdd Delete Alias A 7S D 0O ~

[ Alias & z v i

- 1 Location® | China, Xiamen Shi, Jimei Qu,

Latitude™ | 300000 Longitude®  xa0000¢

BX
] ani a Please enter location

s M Taipei
&3t
®

Taiwan

Kaohsiung
City

o ®
Mscau Hong Kong
 Tal -7

On the Add window, enter the following details:

Alias: Enter an alternative name for the location.
This function is integrated with Google Map to facilitate positioning.
Location: The address of the location gets updated through the Map

On the [Location] field, enter the required address and press the [Enter] key or on the
Google Map interface, enter the specific location name in the [Please enter location] field.

And the software will automatically update the location information, including the exact
location name, longitude, and latitude details.

Longitude: The Longitude gets automatically updated through the Map.

Latitude: The Latitude gets automatically updated through the Map.

Users can also drag the ' to the required position on the google map; hence, the software

will automatically update the location information, including the exact location name,
longitude, and latitude details.

Click [Confirm] to save the location information.
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Delete GPS Location
Select [Device] > [Geo-fence] > [GPS Location] and select the required location address to be

deleted. Then click [Delete] or the ] corresponding to that location.

Confirm X

Are you sure?

Cancel

Click [Confirm] to delete the selected location.
Employee Setup

This function facilitates setting the location range for specific employees, which means the
employees can punch for attendance in the Mobile APP only within the specified range.

On the [Device] interface, click [Geo-fence] > [Employee Setup] > [Add] to add the Employees to
the specific Geo Location.

Add x
Departrme Department &, employee selected
Employee ID  First Name Last Name Department Employee ID First Name Last Mame Department
002 haha ala
Mike Test
tubiet zhang Test
tubie21 hl-revface18
10086 ki ki
11 XTREME ESTA_.. Test
1111 bhhjjh Development
20records perpage ¥ Total 167 Records >
Location®  ——-eeeeee- Distance* 50 Meter(s)
Start Date* End Date*
Cancel

On the Add window, enter the following details:
Employee: Select the required employees who needs to punch within the same range.
On the Add window, select the required Employees' names from the list on the left.

The selected Employees' names will reflect on the right side of the Add window.
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Select from the Department drop-down list or use the Employee search option (search by
Employee name or Employee ID) to search for the required Employees.

Location: Select the required access location from the drop-down list.

Please note, Employees can have more than one access location if there is a necessity to
punch-in/out for attendance during their on-duty period or business trips in more than one
place.

Distance: Enter the required perimeter distance to provide access to the attendance punch on the
mobile device, for the selected geographical area.

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

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

Prompt

Out of location

4.14.3 Department Setup

This function eases you to set a geographical boundary using GPS or RFID technology to a
Department. It limits the Employees of that specific Department to access Attendance Punch via
mobile devices only within the specified range.

Select [Device] > [Geo-fence] > [Department Setup] > [Add].
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Add "
Department -—-—--—-

sl R— Distance* 50 Meter(s)
Start Date* End Date*

Cancel

Enter the details as shown below:
Department: Select the Department.
Location: Select the required access location from the drop-down list.

Please note, a Department can have more than one access location if there is a necessity for
the Employees to punch-in/out for attendance during the on-duty period or business trips in
more than one place.

Distance: Enter the range for the APP punches (unit is meters).
Start Date / End Date: Set a valid time period for this setting.

Click [Confirm] to save the details. While the employee belonging to the specified
Department punches out of range on the APP, it will display the following prompt on APP:

Prompt

Out of location
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Configuration

Personnel Attendance  Access Control  Payroll  Visitor  Meeting  MTD  System w £

Device Canfiguration
Device Communication Setting  Bio-Fhoto Approval Policy  Data Retention Setting
Registration Device Resigned Fitter (2 Allow Auto Add (T )
Allow Upload Card Allow Upload Name (2 ) Allow Download Name (2R )
Data Sync Made®  Real-Time Data Sync Time*

] Mobile App
Data Transfer Setup able Default Timezone®  Et/GMT+8

Geo-fence

o configurations

Device Communication Setting
Registration Device: Toggle Yes to update the device as a registration device.
Resigned Filter: Toggle Yes to filter the resigned employees.
Allow Auto Add: Toggle Yes to enable adding of the device automatically.
Allow Upload Card: Toggle Yes to enable uploading of employee’s card number from the device.
Allow Upload Name: Toggle Yes to enable uploading of employee names from the device.
Allow Download Name: Set whether to allow to upload employee’s names from the device.

Data Sync Mode: This function facilitates syncing of employee data from the software to the
device(s).

Select the required data sync mode from the drop-down list (Real-Time, Timing, and
Manual).

And if Timing is selected, then set the required time on the [Data Sync Time].

Diata Sync Maode*  Real-Time Data Sync Time*

Data Transfer Setup: When Data Transfer Setup is enabled, the heartbeat and transfer mode set
in here will be applied to all devices. If users want to set different heartbeat and transfer mode
for different devices, users may disable this data transfer setup first.
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Diata Transfer Setup @ Default Timezone*  Etc/GMT+3
PUSH Heartbeat® 10 Seconds Transfer Mode* Timing
Transfer Intenval® 10 £ Minute(s) Transfer Time*  00c00;14:05

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

Bio-Photo Approval Policy

Device

Error Log Cconfigurations

Device Communication Settings  Bio-Photo Approval Policy
Employes Edit  Pending

Mobile Register®  Pending

APl Upload®  Auto Approved

Data Retention Setting

Batch import*  Pending

Device Upload®  Auto Approved

Visitor Register”  Pending

e

of configurations

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

Data Retention Setting

Device

Device Configuration

Device Communication Setting  Bio-Photo Approval Policy  Data Retention Setting

The software will keep the recent data according to the value set here,setup 9999 to keep all data

Transaction® 9999 Days Command* 9999 Days

Device Log™ 9992 Days Upload Log® 9999 Days

Configurations

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

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

5.1 Workbench

On the workbench, you can quickly schedule shifts, calculate attendance, and generate
attendance reports for employees. This will improve your operation efficiency.

M Personnel  Devio PR L EL Tl Access Control

» q = [REESE

# Setting Guide Bl Schedule Set

& sewp - 3 @ E} é?},
|l &5 5 8 5 B |-
Set Break Time Set Timetable Set Shift Set Schedule
1 Set break fime for employees S oyees

Set shifts for employees Assion shifts to employees

[n 3
ES
‘«

Schedule Setting Steps:

Click the icon to enter the interface for setting rest time, schedule, shift and shift arrangement.

Set Break Time Set Timetable Set Shift Set Schedule
Set break time for employees Set the time when employees Set shifts for emplayees Azsign shifts to employees
start and end work
Quick Setup:

Click the function icon to quickly create a schedule and arrange shifts for employees.
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Quick Setup

Effective Period

StartDate”  2022-09-01 End Date® 20220830

Werk Time

Select All Day OF Week

hieckin*| genm00 Check-Out*  18:00:00

Break Start Time - BreakEnd Time -

Effective Period

Start Date*  2022-09-01 End Date™  2022-09-30

Effective Period: User can set the effective date of the schedule. After setting, the schedule will
be cycled weekly between start date and end date.

Select All Day Of Week

Work Time
Check-In*  09:00:00 Check-Out® | 18:00:00
Break Start Time | --i--i-- Break End Time = --i--:--

Work Time: Set the working time and break time (break time may not be set).

User can select the person using this shift arrangement in the following interface.
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Quick Setup
Employee Q Employee

Employee ID

|

Total 24 Records

n2>

Overwrite Schedule

First Name
Jeffery

uiui

kilo

rtrt

4

55555

20 v

Attendance Calculation:

User can click the icon to enter to the attendance calculation interface.

Attendance

Teco
® q = REE

£ Setting Guide -

Schedule Setting Steps

35
-

Set Break Time

Set break time for employees

Attendance Calculation

Attendance Calculation
Calculate attendance according

to employees punch records

& 5

Set Timetable

Setthe time when employees

Set shift

Set shifts for employees

Set Schedule
Assign shifts to employees

start and end work

Generate Report

Attendance Report
View total time card of

employees

Attendance Report:

User can click the icon to view the total time card.
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Tz
®Q=E

Werkbench

Attendance

4 Setting Guide -

Schadule Satting Steps

D - 2

Set Break Time

3

Set Shift
shifts for employees

TS

Set Schedule
Assign shifts to employees

-

Set Timetable

Set break time for employees Set the time when employees Set

start and end work

Attendance Calculation Generate Report

B

Attendance Report

/

View total time card of

Attendance Calculation

Caleulate attendance accordin

to employees punch records employees

5.2 Attendance Parameters

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

5.2.1 PayCode

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

J-f- Attendance C Contr E et C ! lie n'
—
® Q = EEEstl
& Setup a & Bookmarks~ Y Filters =
Add Delete "SI > S I
Code Name Type Unit Symbol Order Description Color Setting Display
Regular Regular Hour [ 1 . ] @ o
Late In Exception Minute L E . -] [EdRm}
Early Out Exception Minute E 3 ] &
Absence Exception Hour A 4 ] & w
Mormal OT Overtime Hour 5 ] @
Weekend OT Overtime Hour 3 -] [EdR 0}
Holiday OT Overtime Hour # L] &
om Overtime Hour & ] @ w
or2 Overtime Hour 9 ] @ m
o13 Overtime Hour 10 L] & w
Annual Leave Leave Hour 1 ] E4R]
Sick Leave Leave Hour 12 -] &
Casual Leave Leave Hour 13 L] & w
Maternity Leave Leave Hour 14 ] @ o
&) 14w 2 » Total 18 Records 1 age m

Add a Pay Code

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

Uit

Round Off*

Description

Leave

Hour

Round OFf

MName*

Paid

Symbol

Minirmum™ 0.1

Order® 995

Cancel

Enter details as shown below:

Code: Enter the code number of the pay code.

Name: Enter the name of the pay code.

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

Ll e 2%

COwertime
Leave
Exception

Training

Paid: Enable this function when the pay code type is leave, and the pay code will be set to paid

leave.

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

Symbol: Enter the symbol of pay code that shows on the report.

Round Off: Select the rounding rule of pay code from the drop-down list. It can be set as Round
Off, Round Up, Round Down.
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gy

‘Rouna Ot
Round Up

Round Down

Round-down: Omit the decimal part if it is smaller than the minimum unit.
Round-off: Count the decimal part if it reaches half of the minimum unit.
Round-up: Count the decimal part if it is smaller than the minimum unit.
Minimum: Set the minimum value for rounding rule.
Display: Toggle Yes if the pay code needs to be displayed on the attendance report.
Order: Set the order of the pay code to be displayed on the attendance report.
Color Setting: Select the color of the pay code to be displayed on the attendance report.
Click [Confirm] to save the pay code.

Delete a Pay Code

Select the pay code and click [Delete] or click [l in the same row of the pay code to be

deleted.

Prompt 4

Are you sure to delete the selected 1 item?

Cancel

Click [Confirm] to delete the pay code.

Fixed Code

Click [Attendance] > [Setup] > [Fixed Code], there are 19 fixed pay code defined by the system, can
be modified, but cannot be added or deleted.
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Attendance \ccess Control Jayroll lisito leetil MT! System 1 n'

Pay Code Fixed Code

& Bookmarks = T Filters -

it

> B 11 B o

Name Format Ssymbol Round Off Minimum Color Setting
HHMM Round Off 0.1 (E4
HH:MM Round Off 0.1 =
HH:MM Round Off 0.1 &
HH:MM Round Off 0.1 £4
HH:MM Round Off 0.1 4
HHMM Round Off 0.1 =
HH:MM Round Off 0.1 &
HH:MM Round Off 0.1 24
HH:MM Round Off 0.1 =
HH:MM Round Off 01 =
HH:MM Round Off 0.1 4
HH:MM Round Off 0.1 £4
HH:MM Round Off 0.1 4
HH:MM Round Off 0.1 =

C 1w 23 Total 20 Records 1 Page

Edit Fixed Code

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

Edit b4
Mame* Color Setting
Format® Hour Symbol
Round Off* Round Off Minimum= 0.1

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

523 @Group

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

Create a New Group

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

Group Code*:

Group Mame*:

Cancel

Enter the fields as shown below:

Group Code: Set the code of group.

Group Name: Set the name of group.
Click [Confirm] to complete adding a group.

Personnel Transfer

Select corresponding group and click [Personnel Transfer].

Personnel Transfer

Departme Department Q Enm

T4 Employee Selected
Employee ID  First Name Last Mame Department Employee 1D First Name Last Mame Department
001 ala
002 haha ala
Mike Test
100000001 tubieT zhang Test
100000002 tubie21 hl-revface18
10086 Kk ki
11 XTREME ESTA. Test
1111 bhhjh Development
20 records per page % Total 167 Records > : 1

Cance

In the employee’s list, select the employee(s) whom you want to adjust to the selected group in
batches (You can search employees by Department, Name or Employee ID).
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Personnel Transfer X
Departme ™ Department - Q Employee Selected 2
Employee ID  First Name Last Mame Department Employee ID % FirstMame & LastName % Department
o1 lala 001 lala
002 haha lala 002 haha lala
i | Mike Test
100000001 tubiel zhang Test
100000002 tubie21 |hl-revface18
10086 ke kk
11 XTREME ESTA... Test
111 bhhjjh Development
20 records per page ¥ Total 167 Records > Jump 1 Page

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

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

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

Remove x

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

-

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

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

Prompt X

Are you sure to delete the selected 1 item?

Click [Confirm] to delete the group.

5.3 Rule

5.3.1 Global Rule

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

Basic Setting

Attendance

% q = EEEEES Global Rule

Basic Settings  Rule for Non-scheduled Days ~ Overtime Rule  Calcultion Settings ~ APPSettings  Attendance Alert Settings

Weekend1  Saturday Color Setting

Weekend2  Sunday Color Setting

Start Off for the Week®  Monday Duplicate Punch Interval® 1 Minute(s)

Weekend1/Weekend2: Set the weekend of the week.
Color Setting: Select the color of weekend to be displayed on the attendance report.
Start Off for the Week: Set the tone for the week ahead.

Duplicate Punch Interval: Set the interval (in minutes) for duplicate punch. If it is set to 1 minute
and the user tries to punch several times within a minute, the system will only accept the first
punch.

Rule for Non-scheduled Days

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

Attendance

Pay Code Global Rule

Group

Basic Setting  Ruls for Mon-scheduled Days ~ Overtime Rule  Calculation Setting  APP Setting  Attendance Alert Setting

Max Work Hours* 240 Hour{s) Day Change Time®  00:00:00

Paring Rule”  First And Last

Daily Overtime (RN )
Work Hours Assign To  Regular Work Hours Range® 0.0 Hour(s) ~| & Hour(s)
Work Hours Assign To  OT2 Work Hours Range® 7 Hour(s) = |- Hour(s)
Work Hours Assign To  OT3 Work Hours Range® 11 Hour{s) B 15 Hour(s)

Max Work Hours: Set the maximum work hours.

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

Paring Rule: Set the paring rule of punch records.
First And Last: Take the first punch record as Check-In, and the last punch record as Check-Out.
Odd Even: Pick the Check-In and Check-Out record according to odd even.

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

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

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

Attendance

Global Rule

Basic Setting Rule for Non-scheduled Days Owertime Rule Calculation Setting APP Setting Attendance Alert Setting

Max Work Hours*  21.0 Hour(s) Day Change Time*  00:00:00

Paring Rule®  Odd Even

Daily Overtime
Work Hours Assign To  Normal OT ‘Work Hours Range* & Hour(s) - & Hour(s)
Work Hours AssignTo  OT1 ‘Work Hours Range* 10 Hours) | = | 11 Hour(s)
Work Hours Assign To  OT2 ‘Work Hours Range* 11 Hour(s) - 13| =| Hour(s)

If the actual work hour is 12 hours, then:

e First, the software will compare actual work hour with Work Hour Range 11 hours - 13 hours, 12
hours is in this range, so OT3 = 12 hours — 11 hours = 1 hours, the remaining actual work hour
is 12 hours = 1 hour =11 hours.
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eSecond, the software will compare the remaining actual work hour with Work Hour Range 10
hours — 11 hours, so OT1 =11 hours - 10 hours = 1 hour. The remaining actual work hour is 11
hours — 1 hour =10 hours.

¢ And Finally, the software will compare the remaining actual work hour with Work Hour Range 8
hours - 9 hours, so Normal OT =9 hours - 8 hours = 1 hour. The remaining actual work hour is
10 hours — 1 hour =9 hours.

&Note:

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

What are Overtime levels?

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

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

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

Personnel Device PTG RN Access Control Payroll Visitor Meeting MTD System !
Pay Code Group Global Rule
EBasic Setting  Rule for Non-scheduled Days ~ Overtime Rule  Calculation Setting ~ APP Setting  Attendance Alert Setfing
Overtime Rule®  Approval OT Priority
Weekend Overtime (00
Depariment Rule
- Work Hours Assign Ta OT1 Work Hours Range” 1 Hourls) - 4 Hour(s)
Group Rule
- Work Hours Assign To  OT2 Work Hours Range* 4 Hour(s} & 6
Shift - = "
Work Hours Assign To  OT3 Work Hours Range* 6 Hour(s) i 10
Schedule Assignment ¥
5 Holiday Overtime (25550
Schedule Preview ¥
Work Hours Assign To  OT1 Work Hours Range* 1 Hour(s) T 3 Houri(s}
Approvals -
Work Hours Assign To  OT2 Work Hours Range* 3 Hour(s} N 5 Hour(s}
Benefit Management
Work Hours Assign To  OT3 Work Hours Range* 5 Hour(s) # 10 Hour(s)
Transaction Report

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

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

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

Calculation Setting

Attendance

Pay Code Global Rule

Group

Basic Setting  Rule for Non-scheduled Days ~ OvertimeRule  Calculation Setting  APP Setting  Attendance Alert Setting

When late exceeds® 100 Minute(s)  count as absence

When early-leave 100 Minute(s) ~ count as absence

exceeds®

Missing Check-In as*  Late 50 Minute(s)

Missing Check-Out as*  Early Leave &0 Minute(s)

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

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

App Setting

Attendance

Pay Code Global Rule

Group

BasicSetting  Rulefor Non-scheduled Days ~ OvertimeRule  Calculation Setting ~ APP Setting  Attendance Alert Setting

Capture ( ) No work Code | () No

Punch State

Capture: Select whether the attendance photos must be uploaded or not.

Work Code: Select whether the work code must be entered or not.

Punch State: Select whether punch state must be selected or not.
Attendance Alert Setting

Alert Settings is used to configure the alerts for any exceptions regarding employee's attendance.
The corresponding personnel will be notified if any of the configured exceptions occur. Here, the
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alert can be set for late check-in, early check-out and absent. You have to set the value for each
exception.

Attendance

Pay Code Global Rule

Basic Settings  Rule for Non-schedulsd Days  OwertimeRule  Calculation Seftings AP Settings  Attendance Alert Settings

When the number of late exceeds* 0 times

When the number of eariy-leave 0 times
exceeds*

When the number of absents exceeds® 0 times

Sending Frequency*  Daily Day* 1 Time*  13:48:58 Sending Day*  Mext Day

For example, let the values for Late, Early-Leave and Absent are set as 4,5,6, respectively.

When an employee comes late more than 4 times, an alert will be sent to the corresponding
person.

When an employee leaves early more than 5 times, an alert will be sent to the
corresponding person.

When an employee is absent more than 6 times, an alert will be sent to the corresponding
person.

Sending Frequency: Set the repetition interval for alerts. It can be set to Daily/Weekly/Monthly.
Day: Set the day to send the alert.
Time: Set the time to send the alert.

Sending Day: You can set whether to send the alert on the same day or the next day.

5.3.2 Department Rule

You can add rules for individual Departments.

Attendance

® Q = B Department Rule

& Bookmarks = T Filters -

Add Delete A S D 0O e~ =
Department Max Werk Hours Day Change Time Paring Rule Daily Overtime Weekend Overtime Holiday Overtime
120 00:00:00 First And Last ® ® ® & W
120 00:00:00 Punch State © © © &
120 00:00:00 First And Last ® ® ® EAT]

Add New Department Rule

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

&=L Basic Setting  Rule for Non-scheduled Days ~ OvertimeRule  Calculate Setting  Attendance Alert Setting

O Department

02 Wesekendi* MNone Color Setting
mk]

CNicole Test Weekend2* MNone Color Setting
0s

0s

Oas

O Sales Department

Duplicate Punch interval* 1 Minute(s)

D Board of Directors
[DBusiness Planning Departm
OKonoha village

Dxxx

ONancy Test

Dlala

Olaf

0118

m Gancel

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

Delete Department Rule

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

be deleted.

Confirm ®

Are you sure?

Click [Confirm] to delete the department rule.

533 Group Rule

Group Rule facilitates to add rules to individual groups.

Attendance

Pay Code

Group Group Rule

& Bookmarks= T Filters =
Add Delete L D O M =

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

200 00-00-00 First And Last © ™ o & oW

Add New Group Rule

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

Add
Basic Setting Rule for Non-scheduled Days COvertime Rule Calculate Setting
Color Setting

&

DOdefault
Weekend1* None

D Test

Color Setting

Weekend2* Mene

Duplicate Punch Interval* 1 Minute(s)

Cancel

For Basic Setting, Rule for Non-scheduled Days, Overtime Rule, Calculation Settings and

Attendance Alert Setting, please refer the Global Rule Settings.

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

Confirm

Are you sure?

Cancel

Click [Confirm] to delete the Group rule.

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

Break Time

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

added to one shift timetable.

Add a Break Time

Select [Attendance] > [Shift] > [Break Time] > [Add] to add a break time.
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Add X
Mame® Calculate Type*  Auto Deduct
Basic Setting Rule Setting
Start Time* | 12:00:00 End Time*  13:00:00
Duration*® 60 Minute{s)

Cancel

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

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

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

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

When the Calculation Type is Punch Time is Required, early return and late return should be
considered as shown in the figure below:
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Add X
Mame® Calculation Type®  Punch Time Is Required
Basic Settings Rule Settings Punch Settings
Start Time®  12:00:00 End Time®  13:00:00
Duration® 60 Minute(s)
Cancel
Basic Setting
Start Time: Set the start time of the break time. Time Settings are shown in 4."Time Selection”
in Appendix 1.
End Time: Set the end time of the break time. When the punches are out of the range, then
they are invalid.
Duration: The time allotted for break time.
Rule Setting
Add X
Mame” Calculation Type*  Punch Time Is Required
Basic Settings Rule Settings Punch Settings
Duplicate Punch Policy™ Rule Based Duplicate Punch Period” Minute(s)
Punch State Based® No
Camcel
Page |115 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

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

Duplicate Punch Period: Set the duplicate punch period.

Punch State Based: Select whether to use the function key or not. When "Yes" is selected, the
attendance will be calculated according to the punch status. When "No" is selected, the
attendance status will be automatically corrected while calculating the attendance.

Punch Setting
Add X
MName® Calculation Type®*  Punch Time Is Required
Basic Settings Fule Settings Punch Settings
Multiple In/Out* No Minimum Break Time(m)* 0 Minute(s)

Early In

Late In

Cance|

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

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

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

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

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

Early In

Early In More Than® 0 Minute(s) Assign To | —-———--—

While it is enabled, users can set the minimum time of Early In to assign to the pay code which
type is overtime.
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Late In: Select whether to calculate late in or not.

Late in

Late In More Than* 0 Minute(s) Assign To

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

Edit a Break Time

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

After the modifications, click [Confirm] to save the details.
Delete a Break Time

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

[0 in the same row of the break time to be deleted.

Click [Confirm] to delete the break time.

Timetable

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

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

Add a Normal Timetable

Add a New Normal Timetable

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

Check-In®

Check-In Start

Time*

Check-in End

Time*

WarkDay*

*Notice

Add Normal Timetable

Mame*

BreakTime Settings

09:00:00

08:00:00

10:00:00

Waork Hours Assign To*

Unscheduled Time Settings

Cross 0 Days
Cross 0 Days
Drays

1.4ll the cross-days setting is based on check-in.

Overtime Rule

Check-Out*

Check-Out Start

Time*

Check-0Out End

Time*

Color Settings

Rule settings
18:00:00 Cross O Days
17:00:00 Cross O Days
19:00:00 Cross O Days

Cancel

Set the parameters as shown below:

Basic Setting

Name: Enter the name of the timetable maximum of 50 characters.

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

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

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

Color Setting: Set the color of the timetable to be displayed on the report.
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BreakTime Setting

Add Normal Timetable

MName*

Work Hours Assign To*

Basic Setting BreakTime Setting Unscheduled Time Setting Overtime Rule Rule Setting
Mame Start Time End Time Duration Calculate Type
12:00-14:00 12:00:00 14:00:00 120 Auto Deduct
12:00-13:30 12:00:00 13:30:00 90 Auto Deduct

| Total 2Records 10 |

Cancel

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

Unscheduled Time Setting

Add Normal Timetable X

Basic Setting

Work Hours Assign To

Work Hours Assign To

Mame* Work Hours Assign To*

BreakTime Setting Unscheduled Time Setting Overtime Rule Rule setting

Early In §

Minimum= 60 Minute(s) Count the Minimum
Late Out §
Minimum* 60 Minute(s) Count the Minimum

Cancsl

Early In: It is to calculate the time of early-in. If it is enabled, users can assign the early -in time
to the corresponding pay code by setting the minimum early -in time. If [Count the Minimum]
is enabled, then the minimum early-in time will be assigned to the corresponding pay code
too, or else it will not.

Late Out: It is to calculate the time of late-out. If it is enabled, users can assign the late -out
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time to the corresponding pay code by setting the minimum late -out time. If [Count the
Minimum] is enabled, then the minimum late-out time will be assigned to the corresponding
pay code too, otherwise, it will not.

When [Count the Minimum] is disabled, it is mainly applicable to the situation that starts to
count overtime only after the early in/late out exceeds specific time period.

Example: Here is a timetable 9:00am - 18:00pm, Check-In Start Time is 8:00am, Check-Out End
Time is 19:00pm. Shown in the following figure:

Edit X
Mame® Nancy Timetable ‘Waork Hours Assigh To*
Basic Setting BreakTime Setting Unscheduled Time Setting Owertime Rule Rule Setting
Check-In = 09:00:00 Check-Out=  18:00:00 Cross. 0 Days
Check-In Start = 08:00:00 Cross 0 Days Check-Out Start*  17-:00:00 Cross D Days
Check-InEnd = 10:00:00 Cross 0 Cays Check-Out End *  19:00:00 Cross 0 Days
WorkDay* 1.0 Days Color Setting
*Motice

1.4ll the cross-days setting is base on check-in.

Cancel

Assign early-in time as Normal OT having Minimum as 30 minutes and disable [Count the
Minimum]; Assign late-out time as OT1 having Minimum as 30 minutes and disable [Count the

Minimum],
Edit X
Mame® MNancy Timetable Work Hours Assign To*
Basic Setting BreakTime Setting Unscheduled Time Setting Overtime Rule Rule Setting
Early In

Work Hours Assign To Mormal OT

Minimum®* 30 Minute(s) Count the Minimum

Late Out

Work Hours Assign To  OT1

Minimum* 30 Minute(s) Count the Minimum

Cancel
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The employee who has been assigned this timetable has two attendance records at 8:10 am and

19:00.
Total Early In = 50 minutes Total Late Out = 60 minutes
f \ | A
8:10am 8:40am 9:00am 18:00pm 18:30pm 19:00pm

Since [Count the Minimum] is disabled, so:
Normal OT = Total Early In - Minimum = 9:00am - 8:40am = 20 minutes.
OT1=Total Late Out - Minimum = 19:00pm - 18:30pm = 30 minutes.

&Note:

Work Hours Assign To | ———————

Minimunm®

Regular
Mormal OT

Late Qut| \yeckend OT
Holiday OT
om

Work Hours Assign To

otz
OT3

[Compensatory |

Mininum®

Compensatory: A compensating leave type has been added, which can be used when employees
arrive early or leave late.

Overtime Rule

Add Normal Timetable »
MName* ‘Work Hours Assign To*

Basic Setting BreakTime Setting Unscheduled Time Setting COvertime Rule Rule Setting

Max OT @ Max OT Duration® 240 Minute(s)
QOvertime
Work Hours Assign To = --——-—-- Work Hours Range® 0.0 Hour(s) == | e Hour{s)
Work Hours Assign To = -—-—— \Work Hours Range® 0.0 Houris) - 0.0 Hour{s)
Work Hours Assign To --------- Work Hours Range*® 0.0 Hour{s) N 0.0 Hour{s}

Caneel

Max OT: Users can set the maximum overtime for the required timetable. If the calculated
overtime of an Employee exceeds the specified maximum overtime, then the software will
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consider the total overtime of the timetable as the defined maximum overtime.
While it is enabled, users can define three overtime levels, counting from top to bottom are
overtime level 1, overtime level 2, overtime level 3. Set the work hours range and assign the
work hours in the range to corresponding pay code.
Refer to the Daily Overtime Calculation of No Schedule Setting.
Rule Setting
Add Mormal Timetable X
MName* Work Hours Assign To™
Basic Settings BreakTime Settings Unscheduled Time Settings Overtime Rule Rule Settings
Clock-In Is Required®  Yes Clock-Cut s Required*  Yes

Allow Late-In® 0 Minute(s) Allow Early-Qut* 0 Minute(s)

Duplicate Punch Policy™  Rule Based

Duplicate Punch Minute(s)
Period*

Punch State Based® Mo Day Change Time*  00:00:00

Cancel

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

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

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

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

Duplicate Punch Period: Set the duplicate punch period.

Punch State Based: Select whether to use the function key or not. When "Punch State Based" is
enabled, the attendance will be calculated according to the punch status. Also, users can
assign the overtime calculated based on the punch state of Overtime In and Overtime Out to
the corresponding pay code and set the Overtime Policy as Pending or Auto-Approved, then

Page |122

Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

the software will generate an overtime application based on the punch state of Overtime In
and Overtime Out.

Add Normal Timetable X
Mame* Work Hours Assign To™
Basic Settings BreakTime Settings Unscheaduled Time Settings Owertime Rule Rule Settings
Clock-In Is Required®  VYes Clock-Cut Is Required®  ¥Yes
Allow Late-In® 0 Minute(s) Allow Early-Out* 0 Minute(s)
Duplicate Punch Policy=  Rule Based Duplicate F‘_ﬂ'ﬁ Minute(s)
Period*
I Punch State Based™  Ves I Day Change Time*  00:00:00
IOvertirr:c— AssignTo —---—---- Cwvertime policy*  Ignore

*Notice
1.4zszign the overtime calculated based on the punch state of overtime in and overtime out to corresponding pay code.

2 The software will generate an overtime application based on the punch state of overtime in and overtime out.

Cancel

When "Punch State Based" is disabled, the attendance status will be automatically corrected
while calculating the attendance.

For example, the work time is 9:00-18:00, and the time range for attendance punch is
8:00-10:00, 17:00-19:00 respectively.

Edit X
Name* Mancy Timetable Work Hours Assign To*

Basic Setting BreakTime Setting Unscheduled Time Setting Owertime Rule Rule Setting

Check-In= 09:00:00 Check-Out=  1800:00 Cross 0 Days

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

Check-lnEnd = 10:00:00 Cross O Days Check-Out End = 19:00:00 Cross 0 Days
NorkDay® 1.0 Days Color Setting

*Notice

1.4ll the cross-days setting is base on check-in.

Cancal
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And when “Punch State Based” is enabled and overtime assign to Normal OT, then set the
Overtime Policy as Auto Approved.

Add Normal Timetable X

MName* Work Hours Assign To*

Basic Settings BreakTime Settings Unscheduled Time Settings Owvertime Rule Rule Settings

Clock-In Is Required™  Yes Clock-Out |= Required®  Yes
Allow Late-In= 0 Minute(s) Allow Early-Out* 0 Minute(s)
7 - Duplicate Punch Minute(s)
Duplicate Punch Policy= Rule Based 8
Period*
Punch State Based™  Yes Day Change Time*  00:00:00
COwvertime Assign To  Mormal OT Cwertime policy*  Auto Approved

*Motice
1.Assign the overtime calculated based on the punch state of overtime in and overtime out to corresponding pay code.

2.The software will generate an overtime application based on the punch state of overtime in and overtime out.

The Overtime Rule on Global Rule/Department Rule/Group Rule has been set as Approval OT
or Approval OT Priority.

Attendance

Pay Code Global Rule

Basic Settings  Ruleforun-scheduled Days ~ OwertimeRule  Calculation Settings  APP Settings  Attendance Alert Settings

Overtime Rule® | Approval OT

Disable Overtime
Weekend Overtime | ¢1cuiation OT

Approval OT

werk Hours Assign To [0 priarity Work Hours Range” 1.0 Hour(sj) - 20 Hour(s)
Minimum OT -
Werk Hours Assign To Work Hours Range* 0.0 Hourfs) -~ 00 Hour(s)
Work Hours Assign To | ~—=------ Work Hours Range* 0.0 Hours) - 00 Hour(s)
Holiday Overtime | () Disable

An employee has attendance records at 9:00am whose punch state is Check In, at 18:00pm
whose punch state is also Check In, at 18:10pm whose punch state is Overtime In and at
19:00pm whose punch state is Overtime Out.
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Attendance

Transaction

Timetable Cvertime Total Time Card

Pay Code Manual Log

Department & = & Employee  Mancy Date Period  User Defined 2021-05-01 - 2021-05-14 Q
ODevelopment Save Layout Load Layout /A S M e~ =
OTest
Okk Employee NO. & First Name Department Date = Time Punch State Work Code  Data Sour...
Olyuri 7
4 456 Mancy Test 2021-05-12  19:00 Overtime Out Manual Log
v DT
Olhl-revface1s 456 Mancy Test 2021-05-12 1810 Overtime In Manual Log
456 Mancy Test 2021-05-12  18:00 CheckIn Manual Log
456 Mancy Test 2021-05-12  09:00 Check In Manual Log

Then there is only one valid check-in at 9:00 for attendance calculation, and overtime
application whose time range is 18:10pm - 19:00pm will be automatically created by the
software.

Attendance

Timetable Cwvertime Total Time Card Transaction

Pay Code Manual Log

& Bookmarks= Y Filters () -

Add Delete Bulk Add Approve Reject Revoke Import /s S 0D O - o= Workflow
Employee... FirstMa.. Deparim... | Pay Code Start Time End Time Apply Rea...  Apply Time Approval Sta...
O 2021-05-14 15:13:57
Mancy  Test Normal OT  2021-05-12 18:10:00  2021-05-1213:00:00 |- 2021-05-1415:1

2

':ti
4

Attendance
—

Pay Code Shift Total Time Card

Department =& Employee  Mancy Date Period  User Defined 2021-05-12 - 2021-05-12 aQ

O Development Save Layout Load Layout s S M =~ =
OTest

Ok Clockin  |clockOut  TotalHrs  Worked Hrs Total OT  RuleTotal OT Approval Hrs  Unschedule Remaining  Regular Late In Early Out | Normal OT
2t 09.00 08:00 00:50 00:50 00:50 01:00 80 60 038
v OiEE

Olhl-revface18

Tra

Daily Report

But when "Punch State Based" is disabled, there are two valid records, check-in at 9:00 and
check out at 18:00 for attendance calculation.

Day Change Time: Set the time point to distinguish the punch records belonging to which day.
Example, Day Change Time is set as 8:00 am, then the punch records before 8:00 am will
belong to the previous day.
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Click [Confirm] to save the settings.
& Note:

There can be no timetable with the same start time and end time.
Please refer to 4. "Time Selection" in Appendix 1 for time settings.

Add a Flexible Timetable

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

Add Flexible Timetable X
Mame* Work Hours Assign To™
Basic Setting Unscheduled Time Setting Cvertime Rule Rule Setting
Check-In=  00:00:00 Check-Out*  00:00:00 Cross | 1 Days
‘Work Time* 480 Minute(s) WorkDay* | 1.0 Days
Work Type*  Mormal Work Color Setting

“Motice

1.4/l the cross-days setting is base on chack-in.

Cancel

Enter the details as shown below:
Name: Enter the name of the flexible timetable maximum of 50 characters.
Basic Setting
Check-In: Set the check-in time for the flexible timetable.

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

Work Time: Enter custom working hours.

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

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

Color Setting: Set the color of timetable to be displayed on the report.
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Unscheduled Time Setting
Basic Setting Unscheduled Time Setting Cwertime Rule Rule Setting
Late Cut

Work Hours Assign To

Minimum=® 60 Minute(s) Count the Minimum &350

Late Out: It is to calculate the time of late-out. Users can assign the late-out time to the
corresponding pay code by setting the minimum late -out time. If [Count the Minimum] is
enabled, then the minimum early-in time will also be assigned to the corresponding pay code
too, or else it will not.

Overtime Rule

Refer to “Overtime Rule” on Add Normal Timetable.

Rule Setting
Add Flexible Timetable X
MName* Work Hours Assign To*
Basic Settings Unscheduled Time Settings Overtime Rule Rule Settings

Clock-In Is Required*

Yes

Clock-Qut Is Required*

. . . Duplicate Punch Minute(s)
Duplicate Punch Policy®  Rule Based i
Period*
Day Change Time*  00:00:00 Multiple InfOut* Mo
Punch State Based* Mo

Cancel

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

Duplicate Punch Policy: Can be set to “Rule Based” or “User Defined”.
Duplicate Punch Period: Set the duplicate punch period.

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

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

day.

Punch State Based: Select whether to use the function keys or not. If Yes, then users can assign
the overtime calculated based on the punch state of Overtime In and Overtime Out to the
corresponding pay code, by setting the Overtime Policy as Pending or Auto-Approved, then
the software will generate an overtime application based on the punch state of Overtime In
and Overtime Out.

*Motice

Punch 5tate Based® Yes

Owvertime Assign To --------- Crvertime policy®  lgnore

1.Azsign the overtime calculated based on the punch state of overtime in and overtime out to corresponding pay code.

2 The software will generate an overtime application based on the punch state of overtime in and overtime out.

Click [Confirm] to save the settings.

Edit a Timetable

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

Click [Confirm] after making the necessary modifications.

Delete a Timetable

Select the timetable, click [Delete] on the upper left of the timetable list or click the b in the

same row of the timetable to be deleted.

Click [Confirm] to delete the timetable.

Shift Management

The shift is composed of one or more preset attendance timetable(s) based on a certain order and
cycle period. It is a preset work schedule for the personnel. It is essential to configure a shift if you
want to track the attendance for employees.
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Select [Attendance] > [Shift] > [Shift] to view the shift list and shift timetable details. All shifts in the
current system are displayed in the list. Click any shift and the corresponding timetable details will be
displayed on the right side of the interface.

Attendance i n =

Pay Code shift =

& Bookmarks~ T Filters ~

Add Delete 4 D M A E angshin
Shift Name Timetable Unit Cycle Auto Shift Weekly Overtime
Normal Timetable Week 1 No ° @ | Moy | 05:00-18:00
Naney Temetable week 1 o ° @8 sEc0-1200
Thursday 0%:00-18-00
Saturday

cRTE - Total2Records 1 Page [l

5.6.1 Add a Shift

—_

Click [Add] to add new shift details.

Add

Shift Name* Auto Shift Disable

General Setting

Q Timetable Unit*  Week

Name Check-In Check-Out  Break Time Sun Mon
9-18 break  09:00:00 18:00:00 60

g-18 09:00:00 18:00:00

ot shift 09:00:00 18:00:00

Caleulatio.. 09:00:00 18:00:00

9-18 dedu. 09:00:00 18:00:00

2 break time  09:00:00 18:00:00

Total 17 Records n 20

*Notice

1. Select the shift on right side by choosing the timetable from the left side.

m Enord

Enter the parameters as shown below:

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

Page |129 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

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

General Setting

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

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

Unit: Includes day, week, and month.
Cycle: Shift cycle period = Number of cycles * Unit of the cycle.
&Note:

The system displays optional dates in the Select Date box based on the values of Unit of Cycle
and Number of Cycle.

Edit a Shift

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

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

Delete a Shift

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

corresponding shift to access the shift deletion confirmation interface.

Click [Confirm] to delete the shift.

Department Schedule

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

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

Add Department Schedule

Click [Add] on the Department Schedule interface to access the schedule addition interface.
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Add b3
@ Ex Start Date®  2021-07-01 End Date* 2021-07-31
(4 .
O Development ) chifie ~
ey 2MITIS L=
OTest
Okk = Mame | : C chif
Shift Name MName Unit Cycle Auto Shift
Ovyuri
¢+ OYuanTeng Mormal Shift  Mormal Tim...  ‘\Week 1 0
v Olhl-revfacel8 " )
- Mancy_Shift Mancy_Timet... Week 1 0
ODota shift1 timetablel,ti... Week 3 0
OProduct Department
JHR Department shift2 Week 2 o]
O tment
O office Shift timetable1fi... Week A
O Production
O5ales lalatest lalatest Week 1 0
O SALES e g 3
- Group C Shift  Group C Weelk 1 0
O workflow
O Mice Test . "
o AP otal 11 Records 20 records per page v
O Customer Service
Cance

Enter the details as shown below:

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

Start Date, End Date: Set the start date and end date for shift scheduling. Please refer to 3. “Date
Selection” in Appendix 1 for date selection.

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

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

Delete Schedule Records

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

of the Department schedule.

Group Schedule

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

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

Add Group Schedule

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

Add
o & Start Date™ 2021-07-01 End Date® 2021-07-31
0
Ogroupl &, shifts =
Ogroup2
arnupa shift Name Name Unit Cycle Auto Shift
Okk
Mormal Shift Mormal Tim...  Week 0
Mancy_sh ft Mancy Timet... Week 1
shift1 timetablel,ti.. Week 3 0
shift2 Week X
shift timetable1,ti..  wWeek
lalatest lalatest Week 1
Group C Shift Group C Week 1 0
Total 11 Records : 20 records per page v
Cance

Enter the details as shown below:
Group: Select Group for which the shifts need to be scheduled. Multiple choices are allowed.

Start Date, End Date: Set the start date and end date for shift scheduling. Please refer to 3.”Date
Selection” in Appendix 1 for date selection.

Shift: Select a shift from the shift list.

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

&Note:

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

Delete Schedule Records

Select the schedule record to be deleted and click [Delete] to delete it or click [ in the same row
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of the Group schedule.

Employee Schedule

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

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

Employee Schedule

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

Add Schedule X

Employes 0y Employes Start Dats™  2020-12-01 End Date® 2020-12-3

Shift Name Name Unit Cycle Auto Shift

100008 100009

Total 4 Records ] 20 v
Total 193 Records 3 10 > 20

Cancel

Set the parameters as shown below:

Employee: Select the employee for whom the shifts need to be scheduled. Multiple choices are
allowed. (Refer to 2. “Personnel Selection” in Appendix 1 for personnel selection.)

Start Date, End Date: Set the start date and end date of the shift schedule. Please refer to 3. “Date
Selection” in Appendix 1 for data selection.

Shift: Select any shift from the shift list.

Overwrite Shift; if it is set in advance, the existing shift will be replaced. (Cannot replace shift
which isin use)
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After entering the details, click [Confirm] to save.
& Note:

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

5.9.2 Querying Schedule Details

Select [Attendance] > [Schedule]> [Employee Schedule] to access the Employee Schedule
interface. The interface displays the employee’s schedule records by default.

Attendance cess Control  Payroll isitor P ' " n-

—
Pay Code Employee Schedule
& Bookmarks - T Filter ~
Delete Add Schedule Import S D 0O A = Details
Employee ID First Name Last Name Position Department shift Name Start Date End... aetoras | - | mererar | &
Mike - Test Normal shift 2021-01-01 2021...
1 Mike - Test Normal Shift 2020-01-01 2020 [
2001 zoey - yuri Normal Shift 2021-05-01 2021...
2002 y - yuri Normal Shift 2021-05-01 2021 T
2001 z0ey - yuri Normal Shift 2021-06-01 2021.. [l
2002 y - yuri Normal Shift 2021-06-01 2021.. [l
Mike - Test Normal Shift 2021-06-01 2021 [
1 - - hr Test Normal Shift 2021-07-01 2021.. [l
hr Test Ialatest 2021-06-01 2021 [
3006 3006 - workflow Normal Shift 2021-06-01 2021.. [
2722 Arvin Chan Development Normal Shift 2021-06-01 2021 m
2004 dd - yuri ot 2021-06-01 2021.. [l
Mike - Test Normal shift 2021-07-01 2021...
C s~ Total 13 Records 1 | Page m

Click the Filter's drop-down button. Select the employee or shift (see 11. “Filter Search Function”

in Appendix 1.) to view the schedule records of the employees. In Employee Schedule Table, click
any schedule record and the time table details will be displayed on the right of the interface.

Attendance

Pay Code Employee Schedule
& Bockmarks~ T Filter () -
Delete Adds; i Clean Filters Employee D I S S D D = Details
Empkoyec 1D &) ¥ Employee ID - B b 2021-07-01 | - 2021-07-31 Q
1 T First Name £ontain hS p1-01-01 2021.. T
1 T Last Name ! A n B50-01-01 200 [
2001 ¥ Shift I yun Normal shift 23.21—05—-31 2021.. Tl
2001 zoey - yuri Normal Shift 2021-06-01 2021 T
1 Mike = Test Kormal Shitt 2021-06-01 2021 [l
1 . . hr Test Nermal Shift 2021-07-01 2021...
1 2 = hr Test lalatest 2021-06-01 2001
1 Mike . Test Nermal Shift 2021-07-01 2021...
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Import Employee Schedule

Users can click [Import] to import the employee schedule in batch for personnel. For detailed
operation, please refer to5."Import" in Appendix 1.

Delete Schedule Records

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

row of the employee’s schedule.

Temporary Schedule

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

For example:

If a specific Employee is assigned already with a schedule, then according to the work requirement,
the user can temporarily provide an extra shift to that Employee, where the attendance will get
calculated based on the temporary schedule.

So, the calendar will display only that temporarily scheduled shift for that Employee instead of the
previously scheduled shift. And the user can clear the temporarily scheduled shift anytime, and the
calendar again displays only the previously scheduled shift of that Employee.

Add a New Temporary Schedule

Click [Attendance] > [Schedule Assignment] > [Temporary Schedule] > [Add Temporary
Schedule] to add a temporary schedule.
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Add Temporary Schedule X
Employes €1 Employee July 2021 215 < > €} Timetable
Sun Men Tue Wed Thur Fri Sat
First Mame e - 25 1 s 5 - Name Check-In Check-Ou
Norral Timetable
aha ancy Timetable
=i 4 5 G i 8 by 10
Mike
tubiel
bie: 1 12 13 14 15 16 17 metable:
alate
11 XTREME ESTACIO.. Group C
18 19 20 21 22 23 24
1111 bhhjh
iRRkas] 1nimj k
1Tnn dddds 25 26 27 28 2 30 31
111111111 ceshi alal
! 1 Mark
1 4 5 [ 7
12052 Bill
20 records per page V™ i ] pd 20 records per page W 5 Total 1
Cancel

Set the parameters as shown in the below image.

Employee: Select the employees for a temporary schedule (Multiple choices are allowed). Please
refer to 2.”Personnel Selection” in Appendix 1 to select employees.

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

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

&Note:

Multiple timetables can be selected for a temporary schedule, but the start time of timetables
should not be the same.

Even though a shift has previously remained scheduled for an employee, only the recently set
temporary schedule will be valid during the attendance calculation.

It is required to set the Timetable before selecting the date; otherwise, the modification will not
take effect.

Import Temporary Schedule

Users can click [Import] to import the temporary schedule in batch for personnel. For detailed
operation, please refer to 5."Import"in Appendix 1.

Delete Temporary Schedule

Users can select the required schedule record to be deleted and click [Delete] or click bl in the
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same row of the personnel temporary schedule.

Schedule Preview

Schedule View

Schedule View shows a concise view of the schedules allocated to different employees.

Users can search the employees' schedules for a specific event like the employee's holidays,
weekends, and employee schedule information. Also, users can add a shift to Employees, such as,
add a temporary schedule for employees and clear the required shift.

Personnel  Device [NNITCIWSSM AccessControl  Payroll  Vistor  Meeting  MID  System i § N
Pay Code Schedule View
Department i Employee 2012 Mice,Nancy Date Period  User Defined 2021-05-01 - 2021-05-14 Q
Development Import A S 0O = =
& Test
&k Employee NO. First Name Department 1 2 3 4 5 3 7

Shift

v 2012 Development Day Off Day Off Day Gff Day OFf
+ @YuanTeng

Schedule Assignment

&lhl-revface1s 355 Mice Test Day Off Day Off Day Off Day Off

5 Nancy Test Mancy_Timetable  Nancy Timetable  Mancy_Timetable
Schedule Preview

Daily Report
Weekly Report
1 Page [REUM Total 3Records 10 w

Monthly Report

Summary Report

Nancy_Timetable Nancy_

Day Off

Day Off

Add Temporary Schedule

A temporary schedule complements the existing schedule. It is usually scheduled for overtime, such
as overtime at night, overtime on weekends, overtime during holidays, and more.

On the Schedule View interface, click on the drop-down list, situated on the left, to choose the
required Department, Area, or Group.

Please note, you can also use the Employee search option (search by Employee name or
Employee ID) to search for the required Employees.
On the opted Department, Area, or Group, select the required Employees from the list.

Then, click on the corresponding date to select and right-click to add a temporary schedule to
that date for the selected Employee.
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Attendance
Pay Code Schedule View
Department & = & Employes  2012,Mice,Nancy
@Development oo
®Test
kk Employee NO. First Name
MyL
B 2012
» @YuanTeng
#lhl-revface18 355 Mice
456 Mancy

Date Period  User Defined

Department
Development
Test

Test

Day Off
Day Off

Day Off

Total 3 Records 10 w

Day Off
Day Off

Day Off

2021-05-01

3
Day Off
Day Gff

Nancy Timetable

2021-05-14 Q
4 5
Day Cff Day Off
Day Off Day Off
Nancy

Add Temporary Schedule

Clear Temporary Schedule

—
S 0 M =

3 7

Day Off Day Off

Day COff Day Off

Nancy Timetable

Nangy °

On the Add Temporary Schedule pop-up window, select the required timetable from the list to
add a temporary schedule to the Employees.

Add Temporary Sche

Mame

Mormal Timetable
Nancy_Timetable
timetablel
timetable2
timetable3
lalatest

Group C

ot

dule

Check-In
059:00:00
05:00:00
07:00:00
12:00:00
14:00:00
05:00:00
08:30:00

0&:00:00

Check-Out

18:00:00

18:00:00

15:00:00

20:00:00

22:00:00

12:00:00

17:30:00

14:00:00

Cancel

Then click [Confirm] to update the changes, and the temporarily assigned shift will get displayed

on the selected date.

Click [Schedule Assignment] > [Temporary Schedule] to view the temporarily assigned

Employees.

Clear Temporary Schedule

Select the required temporarily scheduled date, then right-click on that date and then select
[Clear Temporary Schedule] from the pop-up window to clear the schedule for the selected date.
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< . % 102
Attendance ccess C ¢ s ! o n -
. —
Pay Code Schedule View
Department ¥ =4 Employee 2012 Mice Nancy Date Period  User Defined 2021-05-01 - 2021-05-14 Q
&Development Import 7 /2 O e~ =
&Test
&k Employee NO. < First Name Department 1 2 3 4 5 6 7
ryuri i :
2012 Development Day Off Day Off Day Off Day Off Day Off Day Off Day
» ZYuanTeng
&lhl-revfacel8 355 Mice Test Day Cff Day Off Day Cff Day Off Day Off Day Off Day
456 Nancy Test Day Off Day Off Nancy Timetable  Norm{ le  Mancy Timetable Mane
Schedule Preview | Add Temporary schedule

Clear Temporary Scheduls

- 1 Page Total 3 Records 10 w

5.11.2 View By Person

This interface facilitates the user to view the specific Employee’s schedule in detail.
On the [Attendance] interface, click [Schedule Preview] > [View By Person] to view the shift
schedule of each person.
On the View By Person interface, select the corresponding employee from the list on the left, and
the selected employee’s daily schedule will get displayed on the calendar.
Please note, you can also use the Employee search option (search by Employee name or
Employee ID) to search for the required Employees.

Attendance ccess Contro : D Syste 5 n'

Pay Code Global Rule View By Person

Employee ) 45 May 2021 8 456 Today <l

Employes ID First Mame

Sun Mon Tue wed Thur Fri sat
456 Nancy 1

2 3 4 5 5 7 8

Schedule Preview
Nancy Timetable Normal Timetable || Nancy Timetable Nancy Timetable Nancy Timetable  J|Weekend |
o 10 n 12 13 14 15
Nancy Timetable Nancy Timetable Nancy Timetable Nancy Timetable Nancy Timetable
16 17 13 19 20 21 22

[Weskend  JlPublic Holiday Nancy Timetable  [Nancy Timetable  J[Nancy Timetable  [Nancy Timetable:

23 24 ES 25 27 23 23
Nancy Timetable Nancy Timetable Nancy Timetable Nancy Timetable Nancy Timetable  /Weekend ]
30 3 1 2 3 4 5

20 v n Total 1 Records

Add Temporary Schedule

On the [View By Person] interface, select the corresponding date from the calendar,
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right-click and then click [Add Temporary Schedule] from the drop-down list to add a
Temporary shift for the Employee on a particular date.

A et 5 _ . L 150
Attendance cess Contre " ite 2eting VITE Syste PES n =
-
Pay Code Global Rule View By Person
Employee 4 456 May 2021 £ 458 Today < >
Employee ID First Bare Sun Mon Tue Wed Thur Fri sat
456 Nancy 25 26 27 28 30 1
Weckend
2 3 4 5 [ 7 ]
Nancy Timetable Normal Timetable [ Nancy Timetable Nancy Timetable Nancy Timetable

] 10 " 12 13 14 15

[Weekend  lNancy Timetable [ Nancy Timetable [ Nancy Timetable  J[Nancy Timetable [ Nancy Timetable

16 17 21 22

18 19 20
[Wesizra———leublic roiday | ia] IR |

Add leave

-

&

Clear Temporary Schedule

23 24 25 i 27 28 29
) Nancy Timetable Nancy Timetable Nancy Timetable Nancy Timetable Mancy Timetable
o
= 30 3 1 2 3 4 5
(Weekerd [ Nancy Timerable (Weeiend |
&
20 w n Total 1 Records

On the Add Temporary Schedule pop-up window, select the corresponding shift from the
list and click Confirm to update the changes.

Add Temporary Schedule
Name Check-In Check-Out
1 00:00:00 00:00:00¢"
Nancy Test 09:00:00 18:00:00
2 01:00:00 11:00:00
3 12:00:00 23:00:00
Mice Test 09:00:00 18:00:00
4 09:00:00 18:00:00
22 09:00:00 18:00:00
US SHift 16:00:00 22:00:00
Temn Shift na-nn-nn 12-nn-NN
Confirm Cancel

Hence, the temporarily scheduled shift will get displayed on the selected date and click
[Schedule Assignment] > [Temporary Schedule] to view the temporary schedules of the
Employees.

Add Leave

On the [View By Person] interface, select the corresponding date from the calendar,
right-click and then click [Add Leave] from the drop-down list to add a leave for the
Employee on a particular date.
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Attendance s Col . ; 52 n >

Pay Code Global Rule View By Person

Employee Q 438 May 2021 & 456 Today | | ¢ |

Employee ID First Name: Sun Mon Tue Wed Thur Fri sat

456 Nancy 25 26 27 28 29 30 1

. 2 3 4 5 5 7 8
Schedule Preview
Nancy Timetable Normal Timetable || Nancy Timetable Nancy Timetable Nancy Timetable
] 10 i 12 13 14 15
Nancy Timetable Nancy Timetable Nancy Timetable Nancy Timetable Nancy Timetable
16 17 18 19 20 21 22

(Weekend ———Noubicroidsy |- AR UTRITNNORN e, Fimetable | Nancy Timetabie
Add leave

Clear Temporary Schedule
23 24 25 27 28 29

[Weskend W Nancy Timetable Nancy Timetable Nancy Timetable Nancy Timetable Nancy Timetable

il

2 ®

30 3 1

Nancy Timetable weekend |

=

20 v n Total 1 Records

=

i, On the Add Leave pop-up window, enter the leave details of the employee, and click
Confirm to update the leave.

Add leave

Start Time*  2021-05-18 00:00:00

End Time® 2021-05-18 23:59:59

Pay Code™  Annual Leave

Auto Approved*

No

Confirm Cancel

1. A pending leave application will be added to that employee, then click [Attendance] >
[Approvals] to view the pending leave details.

Attendance

Global Rule

Pay Code View By Person

& Bookmarks~ Y Filters @) ~

Add Delete Bulk Add Approve Reject Revoke Import /4 7 D O M = Workflow
Employee... FirstNa. Department StartTime End Time Apply Reason  Apply Time PayCode  Approval Status
Mancy  Test 2021-05-18 03:00.00  2021-05-18 18.00.00 - 2021-05-17 14:21:50  Annual Leave [N
Ihl-revface18  2021-05-17 00:00:00  2021-05-17 14:19:54 2021-05-17 14:19:59  Annual Leave [ZZOGIEG]

& Approvals

&Note:
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Only the approved leave will get displayed on the calendar on View By Person interface.
Clear Temporary Schedule

On the [View By Person] interface, select the required scheduled date from the calendar, then
right-click and select [Clear Temporary Schedule] from the drop-down list to clear the
temporarily scheduled shift for the selected date.

. = ; s 155
Attendance \ccess Control lisitor leeting ATC 2 4% n'
—
Pay Cods Global Rule \iew By Person Leave
Emoloyee L 456 456 Today
ay 8 oda; Lall>
s First Hame sun Mon Tue Wed Thur Fri sat
455 Mancy 25 6 77 28 30 1
[Weekend ]
oy 2 3 4 5 6 7 8
Schedule Preview

Nancy Timetable Normal Timetable [ Nancy Timetable Nancy_Timetable Nancy._Timetable

s 10 n 1z 13 1 15

Nancy Timetable Mancy Timetable Nancy Timetable Nancy_Timetable Nancy Timetable

1% 17 18 19 20 21 22

Public Holiday e — R (R

m Add Temporary Schedule
Add leave

23 24 25 Clear Temporary Schedule 27 28 29

Nancy Timetable | Nancy Timetable Nancy_Timetable  Nancy Timetable [ Nancy Timetable:

30 31 1 2 3 5

[Wweekend ______JINancy Timetable

20 v n Total 1 Records

5.12 Attendance Approval

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

5.12.1 Manual Log

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

Select [Attendance] > [Approvals] > [Manual log] > [Add] to add a manual log for an employee.
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Add x
Employee® Auto Approved (EEEE )
Punch Time® Punch State® Check In
Work Code Attachment Mo file chosen
Apply Reason

Cancel

Fill in the fields as shown below:

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

Auto Approved: If it is enabled then the manual log will be auto approved after submission.
Punch Time: Enter the punch time of the manual log.

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

Check In
h&::k ut
Break Out
Break In
Overtime In
Overtime Out
Mo Status

Work Code: Enter the work code of the employee.
Attachment: Upload the attachment for the manual log.
Apply Reason: Enter the apply reason for the manual log.

Click [Confirm] to save the settings.
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Bulk Add Manual Log

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

Bulk Add X
Departme Department Selected
Employee I First Mame Last Mame Department Employee 1D First Name Last Name Department

2010 naom yuri
sasha yuri
2012 Development
2013 Development
2014 Development
Nevelnnment
20 % Total 42 Records > 1
Punch Time* Punch State®* Checkln
Work Code

Auto Approved

Apply Reason

Cancel

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

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

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

Edit a Manual Log

Click the name of the person who needs to edit the record or click to edit the manual log.

Click [Confirm] after modifications.
&Note:

The approved record cannot be modified.
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Delete a Manual Log

In the list of the manual log, select the manual log to be deleted and click [Delete] at the top left
of the list. Click [Confirm] or click Il " to delete the selected manual log.

Approve/Reject/Revoke a Manual Log

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

Approve X

Remarks:

Cancel

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

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

Emplayee ID  First Name Department Punch State  Work Code Apply Reason Apply Time Approval Status Approval Comment

100021 Nicole Test Check In - 2020-12-11

119 : 2020-12-09 Check In 2020-12-10

www 119 = 2020-12-09 Check in 2020-12-10

Import Manual Log

Users can click [Import] to import the manual log in batch for personnel. For detailed operation,
please refer to 5."Import"in Appendix 1.

Leave

Add a Leave Application

Select [Attendance] > [Approvals] > [Leave] > [Add] to apply for leave.
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Add >
Employes* Auto Approved (@EETHES
Start Time* End Time*
Pay Code* --—----— Attachment |M Mo file chosen

Apply Reason

Cancel

Fill in the fields as shown below:

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

Auto Approved: If it is enabled, the leave will be auto approved after submission.
Start Time/End Time: Enter start time and end time of leave.
Pay Code: Select the pay code of the leave from the drop-down list.

&Note:

While the leave pay code has been assigned as a leave balance, named “Leave Day” as shown in the
following figure, some tips are given about the balance.

Page |146 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Add X
Employee” | PEANE e / Aute Approved |
Start Time®  2021-05-17 09:00:00 End Time*  2021-05-17 19:00:00
Pay Code®  Annual Leave Attachment | Choose Fi|e| Ma file chosen
Leave Days* 1 Days

Apply Reason

Cancel

Attachment: Upload the attachment for the leave.
Apply Reason: Enter the apply reason for the leave.
2. Click [Confirm] to save the settings.
Bulk Add Leave Applications

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

Bulk Add x
Departme Departmen 'f; Employee Selected O
Employee ID  First Name Last Name Department Employee ID First Mame Last Name Department
456 Mancy Xie Test
5 Anna Development
524287 hl-revface18
524288 hl-revface18
6 sdfsdf Development
65535 hl-revfaceld
20 v Total 42 Records < ] 2
Start Time™ End Time*
Pay Code®  --——--—- Auto Approved (=
Lpply Reason
&
Cancel

Select the employee, the list on the right side shows the selected employee. Select the start and
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end time of leave, pay code, and apply reason.
Click [Confirm] to save the details.

Edit Leave Application

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

modifications.
&Note:
The approved record cannot be modified.
Delete Leave Application

In the list of leave applications, Select the leave application to be deleted and click [Delete] at the
top left of the list. Click [Confirm] to delete the selected record or click ]

Approve Leave Application

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

Approve *

Remarks:

Cancel

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

After the approval, the approval personnel will be displayed in each record, as shown in the
figure.
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Add Delete Add more Approve Reject Revoke Import 7’ i D m (ad = Warkflow
Employee ID  First Mame Department  Start Time End Time Apply Reason  Appl e Pay Code Approval Status .
2 2021-06-22 13:57:20
Test 2021-07-01 16:1. 2021-07-01 18:1... 2021-07-01 16:11:23  Annual Leave Bill
Nike Tes 0; &-04 09:0. 2021-06-07 18:0.. 2021 59.42 Annual Leave l Pending
Nike Test 2021-06-07 18:0... Annual Leave
3003 workflow 2021-D6-2: Casual Leave Rejected
Bill Developm... 2021-06- 2021-0 135, Annual Leave
Test 2021-06-2 2021-D6-22 12:2. Business Trip

Import Leave Applications

Users can click [Import] to import the leave applications in batch for personnel. For detailed
operation, please refer to 5."Import"in Appendix 1.

Overtime

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

Add an Overtime Application

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

Add x
Employee* Auto Approved En
Start Time* End Time*
Pay Code* -—-------- Attachment |Ch|:u:|5e FiIEl Mo file chosen

Apply Reason

Cance

Fill in the fields as shown below:

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

Auto Approved: If it is enabled, then the overtime will be auto approved after submission.
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Start Time/End Time: Enter start time and end time of overtime.
Pay Code: Select the pay code of the overtime from the drop-down list.
Attachment: Upload the attachment for the overtime.
Apply Reason: Enter the apply reason for the overtime.
Click [Confirm] to save the settings.
Bulk Add Overtime Applications

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

Bulk Add X
[ 1 § o
Departme Department ‘4 Employee Selected

Employee ID  First Name Last Mame Department Employee D First Mame Last Name Department

456 Mancy Xie Test

5 Anna Development

524287 hl-revfacel8

524288 hl-revfacels

sdfsdf

20 “ Total 42 Records < > 2
Start Time* End Time*
Pay Code* ---—-—--—-- Auto Approved
Apply Reason

Cancel

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

Click [Confirm] to save the details.
#Note:
The time of the new overtime application is not included in the working hours of the staff.
Edit an Overtime Application
The editing procedure for overtime is the same as the manual log.
Delete an Overtime Application

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

Users can click [Import] to import the overtime applications in batch for personnel. For detailed
operation, please refer to 5."Import" in Appendix 1.

Training

Add a Training Application

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

Add 4
Employese® Auto Approved
Start Time* End Time*
Pay Code* ---—----- Attachment |Ch|:u:|5E' Fi|E| Ma file chosen

Apply Reason

Cance

Fill in the fields as shown below:

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

Auto Approved: If it is enabled, then the training will be auto approved after submission.
Start Time/End Time: Enter the start time and end time of the training.

Pay Code: Select the pay code of the training from the drop-down list.

Attachment: Upload the attachment for the training.

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

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

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

Bulk Add x
e I o
Departme Department ‘4 Employse Selected

Employee ID  First Name Last Name Department Employee ID First Mame Last Name Department

456 Mancy Xie Test

5 Anna Development

524287 hl-revface18

524288 hl-revface18

sdfsdf

20 v Total 42 Records < ] 2
Start Time™ End Time*
Pay Code®  --——--—- Auto Approved
Lpply Reason

Cancel

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

Click [Confirm] to save the training details.

Edit Training Application

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

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

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

to delete the selected record. Or click !l  after the record.
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Approve Training Application
The operation method is the same as the manual log.
Import Training Applications

Users can click [Import] to import the training applications in batch for personnel. For detailed
operation, please refer to5."Import" in Appendix 1.

5.12.5 Schedule Adjustment

After the user applies for changing the shift on the APP, the administrator can approve it on the Web
application.

PRSI ELII Access Control Visitor  Meeting MTD System w n'

Pay Code Manual Log Schedule Adjustment

& Bookmarks~ T Filter -

Delete Approve Reject. Revoke & @ 9 M

it

o Workflow
Employee D FirstName Department Date Previous Schedule  New Schedule  Apply Reason  Apply Time Approval Status
) 2021-07-02 13:51:25
2001 zoey yuri 2021-07-05 Normal Timetable Nancy_Timetable 2021-07-02 13:51:25 m W o
2001 o8y yuri 2021-06-28  Mormal Timetable  Nancy Timetable 2021-06-30 14:37:23 m o) E ﬁ
L
1 Mike Test 2021-06-29  Normal Timetable Group € 2021-06-25 16:10:05 m o
1 Mike Test 2021-06-22 Mormal Timetable Mancy Timetable 2021-06-25 10:36:43 m 0 ¥ 2021-07-0213:51:38
Abcuieds 1 Mike Test 2021-06-16 Mormal Timetable Nancy_Timetable 2021-06-24 16:3549 m T Lt
X ) > =
1 Mike Test 2021-06-24 Mormal Timetable Nancy Timetable 2021-06-24 16:35:28 Ty
2002 ¥y yuri 2021-06-24  Mormal Timetable Nancy_Timetable 2021-06-23 14:40:56 m W
1 Mike Test 2021-06-23  Mormal Timetable Nancy Timetable 2021-06-23 11:02:19 m T
" - Test 2021-06-30  MNormal Timetable  Group C 2021-06-22 11:19:09  § W
2002 ¥ yuri 2021-06-23 Normal Timetable MNancy Timetable |11 2021-06-22 09:27:59 m 0}

Approve Schedule Adjustment Records
The approval procedure of shift adjustment is the same as the manual log.
Delete Shift Adjustment Records
The deleting procedure of shift adjustment is the same as the manual log.
#Note:

After deleting the shift adjustment record of the employee, the shift of the employee is still the
adjusted shift.

5.12.6 Approval Form

The user can view the workflow and status of the application and download the approval form.
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& Approvals x

Attendance
Werkbench Manual Log Leave
B Bookmarks+ ¥ Filter -
Add  Delete  BukAdd  Approve
Employee.. FirstNa. CompanyNa. Departm
2 kilo Company Departm.
1 seffery  Company  Departm
1 Jeffery Company Departm.
C ue Total 3Records | 1

Reject Revoke.

Start Time

2022-09-211090...

20220920 090...

2022-09-21 09.0...

Import
End Time

2022-09-23 180
2022-09-20 1810...

2022-09-22 1810

Apply Reas.

Apply Time
2022-09-2016:5
2022-09-2016:5

2022-09-2016:5

s 72 9 O~ Workflow
Pay Code Approval Stat..
O 2022-09-20 16:57:54
SR Ko

© 2022-09-20 16:57:54

admin
Auto Approved

Click the icon

information.

Name
Employee ID
Department

Position

Request Type
Request Date

Apply Reason

Approver

Approval
Status

Appraval
Time

Workflow List
Employee Information
kilo_.
2

Department

Request Information
Casual Leave

2022-09-21 10:00:00--2022-08-23 18:00.00

Process

admin

Approved

2022-09-20 16:57:54

& Download

in the application record to view the current application workflow and related

Click theicon = 22¥222¢  to download the workflow form. Forms only support PDF format.
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il
o
<
H

AY Read aloud Add text Y Draw ~ 'F Highlight ~ & Erase =] 123 VA1)

Workflow List

Enployee Information
Name ko,
Employee ID 2
Department Departrent
Position

Request Information
Request Type Casinl Leanve
Request Date 2022-09-21 1000£0--2022-09-23 180000
Apply Reason

Process

Approver admin
Approval Status Approved
Approval Time 2022-09-20 165754

Benefit Management

Leave Group

Add a Leave Group

Select [Attendance] > [Benefit Management] > [Leave Group] > [Add] to add a leave group.

Add X

Code*:

Mane*:

Cancel

Enter the fields as shown below:
Code: Set the code of leave group.
Name: Set the name of leave group.

Click [Confirm] to complete adding a leave group.
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Edit Leave Group
Click the code of the leave group to be edited or click “= to enter the edit page.
Edit X
Code* MName* Group 1

Pay Code Leave Type Leave Applicati.. Min Leave Day Deduct Non-worki...

1 Annual Leave Based On Service | 1 ] 0 ! I

Code: Cannot be edited.

Name: Edit the name of the leave group.

Add Benefit: Click it to add different leave types to the leave group.

X
Pay Cade*
Leave type*  Unlimited Leave
Leave Application is 1 Days ]
Min Leave Day* 1 Days

Allowed After Hired*

Deduct Mon-working  No
Day*

Cancel

Pay Code: Select pay code whose type is leave from the drop-down list.

Leave Type: Set the leave type of the pay code. There are four leave types:
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Based On Service: This calculation method supports leave types with leave quota increasing year
by year, for example, the annual leave.

Leave type*  Bassd On Service

Application Setting Basic Setting Entitlement Setting Advance Setting
Leave Application is 1 Days

] ! Min Leave Day* 1 Days
Allowed After Hired* o 5

Deduct Mon-working Mo
Day*

(1) Application Setting
Leave Application is Allowed After Hired: Only after the employee joins the company for
specific period, then only the employee can apply leave.
Example: If the setting is 90, it means the employee cannot apply for the leave until he or she
has worked in the company for 90 days.
Min Leave Day: Set the minimum leave day that the employee needs to apply.
Deduct Non-working Day: The default setting is [No], which means the rest days and public
holidays during the leave will not be counted as leave and the leave balance will not be
deducted.

(2) Basic Setting

Leave type®  Based On Service

Application Setting Basic Setting Entitlerment Setting Advance Setting
Leave Interval* Leave Distnbution Time*  Cycle Start Date
Start Date*  01-01 Allow Exceed Limit* Mo

Carry Forward to Mext Mo
) Max Forward Days 0
Year*

Leave Interval: Now it only supports yearly, Yearly means distributing the annual quota to
employees year by year.

Leave Distribution Time: Choosing [Cycle Start Date], means distributing the annual leave
quota of the year on the first day of the year.

Choosing [Cycle End Date], means distributing the annual leave quota of the year on the last
day of the year.

Start Date: Set the start date of the year. The system usually uses calendar year by default, e.g.
January 1 of each year is the start time and December 31 is the end time.
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Most companies calculate the annual leave based on calendar year. If your company has
different cycle, you can make adjustment here.

Allow Exceed Limit: While the leave quota of the current year has been used up, whether
employees are allowed to use the leave quota for the next year.

Carry Forward to Next Year: If you choose [No], it means the leave quota is available only in the
year. The rest part of leave entitlement that employee did not apply will not be available in the
next year anymore.

If you choose [Yes], it means the leave quota that employee did not apply for, can be
transferred to the next year.

Max Forward Days: While [Carry Forward to Next Year] is set as [Yes], then users can set the
Maximum Carry Forward Days. Such as set it as [5], it represents the leave balance that can be
transferred to the next year should be no more than 5 days.

(3) Entitlement Setting

Leave Type* Based On Service

Application Setting Basic Setting Entitlernent Setting Advance Setting

Senonty Start Senionty Enc Entitlernent Days

(31
(%3]

o
o
o

Click ™% to add and set different entitlement days for different seniority. Example: There are

two different seniority level.
Set Seniority Start as 1 and Seniority End as 5, Entitlement Days as 5.
Set Seniority Start as 6 and Seniority End as 6, Entitlement Days as 6.

It means the employee is entitled to 5 days of annual leave from the first to the fifth year of
employment. When it comes to sixth year, the employee is entitled 6 days of annual leave.

(DAdvance Setting
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Leave Type* Based On Service

Application Setting Basic Setting Entitlernent Setting Advance Setting

Set Hire Date as Year Mo
Start Date*

Users can set the hire date of the employee as the start date of the year.

While Leave Distribution Time sets as “Cycle End Date”, Set Hire Date as Year Start Date sets as
“Yes”, for example, the hire date of employee A is 2020-09-01, and the hire date of employee B
is 2020-06-13. Employee A will get the leave quota for the first time on 2021-09-01, and B will
get it on 2021-06-13; every year in the future, their leave quota will be automatically calculated

based on their hire date.
Other calculation examples for leave type of Based On Service (Set Hire Date as Year Start Date

sets as “No”):

The start date of the year is January 1, Set “Leave Distribution Time” as “Cycle Start Date”,
the leave quota for the first year of employment is 5 days.

If the employee's hire date is June 15", then the employee will get leave quota of the first
year on June 15" proportionally, the calculation formula shown as follows:

Leave Quota of The First Year = (Entry Time / 365) * 5

The start date of the year is January 1, Set “Leave Distribution Time” as “Cycle End Date”, the
leave quota for the first year of employment is 5 days.

If the employee's hire date is June 15", then the employee will get leave quota of the first
year on December 31* proportionally, the calculation formula shown as follows:

Leave Quota of The First Year = (Entry Time / 365) * 5

@Unlimited Leave: The leave type without specific quota, such as no pay leave and work injury leave,
etc.

Leave type*  Unlimited Leave

Application Setting

Leave Applicationis 1 Days .
i b Min Leave Day* 1 Days
Allowed aAfter Hired*
Deduct Mon-working Mo

Cray*

Application Setting
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Please refer to the parameter description of Based On Service Year.

(®O0ne-Time Leave: The leave type that the system will generate leave quota only for one time when
the employee joined in the company. This calculation method is applicable for leave types such as
maternity leave, marriage leave, paternity leave, compensation leave, etc.

Leave type* One-Time Leave

Application Setting Basic Setting

[

Leave Applicationis 1 Day S i =

| £ - in Leave Day avs

Allowed After Hired* = s

Deduct Mon-working  No
Day*

Application Setting

Please refer to the parameter description of Based On Service Year.

Leave type*®  Ons-Time Leave

Application Setting Basic Setting

Leave Entitlement* 1

Basic Setting

Leave Entitlement: Set the leave entitlement for the one-time leave.

@Fixed Quota: It is applicable for company's extra welfare leave, such as paid sick leave, birthday
leave, company anniversary, etc. There is a fixed quota for every month/year.

Leave Type*  Fixed Quota

Application Setting Basic Setting

Leave Applicationis 1
Allowed After Hired*

Days

ik

Min Leave Day* 1 Days

Deduct Mon-working Mo

Day™*

Application Setting

Please refer to the parameter description of Based on the Service Year.
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Basic Setting

Leave Type*®  Fixed Quota

Application Setting Basic Setting

Leave Entitlement® 1

Leave Interval® Leave Distribution Time*  Cycle Start Date

Start Date*  01-01 Allow Exceed Limit* Mo

Leave Entitlement: Set the leave entitlement for leave type of fixed quota.

After adding different leave types to the leave group, click [Confirm] to complete the editing
operation.

® Compensatory Leave: Compensatory leave can convert employees' overtime hours into leave

hours.
X
Pay Code*
Leave Type* Compensatory Leave
Application Setting Basic Setting

Leave Application is 1 Days ] -
] b . Min Compensate Hours 1.0 Hour{s)
Allowed After Hired*
Deduct Mon-working Mo

Diay™

Application Setting
Leave Application is Allowed After Hired: Only after the employee joins the company for
specific period, then only the employee can apply leave.
Example: If the setting is 90, it means the employee cannot apply for the leave until he or she
has worked in the company for 90 days.
Min Compensate Hours: Set the minimum duration of the compensatory leave.
Deduct Non-working Day: The default setting is [No], which means the rest days and public
holidays during the leave will not be counted as leave and the leave balance will not be
deducted.

Page |161 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Pay Code*

Leave Type* Compensatory Leave

Application Setting Basic Setting

Leave Interval®

Carry Forward to Next  MNo
. Max Forward Hours
Year®

Basic Setting

Leave Interval: Now it only supports yearly, Yearly means distributing the annual quota to
employees year by year.

Carry Forward to Next Year: If you choose [No], it means the leave quota is available only in the
year. The rest part of leave entitlement that employee did not apply will not be available in the
next year anymore.

If you choose [Yes], it means the leave quota that employee did not apply for, can be
transferred to the next year.

Max Forward Hours: Users can specify the Maximum Carry Forward Hours while [Carry Forward
to Next Year] is set to [Yes]. Set it to [5], which means the maximum amount of leave that can
be transferred to the following year is 5 hours.

Assign Employee

Select corresponding leave group and click [Assign Employee].

Assign Employee ¥
Departme Crepartment (’1 Employee Selected ©
Employee ID  First Name Last Name Department Employee 1D First Name Last Name Department
Mike Test
100000001 tubiel zhang tugou
100000002 tubie21 tugou
tugou
10086 ki kk
11 Test
1111 bhhijh Development
111111 11111j Development

20 w Total 157 Records >

Cance
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*In the employee’s s list, select the employee(s) whom you want to adjust to the selected leave
group in batches (You can search employees by Department, Name or Employee ID).

Assign Employee x
Departme Department - Q Employee Selected 3

Employee ID  First Name Last Mame Department Employee ID = First Mame = LastMName = Department
1 Mike Test 1 Mike Test
100000001 tubiel zhang tugou 100000001 tubiel zhang tugou
100000002 tubie21 tugou 100000002 tubie21 tugou

100000003 tubie3123 tugou

10086 ki kk

11 Test

111 bhhijjh Development

11111 11111j Development
20 w Total 157 Records > 1 Page

«Select the Employee and click [Confirm]. The selected employee will be assigned to the leave
group.

4. Remove Personnel from Leave Group

«Select corresponding leave group, and the personnel belonging to this group will show on the
right personnel list.

o Select the personnel that needs to be removed from the leave group and click [Remove].

Remove x

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

-

o Select [Yes] to complete removing personnel.
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Delete a Leave Group

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

Prompt X

Are you sure to delete the selected 1 item?

Cancel

Click [Confirm] to delete the group.

Holiday

Attendance on holidays and festivals may be different from the weekdays. To simplify operation
procedures, the system offers settings designed for attendance time and rules on holidays and
festivals.

Add a Holiday for Attendance

Select [Attendance] > [Benefit Management] > [Holiday] > [Add] to add a holiday.

Add x

MName*

Basic Setting Cwvertime Rule Advanced

Start Date*  2020-12-11 Duration® 1 Days

Color Setting

Cancel

Name: Enter the holiday name (maximum of 50 characters).
Basic Setting:
Start Date: Set the start date of the holiday.

Duration (Day): Set the duration of the holiday.
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Color Setting: Select the color of the holiday to be displayed on the attendance report.

Overtime Rule:

Add X

MName*

Basic Setting QOwvertime Rule Advanced

Overtime

Work Hours . -—--——--—- Work Hours = 0.0 Hour{s) = | D Hour{s)
Assign To Range

Work Hours  ----—---—- Work Hours 0.0 Hour(s) - 00 Hour(s)
Assign To Range

Work Hours | -—-—--—- Work Hours = 0.0 Hour(s) - 0D Hour{s)
Assign To Range

Cancel
Set the work hours range and assign to corresponding pay code.
Advanced:
Add *
MName*
Basic Setting Overtime Rule Advanced
Group TS Department TEt T
Cancel

Department: Enter Department holidays. When the Department is not selected, the holiday is
valid for all the Departments.

Group: Enter Group holidays. When the Group is not selected, the group is valid for all the
Groups.

Click [Confirm] to save the settings.

Edit a Holiday for Attendance
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In the holiday list, click the name of a holiday, or click in the same row of the holiday. Modify

the parameters as needed and click [Confirm] to save the modifications.

Delete a Holiday for Attendance

In the holiday list, select the holiday and click [Delete] on the upper left of the holiday list or click

]

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

Attendance Report

The attendance report lists the attendance information of the queried employee within a designated
time period and collects statistics on absence, late arrival/early leaving, overtime and leave, to check
whether the listed information is consistent with the actual conditions. If the obtained result is

inconsistent, adjust the shift, add an overtime sheet or compensatory leave sheet, or directly modify
the data in the report based on the requirements.

Here attendance report is split into five types: Transaction Report, Daily Report, Weekly Report,
Monthly Report and Summary Report.

Select [Attendance] > [Transaction Report] > [Transaction] to view the transaction report.

MTD System

& setup

Department " Date Period  User Defined 2020-12-01 - 2020-12-11

o)

Load Layout s S M e~ =

First Name

® Rule

ZDepartment

me Punch State Data Sources
M shift -

1511 Unknown Device
3 schedule Assignment 1511 Unknown Device

B SchedulePreview ¥ ales Department

Board of Directors

Device

Device

B Holiday ~

] Transaction Report &

€] Daily Report -

€] Wesldy Report -

Business Planning Departme

“Konoha village
&xxx

@Mancy Test
@lala

wlaf

=119

Kamado Nezuko
104
gakki

2

> Total 512 Records

Device
Device
Device
Device
Device
Device

Device

Device

Device

Device

The following describes how to view an attendance report.

Select the report in the left menu bar and enter the report interface.

Select Department/Area/Group on the left side to view the attendance data of employees of that
department/area/group.
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Attendance

Pay Code Transaction
P i Employee Date Period  User Defined 2020-12-01 - 20201211 o
Department Save Layout Load Layout Z S M m» =
Area
Grisap Employee ID First Mame Department Date Time Punch State Data Sources
20102 troye Konoha village 2020-12-11 1511 Unknown Device
=
&6 20102 troye Konoha village 2020-12-11 15:11 Unknown Device
as 20103 gakld Konoha village 2020-12-11 1511 Unknown Device
&Sales Department
BT SE D etors 20103 gakld Kencha village 2020-12-11 1510 Unknown Device
#Business Planning Departme 30103 gakid Konoha village 2020-12-11 1510 Unknown Device
Konoha village
o 20103 gakki Konoha village 2020-12-11 1510 Unknown Device
00
& Nancy Test 20102 troye Konoha village 2020-12-11 1510 Unknown Device
=lala
s eport s 20102 troye Koncha village 2020-12-11 1506 Unknown Device
@118 20102 troye Konoha village 202012-11 1505 Unknown Device
20102 troye Konoha village 2020-12-11 1456 Unknown Device
20102 troye Konoha village 2020-12-11 1454 Unknown Device

Or click the Employee selection box to select the employee (multiple or all) whose attendance
report required to be viewed.

Select Employese x
b, Department Q Employee Selected 0
ODepartment Employee ID First Name Last Name Departme... Employee ID  First Name Last Name De
oz
O3 M huahua lala N
] None
El?cole Test 1 U Saw Thi... Departme...
1
o6 10 nicole hu... Nicole Test
o 100001 100001 2
O 5ales Department
O Board of Directors 100002 100002 E
[DBusiness Planning Department 100003 300K
Okonoha village
—— 100004 100004 2
CONancy Test 100005 100005 2
O lal
. 100006 100006 2
Cilgf
o118 20 ~ Total 198 Records > 1 Page m

Set the Start Date and End Date. Please refer to 3.”Date Selection” in Appendix 1 to set the date.

Click Q , and view the attendance report of the selected employees between the start date and

end date.
Transaction Report
Transaction

It provides all transaction information of the selected employee.
Time Card

It provides detailed punching information of the selected employee.
First & Last

It provides statistics on the earliest and last punching data of each employee for each day.
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First Punch: The earliest punch record of the day.
Last Punch: The last punch record of the day.
First In Last Out

It provides statistics on the earliest check-in and last check-out data of each employee for each
day.

First Check-in: The earliest check-in record within the day's check-in time range.
Last Check-out: The last check-out record within the day's check-in time range.
Daily Report
Total Time Card

The total time card interface displays the statistics on the schedule, attendance status,
overtime, and holidays of all staff by date. The attendance list is a statistical table of attendance
records in each shift timetable.

Total Hrs.: Interval between the check-in time and the check-out time.
Total Hrs. of Break: Actual rest time (Break time-out/in).

Break Time: Break time.

Worked Hrs.: Actual working hours.

Duty Duration: Required working hours (timetable duration — Break time).
Total OT: Total overtime hours.

While checking the Total Time Card report, users can select the corresponding record and
directly add either a manual log, leave or overtime applications and view the attendance
settings for the employees via the pop-up menu list.

On the Total Time Card interface, select the corresponding record from the list, then
right-click and select the required application type from the pop-up window.
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1502 4
Attendance ccess Contro ayr sife viTD System B n =
~—

Pay Code Leave Group Holiday Total Time Card

Departmeni ¥ =& Employse Date Period  User Defined 2021-06-01 - 2021-07-05 aQ

&Development Save Layout Load Layout F S O e~ =
& Test

otk Employee NO. 4 First Name Department Date Weekday  Timetable Checkin Check Out  Duty Duration Break Duration W

Byuri
4 1 Mike Test 2021-06-01 RO ormal Timetable  JRGERV 1
» @YuanTeng Add Manual Log
» &lhl-revface1d 1 Mike Test 2021-06-02 L LEN TN ormal Timetable 0g:00 18 addLeave
&CS <
& Dota 1 Mike Test 2021-06-03 Thursday 03:00 18] Add Overtime

i1 Add Training
EEE] 1 Mike Test 2021-06-04 Friday INormal Timetable 09:00 13} <
&TEE] View Attendance Setting
&0ffice 1 Mike Test 2021-06-05  Saturday 0:00 oo
Production 1 Mike Test 2021-06-06  Sunday 00:00 00:00
&Sales

&SALES 1 Mike Test 2021-06-07  Monday Rl csoo 1800 03:00
Bapckfiw 1 Mike Test 2021-06-08  Tuesday et %00 18:00 03:00
Mice Test
Daily Report & Customer Service 1 Mike Test 20210609 Wednesday |NSTSETSNERSISN 0900 1800 03:00
Stugou : 5
i 1 Mike Test 2021-06-10 Thursday 09:00 18:00 09:00
&invictus game

1 Mike Test 2021-06-11  Friday Normal Timetable  [JRECE 1800 09:00

1 Mike Test 2021-06-12 Saturday 00:00 00:00

e s amat s s Comdns Arenn Annn

(% 20records perpage W n 2 3..135 > Towl247Records jumpto 1 | Page m

Here, the software will automatically fill in the employee information according to the
selected record.
And after setting the time and pay code, click [Confirm] to save and update the application.

Add Manual Log 5

Employee®
Punch Time* 2020-12-01 00:00:00
Punch State* Check In

Waork Code

Worked Hrs.

The list shows the calculation result of every pay code of the selected person.
Overtime Report

The list shows the overtime of the selected person.
Leave Report

The list shows the leave of the selected person.
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Late In Report

The list shows the late arrival time of the selected person.
Early Out Report

The list shows the early leave time of the selected person.
Absent Report

The list shows the late arrival, early leave and absent of the selected person.
Exception Report

It provides all attendance exceptions.
Scheduled Log

This table calculates the valid schedules of attendance records.
Paired Punch

The list displays the consecutive check in and out of each Employee, and the total hours
between each consecutive check -in/out.

Multiple Worked Hrs

When Multiple In/Out function is enabled in Flexible Timetable or the Paring Rule is set as Odd
Even, the duration of each period and the total working time are counted.

Multiple Break Time

After Multiple In/Out is enabled in Break Time, the break time duration and total break time
duration of each break period are counted.

Users can export an attendance report to a .xIs, PDF, CSV or .txt file based on requirements.
Please refer to 6. “Export” in Appendix 1 to export the report.

Users can select the fields required for displaying in the attendance report based on
requirements (the fields are displayed after being checked).

Users can change the column width by dragging the column border to the left or right based
on requirements.

Weekly Report
Weekly Worked Hrs.

The list displays the weekly work hours of the selected person.
Weekly Overtime

The list displays the weekly overtime of the selected person.

Page |170 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Monthly Report
Monthly Status

The monthly status interface displays the daily attendance status, attendance statistics,
overtime statistics, leave records, and leave summary within a designated period. It uses
symbols or digits or the combination of symbols and digits to represent different items. The
meaning of each report symbol can vary in daily attendance.

Monthly Check-in/out
The monthly punch interface displays the daily check-in/out records of the selected person.
Monthly Worked Hrs.
The list shows the monthly working hours of the selected person.
Monthly Overtime
The list shows the monthly overtime of the selected person.
Monthly Absence
The list displays the selected person's monthly absence statistics.
Summary Report
Employee Attendance

The attendance summary interface displays the attendance summary of each employee in the
time period, including the lists of attendance, leaves and overtime, namely the summary table
of the attendance lists.

The leave records are calculated based on the leave type. The data in the left column is the
sum of the data of all leave types. For example, leave = sick leave + casual leave + maternity
leave + compassionate leave + annual leave + self-defined leave.

Employee Overtime

The overtime summary interface displays the overtime for each pay code whose type is
overtime in the selected date range.

Employee Leave

The leave summary interface displays the leave time for each leave type in the selected date
range.

Department Attendance

Displays all data for a particular Department. It is the statistics of all the employees' attendance
in a Department.

Department Overtime
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The department overtime summary interface displays the overtime time for each pay code
whose type is overtime in the selected date range.

Group Attendance

Displays all the data for a particular Group. It is the statistics of all the employees' attendance in
a group.

Group Overtime

The group overtime summary interface displays the overtime for each pay code whose type is
overtime in the selected date range.

Leave Balance

The leave balance summary interface displays the detail leave balance information of selected
person.

Configurations

Calculation

Select [Attendance] > [Configurations] > [Calculation] to calculate the attendance. It shows all the
employees by default. You can select the Department on the right side to display the employees in

the specified Department. Fill the time range to be calculated. Click = to calculate. When the

progress bar is 100% indicates the end of the calculation.

Personnel  Device Access Control  Payroll  Visitor  Meeting  MTD  System ® £

Pay Code Calculation

® & = & [Department v Employee ID First Name Q.  sertbate 2001201 EndDate  2020-12-11 =
C)Department ) )
B1s ﬁz ok Employes ID First Name Last Name Hired Date Department pasition
g
B s as 1 U Saw Thiha Department
ONicole Test
e 10 nicale huang Nicole Test
Schedule Previe g
8 s “ os 100001 2
Das pee -
& Approvals OSales Department - N
[ Board of Directors XK
olida CJBusiness Plan ! =
Holiday DBusiness Planning Departme pre 5
CKencha village
. 100005 2
Transaction Report Coex g &
ONancy Test o 2
; Diala
Daily Report Qlaf 100007 2
o119 00 2

Weekly Report

Monthly Report

Summary Report

e3
&
3]
4]
3]
23]
o

Configurations

C 20w 1 ERE 10 > Total 193 Records 1

Rules to select Check-in/out Time

While “Punch State Based” is not enable, the check-in time is the time that is the earliest within
the check-in time range. For example, when you check-in at 8:50, 9:00 and 9:10, it is considered
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that you check-in at 8:50. The check-out time is the time that is the latest within the check-out
time range. For example, the due check-out time is 18:00, if you check out at 17:50, 18:00 and
18:20, it is taken that you check out at 18:20.

Calculation Process

First, determine the shift, work type on that day. Then select the check-in/out time and the leave
list. Select the compensatory leave information. When selecting the work type, only the holiday
settings of 100 days prior to the current day can be selected. Select the attendance parameters,
calculate the attendance results, and save the results to the database.

Calculation Prerequisites

Calculation is only made when Enable Attendance Function is set to Yes. If the attendance
calculation is not required for an employee, only the actual attendance value and the total time
are shown in the report after the attendance calculation.

Work Type Consideration Rules

If Calculation OT is selected, the overtime is calculated based on the settings of the attendance
parameters. The calculation result is rounded based on the rounding rules. If the work time of
the timetable is set to zero, it is considered that the timetable is overtime, which will be
calculated as the daily overtime.

If there is a temporary schedule, it is calculated by the work type of the temporary schedule.

The work type on weekends and day-offs is considered as normal work or overtime work
according to the value set in the attendance rule.

The work type of holiday is determined as normal work or overtime work according to the value
set on holiday.

Rounding Rules
The rounding rules include rounding down, rounding off and rounding up:

For rounding down, when the remainder of the calculated value exceeds the minimum unit, the
system automatically truncates the remainder.

For rounding off, when the remainder of the calculated value exceeds half of the minimum unit,
the value will be increased by a minimum unit; if the remainder of the calculated value is less
than half of the minimum unit, the remainder will be neglected.

For rounding up, if the remainder of the calculated value exceeds the minimum unit, the value
will be increased by a minimum unit.

Scheduling Principle

When there is a normal schedule, the system considers the day as a workday. However, if there is
a temporary schedule, the timetable of the additional temporary schedule is considered as
work or overtime based on the preset value.

When there is no existing schedule or temporary schedule assigned for the Employees, the
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system will calculate the attendance according to the [Rule for Non-scheduled Days] function,
which is configured either in [Global Rule], [Department Rule] or [Group Rule].

If there is no existing schedule but a temporary schedule is arranged, it is considered as work or
overtime based on the preset value in the temporary schedule.

Determine whether there is an existing schedule:

Calculate the attendance based on a schedule if any, and check whether there is a
temporary schedule. If yes, the work type of temporary schedule can be designated during
temporary scheduling.

If there is no schedule, check whether there is a temporary schedule.

If there is no schedule or temporary schedule, attendance will get calculated according to
[Rule for Non-scheduled Days] set on either [Global Rule], [Department Rule] or [Group
Rule]

The attendance is not calculated when there is no attendance records.

Configuration

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

Personnel Device Access Control Payroll Visitor Meeting MTD System w l

Short Date Format®  yyyy-MM-DD Short Time Format®  HH:mm

Resign Employee Display (] Filter By Hire Date (0

Short Date Format: Set the date format of the report display.
Short Time Format: Set the time format of the report display.

Resign Employee Display: Select whether to filter the resigned employees or not. When it is set as Yes,
the resigned employees will not be shown in the attendance calculation and reports. When it is set as
No, the resigned employees will be shown.

Filter By Hire Date: Toggle Yes to enable this function.

Please note, if this function is enabled, then it is not possible to assign a schedule or apply manual
log/leave/overtime/training/schedule modifications and neither process attendance calculation for
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the date before the employee hiring date.

5.16 Shift Schedule Change Notification

When the check in/check out time of the normal timetable assigned by the employee changes,
the employee will receive an email reminder.

Click Attendance- > Shift- > Normal timetable to enter the following interface.

Add Normal Timetable X
MName* Work Hours Assign To®
Basic Settings BreakTime Settings Unscheduled Time Settings Overtime Rule Rule Settings
Check-In*  09:00:00 Check-Out*  18:00:00 Cross 0 Days
Check-In Start  08:00:00 Cross | O Days Check-Out Start  17:00:00 Cross 0 Days
Time™ Time™
Check-In End = 10:00:00 Cross. 0 Days Check-OutEnd =~ 19:00:00 Cross 0 Days
Time™ Time™
WorkDay* 1.0 Days Color Settings
*Notice
1.All the cross-days setting is based on check-in.
Cancel
f . . . .
When the employee's shift changes, an email reminder will be sent to the employee.
Click Attendance- > Shift- > Shift to enter the following interface.
Add X
Shift Name= Auto Shift Dis
General Setting
) Timetable Unit*  Week Cycle™ 1
Name Check-In Check-Out  Break Time Sun Mon Tue Wed Thu Fri Sat
9-18 norm...  09:00:00 18:00:00 80 1 flex1 9-18.5 n... flex2 9-18 no... 001
9-18 nobr...  09:30:00 17:30:00 30
9-18.5 nor...  08:00:00 18:30:00 a0
flex1 04:00:00 21:00:00
flex2 00:00:00 00:00:00%"
001 08:00:00 18:00:00 a0
Total 14 Records 20 v
*Notice
1. Select the shift on right side by choosing the timetable from the left side.
Cancel
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When an employee's schedule is added or deleted and then re-arranged, the employee will
receive an email reminder. The following four schedule types all have email reminders.

&4 Schedule Assignment &

Department Schedule

Group Schedule

Employee Schedule

Temporary Schedule
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6 Access Control

The Access control module enables the user to perform various operations such as door settings,
device commands, setting holidays in devices, assigning user groups, access combinations, and other
access related privileges.

6.1 Device

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

Access Control w Q -
—
Device
& Bockmarks~ T Filters =
Open Door Canicel Alarm Set Parameter L T 1 o
Serial Number Device Name State  Door Lock Delay Door Sensor Delay Daor Sensor Type Door Alarm Delay Retry Times To Alarm Valid Holidays
Auto add @ 10 10 None 30 3 No (E4
g e 10 10 Mone 30 3 Mo 4
Auto add ® 10 10 Mormal Close(NC) 30 3 No 4
Auto add © 10 10 Normal Close{NC) 30 3 No 4

C 11w - Total 4 Records 1 | Page m

6.1.1 Open Door

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

Prompt x

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

m —_

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

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

Prompt X

Are you sure to remove the alarm for the selected device(s)?

Click [Confirm] to cancel the alarm of the selected device.

6.1.3 Set Parameter

Set Parameter x

Access Control Options Duress Options Anti-Passback Setup

Door Lock Delay* 5 Door Sensor Delay= 15

0 - 10 Second(s) 1 - 255 Second(s)

Door Alarm Delay® 1
0 - 999 Second(s)

Door Sensor Type*  Marmally Clased{MC) -

MNC Time Period* 0 Mo Time Period® 0O
Time Zone Number{0 - 50) Time Zone Number(0 - 50)
Retry Times to Alarm*  Mane - Werify Mode by R5485*  Fingerprint/Card -
Valid Holidays speaker Alarm (@GS ]

A, Select the respective device in the device list and click [Set Parameter].

Set the parameters as shown below:
1. Access Control Options

Door Lock Delay: Set the door lock delay for the device. The range is 0-10 second(s).
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Door Sensor Delay: Set the door sensor delay for the device. The range is 1-255 second(s).

Door Sensor Type: Select the door sensor type for the device. The types are Normal Open (NO),
Normal Close (NC) and None.

Door Alarm Delay: Set the door alarm delay for the device. The range is 0-999 second(s).
NC Time Period: Set the normal close time period number. The range is 0 to 50.
NO Time Period: Set the normal open time period number. The range is 0 to 50.

Retry Times To Alarm: When the number of failed verifications reaches the preset value (the
value range is 1-9 times), an alarm will be triggered. If there is no preset value, an alarm will be
triggered after a failed verification.

Verify Mode by RS485: Select the verification mode by RS485.

Valid Holiday: Select whether the NC Time Period or NO Time Period settings are valid in the
preset holiday time period. Select NO to enable the NC or NO time period in the holiday.

Speaker Alarm: When it is enabled, the buzzer will raise an alarm when the device is dismantled.

Duress Options

Set Parameter X

Access Control Options Duress Options Anti-PassBack Setup

Duress Function

Alarm on 1:1 Match WG i Alarm on T:N Match

Alarm Delay® 10
Alarm on Password 4

Cancel

Duress Function: Select whether to enable the duress function for the device or not.

Alarm on 1:1 Match: If it is enabled and a user performs 1:1 verification method to verify any
registered fingerprint, then the alarm will be triggered.
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Alarm on 1:N Match: If it is enabled and a user performs 1:N verification method to verify any
registered fingerprint, the alarm will be triggered.

Alarm on Password: If it is enabled and the user uses the password verification method, the
alarm will be triggered.

Alarm Delay: Set the alarm delay for the device. The range is 1 to 999 second(s).

Anti-Passback Setup

Set Parameter X
Access Control Options Duress Options Anti-PassBack Setup
Anti-PassBack Mode® No Anti-passback Door Direction® Out
Cancel

Anti-PassBack Type: Select the type of anti-passback.
Door Direction: Set the door direction. It can be none, in or out.

After setting the details, click Confirm to save the anti-passback parameters.

Device Command

Select [Access Control] > [Device] > [Device Command]. Check the commands issued by the software
to a device during communication.
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Access Control ayroll Sitc Mee v /sten e n <
—
Device Device Command
& Bookmarks~ T Filter -

Delste Bulk Delete & L D 0O M =
Serial Number Device Name Content Commit Time = Transfer Time
CKL5211060011 Xhinobi DATA USER PIN=987654322 Name=Nick Pri=0 Passwd= Card= TZ=0000000000000000 Grp=1 Verify=-1 2021-07-05 13:.09:31 m
CKL5211060011 Xhinobi DATA UPDATE USERPIC ZK_PERSONNEL_PHOTO PIN=1 2021-07-05 13:09:30 ]
CKL5211060011 Xhinobi DATA UPDATE BIOPHOTO PIN=1 Type=9 Format=1 Url=iclock/doc/biophoto/1.jpg 2021-07-05 13:09:30 '@
CKL5211060011 Xhinobi DATA USER PIN=1 Name=Mike Pri=0 Passwd=1 Card=[3CCE120000] TZ=0000000000000000 Grp=1 Verify=-1 2021-07-05 13:09:30 ]
CKL5211080011 Xhinobi DATA UPDATE USERINFO PIN=1 Grp=1 TZ=0000000000000000 Verify=-1 2021-07-05 13:09:26 '@
CK15211060011 Xhinobi DATA UPDATE USERINFO PIN=987654322 Grp=1 TZ=0000000000000000 Verify=-1 2021-07-05 13:09:26 m
CKL5211080011 Xhinobi DATA UPDATE AccUnLockComb UID=10 Group1=0 Group2=0 Group3=0 Group4=0 Group5=0 2021-07-05 13:09:26 'm
CK15211060011 Xhinobi DATA UPDATE AccUnLockComb UID=8 Group1=0 Group2=0 Group3=0 Group4=0 Group5=0 2021-07-05 13:09:26 m
CKL5211080011 Xhinobi DATA UPDATE AccUnLockComb UID=8 Group1=0 Greup2=0 Group3=0 Group4=0 Group5=0 2021-07-05 13:09:26 'm
CK15211060011 Xhinobi DATA UPDATE AccUnlLockComb UID=7 Group1=0 Group2=0 Group3=0 Group4=0 Group5=0 2021-07-05 13:09:26 m
CKL5211080011 Xhinobi DATA UPDATE AccUnLockComb UID=6 Group1=0 Greup2=0 Group3=0 Group4=0 Group5=0 2021-07-05 13:09:26 'm
CK15211060011 Xhinobi DATA UPDATE AccUnLockComb UID=5 Group1=0 Group2=0 Group3=0 Group4=0 Group5=0 2021-07-05 13:09:26 m
CKL5211060011 Xhinobi DATA UPDATE AcclinLockComb UID=4 Groupi=0 Group2=0 Group3=0 Group4=0 Group5=0 2021-07-05 13:09:26 '@
CKL5211060011 Xhinobi DATA UPDATE AcclUnLockComb UID=3 Group1=0 Group2=0 Group3=0 Group4=0 Group5=0 2021-07-05 13:09:26 m

&

G 14records perpage v n 2 3 ..6 > Total79Records jumpto 1 | Page

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

corresponding device commands and click [Delete], [Bulk Delete] or click @[ the same row of the

command.

Prompt b4

Are you sure to delete the selected 1 itams?

Click [Confirm] to delete the command.

6.3 Time Period

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

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

5]

Y Area 2

[ Area 3

[ Area 111
[ Area 110
[ Area 111
[ Area 112
[ Area &

[ laatest

[ Geralt

[ Nancy Test
[ lala2

[ hahatest
118
11

9 Igf

[ yuriTest
[ bangtest
[ bangbang
[} PALMAREA

Time Period

T Filters =

Add Delete

Time Period No.

Q

-

Access Control

Clone To Areas

Total 1 Records

Time Period Name %

1 @n

6.3.1

Add a New Time Period

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

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

Add x
Area® 999 Time Period No.*
Time Period Name* Remark
Start Time: End Time Status

Sunday 00:00:00 23:59:00 e @
Monday 00:00:00 23:59:00
Tuesday 00:00:00 23:59:00
Wednesday 00:00:00 23:59:00 \'es:.
Thursday 00:00:00 23:59:00
Friday 00:00:00 23:59:00
Saturday 00:00:00 23:59:00 Yes .

Set the following details:
Area: Select the area name from the areas list. It cannot be modified in the interface.
Time Period No.: Enter the time period number. The time period number is unique for each area.

Time Period Name: Enter the time period name.
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Start Time/End time: Set the start and end time for each time period within a week.

&Note: When the start time is greater than the end time, the following prompt will pop-up.

Confirm b 4

End time is smaller than start time, indicates
the door can not be open for whole day for
specific personnel, sure 7

Cancel

If you click [Confirm], the door will not open for the specified employee for the entire day.

ON/OFF: The default is ON. Click OFF to disable the time period, the door cannot be open for the
whole day for a specific employee.

Click [Confirm] to save the time period.

Edit Time Period

If you want to edit the time period, perform the following steps:

Click the corresponding area on the left of the interface. The time period list of the
corresponding area will be displayed.

In the time period list, click the time period number or click in the same row of the time

period to be edited.

Modify the parameter settings based on the requirements (refer to the parameter setting
method in "Add a Time Period"). Click [Confirm] to save the modified time period information.

Delete Time Period

Click the corresponding area on the left of the interface. The time period list of the corresponding
area will be displayed.

In the time period list, select the time period and click [Delete] on the upper part of the interface

=
orclick ™ in the same row of the time period to be deleted.
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Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the selected time period.
&sNote:
The default time period cannot be deleted.

The time period which is in use cannot be deleted.

Clone to Areas

Select the time period to be cloned. Click [Clone To Areas] at the top left of the time period list to
open the following interface.

Clone To Areas *

Cancel

Enter the parameters as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

Click [Confirm] to save the clone details.

Holiday

The holiday settings can be configured to control the door access on holidays.

On holidays, special access control may be required. To facilitate this requirement, the access control
time on holidays can be set which applies to all the employees of the corresponding area.

For each area, 24 holidays can be set by default.

Page |184 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Add a Holiday

Select [Access Control] > [Access Control] > [Holiday]. Select the corresponding area from the
area tree list on the left. Click [Add] to add a holiday.

Add X

Areg®

Haliday Mame*

start Date *

Duration *

Time Period 1% -—-—---

Cance

Enter the parameters as shown below:
Area: Select the area from the area list.

Holiday Name: Select the holiday name from the drop-down list. These holidays are added in the
Attendance Module.

Start Date: It will be automatically filled after selecting the holiday name and cannot be modified
later.

Duration: It will be automatically filled after selecting the holiday name and cannot be modified
later.

Time Period 1: Enter the time period applicable to the holiday. The door opening time period
depends on this parameter.

Click [Confirm] to save the holiday details.

Edit Holiday

If you want to change the holiday details in the corresponding area, perform the following steps:

Click the corresponding area on the left side of the interface. It displays the holidays of the
corresponding area on the right side of the interface.

In the holiday list, click the holiday name or click in the same row of the holiday to be
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edited.

Modify the parameter settings as per your requirements (refer to the parameter setting method
in "Add a Holiday"). Click [Confirm] to save the modified holiday information.

Delete Holiday

Click the corresponding area on the left side of the interface. It displays the holidays of the
corresponding area on the right side of the interface.

Select the holiday and click [Delete] on the upper part of the interface or click U in the same

row of the holiday to be deleted.

Prompt b 4

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the selected holiday.

Clone to Areas

Select the areas to be cloned and click [Clone To Areas] at the top left of the holiday list.

Clone To Areas X

Cancel

Enter the details as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

Click [Confirm] to save the details.
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6.5 Group

The Group option enables you to manage the employees in groups.

The maximum number of groups in each area is 99. Group 1 is automatically created by default when
the area is created, and it cannot be deleted. The newly added employees belong to group 1 by

— = G S Y - . 1176
Access Control fisito eting ] yste gas n =3
Device Groups
& Bookmarks = Y Filters -
= Add Delete Group Menu F S D 0O e~ = Remaove From Group
O Area Group.. GroupNa.. VerfyM.. TimePerio.. TimePerio.. TimePerio.. Include Holi EmployeeID & First Name Last Name % Departmen
[ Area 3
[ Area 111 3 Any 1 0 0 No 100001 100001 2
[pra tin 2 Fingerprint 1 0 0 Yes 100002 100002 2
[ Area 111
[ Area 112 100004 100004 2
[ Area s 100005 100005 2
[ lalatest
[ Geralt 100006 100006 2
[ Naney Test 100007 100007 2
blala2 100008 100008 2
[ hahatest &
D1s 100009 100009 2
1 100010 100010 2
[ 1af
[ yuriTest 1001 lala
[ bangtest 10086 KK lala
[ bangbang
[ PALMAREA 10087 Departmen
1z 12 Departmen
(¢RI n Total 2 Records 1 Page n 1 | Page m Total 13 Records 20 4

6.5.1 Add New Group

Select [Access Control] > [Access Control] > [Groups] and the select corresponding area from the
area tree list on the left side of the interface. Then click [Add] to add a new access group.

Add X

Areg®
Group Mo.*
Group Mams*

Time Period 1% -------—-

Verification Mode*  Any

Include Holiday* Mo

Page |187 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Enter the parameters as shown below:
Area: Select the area name.

Group No.: Enter a unique group number.
Group Name: Enter the name of the group.

Time Period: Set the time period of the group. Each group can have a maximum of 3 time periods.
As long as one of them is valid, the group can be verified successfully.

Verification Mode: Set the verification mode of the group. When the group verification mode
overlaps the user verification mode, then the user verification mode prevails.

Include Holiday: If it is set as [Yes], the door opening time period on holiday subjects to the time
period set in holidays.

Click [Confirm] to save the settings.
Edit Group
If you want to modify a group in the corresponding area, perform the following steps:

Click the corresponding area on the left side of the interface. The list of all the groups in the
corresponding area will be displayed on the right side of the interface.

In the group list, click the group name or click in the same row of the group to be edited.

Modify the parameters as per your requirements (refer to the parameter setting method in "Add
New Group"). Click [Confirm] to save the modified group information.

Delete Group

Click the corresponding area on the left side of the interface. The list of all the groups in the
corresponding area will be displayed on the right side of the interface.

_u
=I||

Select the group to be deleted and click [Delete] on the upper part of the interface or click

in the same row of the group to be deleted.

Prompt X

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the selected group.
#Note:
The default group cannot be deleted.

The group which is in use cannot be deleted.
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Clone To Areas

Select the group to be cloned and click [Group Menu] > [Clone To Areas] at the top left of the
group list.

Clone To Areas X

Area™: | ------——--

Remark:

Cancel

Enter the details as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

After entering the details, click [Confirm].

Personnel Transfer

Select the group and click [Group Menu] > [Personnel Transfer] at the top left of the group list.

Personnel Transfer x
Department (_* Employee Selected O

Employee 1D First Name Last Name Department Employee ID First Mame Last Mame Department
Mike T

11 Te:

987654323 T

987654324 putes Development

20 records per page W Total 4 Records
Cancel
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Select the corresponding employee and click [Confirm] to add the selected person to the group.
In the group list, click the corresponding group. The employees belonging to the group will be
displayed on the right side of the employee’s list.

Move To Group 1

This function is mainly used when you wish to delete the employee from other groups except Group
1.

Select the corresponding employee from the employee’s list and then click [Move To Group 1].

Unlock Combination

Access groups can be used with different unlock combinations to enable multiple authentications
and to improve security.

For each area, the maximum number of unlocking combinations is 10. When an area is created, 10
unlock combinations are automatically created. The unlock combination with combination NO. 1 will
be set in a way that one employee from access-group 1 can open the door by default. Other unlock
combinations do not include any employee from the access group.

ZK Personnel  Device  Attendance Payroll  Vistor  Meeting  MTD  System w £

L Welk—§ Device Groups ‘Combination

& Device

& Bookmarks+ T Filters -

[ Access Control .
[ Clone To Areas I T 1 o
Gi

[} Area 3

(3 Area 111 1 0 o 0 o o
1 Area 110
[} Area 111
[ Area 112
[Jareas

) lalatest
03 Geralt 5 0 o 0 0 0
(3 Nancy Test ] 0 o 0

[3 lala2

[} hahatest

M118 8 0 o ]

3119

(3 laf

T yuriTest 10 0 o o

[} bangtest

[ bangbang

[ PALMAREA

C 14w ] Total 10 Records 1

Edit Unlock Combination

Select [Access Control] > [Access Control] > [Combination] to access the combination interface.
Click the corresponding area on the left side of the interface. The combinations belonging to this
area will be displayed on the right side of the interface. Click the corresponding combination
number to edit the combination.
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Edit X

Areg®

Combination Mo *

Combination Name* 1

Employee from Group  1{1)

Employee from Group | -—-—-—

Employee from Group

Employee from Group

Employee from Group | --—------

Remark

Cancel

Enter the parameters as shown below:

Area: Select the area name.

Combination No.: The number of combinations. It cannot be edited.
Combination Name: Set the name of the combination.

Employee from Group: Select the group which the employee belongs to. For example, if the
selected group is Group 1, one of the employees from Group 1 can open the door in the specified
area. In a combined verification, the range of user number is 0 <<XN << 5. You can combine two or
more employees to achieve multi-verification and security advancement.

Click [Confirm] to save the settings.

Clone To Area

Select the unlock combination to be cloned and click [Clone To Areas] at the top left of the
combination list.
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Clone To Areas x

Enter the parameter as shown below:
Area: Select the area (multiple choices are available).
Remark: Enter the remarks.

Click [Confirm] to save the settings.

6./ Privilege

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

- - 1176
Access Control ayro isitc leating C Syst = n'

Device Privilege
BBookmarks~ Y Filters ~
< Adjust A 2 9 M m» =
d LR Employee ID First Name Last Name Group Time Period Mode Time Period 1 Time Period 2 Time Period 3 Verify Mode

[ area 3
[ Area 111 0000 100002 2 Group 0 0 0 Apply Group Mode =
[ area 110 100004 2 Group 0 0 0 Apply Group Mode =
[ Area 111 ==
[ Area 112 100005 100005 2 Group o 0 0 Apply Group Mode =
[ Area & 00006 100006 2 Group 0 0 0 Apply Group Mode =
[ falatest —
[ Geralt 100007 2 Group 0 0 0 Apply Group Mode &
[ Nancy Test 00 100008 2 Group 0 0 0 Apply Group Mode =
[ lala2 _ g =
P e 100009 2 Group 0 0 0 Apoly Group Mode @
M118 00010 100010 2 Group 0 0 0 Apply Group Mode 3

119 =
b 2 Group 0 0 0 Apply Group Mode )
[ laf =
[ yuriTest 086 KK 2 Group 0 0 0 Apply Group Mode €4
(3 bangtest > Group 0 ) 0 Apply Group Mode =
[ bangbang —
[ PALMAREA 2 12 2 Group 0 0 0 Apply Group Mode &

G [1aw| € 1 Total 26 Records 2 | page m

6.7.1 Edit Employee’s Access Privilege

Select [Access Control] > [Access Control] > [Privilege] to access the interface. Click the
corresponding area on the left side of the interface. The privilege information of employees who
are belonging to this area will be shown on the right side of the interface. Click the
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corresponding employee ID or in the same row of employee privilege to be edited.
Edit 4
Employee™
Group®  1(1)
Verification Mode Time Period
Personnel : - Personne
Verification Mode Time Period 1°
Time Period 2
Time Period 3
Cance

Enter the details as shown below:
Employee: Select the employee.

Group: Adjust the access group for the employee from the drop-down list. The corresponding
verification mode and time period will be updated automatically.

Verification Mode: If Group is selected, the employee can be verified by using the verification
mode of the group to which this employee belongs. If Personnel is selected, you can customize
the verification mode for this employee from the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee.
If Personnel is selected, then set the unlocking time period for this employee. The time period of
this employee does not affect the time period of any other employee in this group.

Click [Confirm] to save the details.

Adjust Employee’s Access Privilege

Click the corresponding area on the left side of the interface. The privilege information of
employees who are belonging to this area will be displayed on the right side of the interface.
Click [Adjust] to access the adjust privilege interface:
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Adjust x
Crepartment Employee Q Selected 2
Employee ID  First Name Last Name Diepartment E Employes ID First Name Last Name Department
Mike Test 1 Mike Test
11 Test 11 Test
987654323 Test
AnECE s s 1
20 records per page W Total 4 Records
Group* | ---------
Werification Meode Time Period
Personne 31O Personnel
Verification Mode®  --Select-- Time Period 17
Time Period 2
Time Period 3
Cancel

Enter the parameters as shown below:
Employee: Select the employee from the list to whom the privilege must be adjusted.

Group: Select the access group for the employee from the drop-down list. The corresponding
verification mode and time period will be updated automatically.

Verify Mode: If Group is selected, the employee can be verified by using the verification mode of
the group to which this employee belongs. If Personnel is selected, you can customize the
verification mode for this employee for the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee.
If Personnel is selected, then set the unlocking time period for this employee. The time period of
this employee does not affect the time period of any other employee in this group.

Click [Confirm] to save the details.
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/7 Payroll Module

The Payroll Management system efficiently manages t
track of all the payroll related details such as Salary, Bo

/.1 Employee Profile

he financial records of the employees. It keeps
nus, Deduction, Loan, Reimbursement, etc.

1178
’ ——— Payroll 72 =
—
L Wolk— cmpioyee Profile
s o 8 Bookmarks» T Filters =
p M —
% =& Department £ S D 0 A =
(OBepartment Employee D FirstMame LastMame Department PaymentPeriod PaymentType BankMName Bank Account AgentID Agent Account
o2 100055 Nicole Test  Monthly Cash @ o
os —p
ONicole Test 100054 Nicole Test  Monthly Cash & m
as 100053 Nicole Test  Monthly Cash @ o
s -
s 100052 Nicole Test  Monthly cash W
OSales Department 100051 Micole Test  Menthly Cash &
(OBoard of Directors - o = Z §
CIBusiness Planning Departme B el e ony = L
CKenoha village 100049 Micole Test  Monthly Cash & mr
Lioet 100048 Micole Test  Monthly Cash [ERT]
CINancy Test =
Olala 100047 Micole Test  Monthly Cash & m
Qlaf 100046 Micole Test  Monthly Cash & wr
o119
100045 Nicole Test  Monthly Cash & fr
100044 Nicole Test  Monthly Cash & mr
100043 Nicole Test  Monthly Cash & m
100042 Nicole Test  Monthly Cash & fr
C av ¢ 1.cfle -3 > TotisRecods | 7 roe [N

Click the Employee ID to edit the employee profile
Confirm to save.

. After editing the relevant information, click

Edit

Payment Peniod® | Maonthly Payment Type® Cash
Monthly
sarik i TR ..o
Weekly
Agent ID Daily Agent Account

/.2 Formula

Set the formulas for calculating Overtime, Exceptions
formulas are set for the terms which are the fixed calc
structure.

(late in, early leave and absence), Leave. These
ulation items in the employee’s monthly salary
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7.2.1 Overtime Formula

The formula for different types of OT can be defined according to the organizational rules.

Emplayee Profile

& Bookmarks~

Add Delete

Name

Cvertime Formula

T Filters ~

Pay

Code

oT3

oT2

om

Payroll

Formula Remarks

{OT3160 & m

{OT2}*40 & w
[EAT)

{oT1120

Select [Payroll] > [Formula] > [Overtime Formula] > [Add]

Add

Mame*

Pay Code*

Formula®

Remarks

Enter the parameters as shown below:

Name: Enter the name of the formula.

Pay Code: Select the pay code whose type is an overtime from the drop-down list.

Formula: Set the formula for the corresponding overtime type. Click the E to open the

calculator and set the formula.
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Calculator x

Input

K 2 1
KA K K3 I IR
K1 K3 K3 BN RN
K1 E2 BN B I
K K1 B

I e
TN [ T
T T
T I T
CEEE S

Remark: Enter the remarks for the formula.

2. Click [Confirm] to save the formula.

/.2.2 Exception Formula

The formula for exceptions including late in, early leave and absence, can be defined according to
the organizational rules.

Payroll

Employee Profile

Exception Formula
& Bookmarks Y Filters +
= rformula Add Delete S D @O A o=

Name Pay Code Formula Remarks

Late In {Basic Salary}/{Required Worklj{L} [EAT|

o Select [Payroll] > [Formula] > [Exception Formula] > [Add].
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Add X
Mame*
Pay Code* | —---——-
Formula® @
Femarks
e

Enter the parameters as shown below:

Name:; Enter the name of the formula.

Pay Code: Select the pay code whose type is an exception from the drop-down list.

Formula: Set the formula of the corresponding exception type. Click the @ to open the

calculator and set the formula.

Remarks: Enter the remarks for the formula.

Click [Confirm] to save the formula.

/.23 Leave Formula

The formula for leave can be defined according to the organizational rules.

Payroll

Tzca

Employee Profile Leave Formula

& e ® & Bookmarks= T Filters -

= Formula Add Delete
Name Pay Code Formula Remarks

Annual Leave {Basic Salary}/30

Select [Payroll] > [Formula] > [Leave Formula] > [Add].
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Add b4
Mame*
Pay Code* --—------
Formula* E
Remarks

Enter the parameters as shown below:
Name: Enter the name of the formula.

Pay Code: Select the pay code whose type is "leave" from the drop-down list. The leave types are
the lists already added in the Attendance module.

Formula: Set the formula of the corresponding leave type. Click E to open the calculator and

set the formula.

Remarks: Enter the remarks for the formula.

Click [Confirm] to save the formula.

/.24 Increase Formula

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

Payroll

Employee Profile Overtime Formula Leave Formula Increase Formula

& Bookmarks - ¥ Filters ~

Add Delete A 2 9 0 e =
Name Formula Remarks

{Schedule Days)*0.6 &

Click [Payroll] > [Formula] > [Increase Formula] > [Add].
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Add x
MName*
Formula® ﬁ
Remarks
A
Cancel

Enter the parameters as shown below:

Name; Enter the name of the formula.

Formula: Set the formula of the corresponding increment. Click @ to open the calculator and

set the formula.
Remarks: Enter the remarks for the formula.

Click [Confirm] to save the formula.

Deduction Formula

The functionality will be the same as the increase formula. Please refer to 7.2.4 Increase Formula.

Extra Fund

It is for the extra increment or deduction which is to be adjusted in employee’s salary temporarily.
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Extra Increase

Select [Payroll] > [Extra Fund] > [Extra Increase] > [Add].

Add X
Departme Department '1'1 Employee Selected
Employee 1D First Name Last Name Department Employee ID...~ First Name... Last Name... Department
30 ala 001 lala
02 ha ala
Mike Tes
tubiel hang Te
tubie2 hil-r celd
20 records per page v Total 168 Records > tc 1
Amount® Issue Time*

Remarks

Cancel

Enter the parameters as shown below:

Employee: Select the employee to whom the salary is to be adjusted temporarily.
Amount: Set the amount to be adjusted.

Issue Time: Enter the issued time.

Remarks: Enter the remarks.

Click [Confirm] to save the details.

Extra Deduction

The functionality will be the same as Extra Increase. Please refer to 7.3.1 Extra Increase.

Payroll Structure

Select [Payroll] > [Payroll Structure] > [Payroll Structure]. Select the corresponding Department name
on the left side of the interface. The list of employees with a defined salary structure will be displayed
on the right side of the interface.
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Payroll

Employee Profile Payroll Structure

& Bookmarks - T Filters -

&= Department Add Delete F S D O ~» =
CDepartment Employes.. FirstNa. LastNa. Department BasicSal. EffectiveD.. Create Time Deduction For..  ExceptionFor.. IncreassFor.. Leavs Form.. Overtim
oz KK - lala 4000.0 2020-12-01  2020-12-03 165.. otlot2,c
o3
OiNicole Test 20 - - laf 4000.0 2020-12-01 | 2020-12-03 180,
os shawn sivan Konohavill.. | 5000.0 2020-12-01  2020-12-09 15:2...
a3
Cas

CiSales Department
C)Board of Directors
CJBusiness Planning Departme

/4.1 Add New Payroll Structure

Click [Add] to add a new payroll structure:

Add x
Departme Department Q Employee Selected 1
Employee ID  First Name Last Name Department Employee ID_.~ First Mame...>  Last Name..= Department
001 lala o001 lala
002 haha lala
1 Mike Test
20 records perpage v Total 168 Records > Jumpto 1 Pai
Basic Salary* Effective Date™
Overtime Exception Leave Increment Deduction
¥ A v
» O Overtime Formula (0/1)
v OO 0T1 (0/1)

Enter the parameters as shown below:

Employee: Select the employee to define the salary structure.
Basic Salary: Set the basic salary for the selected employee(s).
Effective Date: Set the effective date of the payroll structure.

Formula: Set the formulas, including the formula for Overtime, Exception, Leave, Increase and
Deduction for the payroll structure.

Click [Confirm] to save the settings.
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742 Delete Payroll Structure

Select the department name on the left side of the interface. The employee payroll structure list will
be displayed on the right side of the interface.

In the employee payroll structure list, select the payroll structure to be deleted. Click [Delete] on

the upper part of the interface or click | in the same row of the payroll structure to be

deleted.

Prompt b 4

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the payroll structure.

/.5 Loan

The loan interface displays the loan details of the employees.

Payroll

Employes Frofils Payroll Structure

& Bookmarks~ T Filters =

add Delete S 9 O » =
Employee ID First Name Last Name Department Loan Amount Loan Time Refund Cycle Refund Amount Per Period Clean Time Remark
10 Nicole Test Don't Delete # Nicole Test 35000.0 2020-12-09 00:00:00 4 Periods. 87500 2021-04-09 00:00:00 ]ﬂ

1 noradt - Department 35000.0 2020-12-09 00:00:00 4 Periods 87500 2021-04-09 00-00:00 m

Select [Payroll] > [Loan] > [Loan] > [Add] to access the interface of adding loan record of an
employee.
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Add X
Departme Department 3—, Employee selected 2
Employee ID  First Name Last Mame Department / Employee ID_..* First Name... Last Name... Department
100000001 tubiel zhang tugou 100000001 tubiel zhang tugou
100000002 tubie21 tugou v 100000002 tubie21 tugou
100000003 tubie3123 tugou
10086 kk kk
1 Test
20 records per page % Total 161 Records > 1
Loan Amount* 40000 Loan Time*  2021-07-05 00:00:00
Refund Cycle* 8 Periods Refund Amount per Cycle*  5000.00
Remarks
s
Cancel

Enter the parameters as shown below:
Employee: Select the employee to whom the loan details to be added.
Loan Amount: Enter the loan amount of the employee.

Loan Time: Set the loan credit time for the employee. According to the month set here, the loan
amount will be added to the salary of the current month while calculating the employee’s salary.

Refund Cycle: Select the refund cycle of the loan.

Refund Amount per Cycle: After setting the loan amount and the refund cycle, the refund amount
per cycle will be filled in automatically. And this amount will be automatically deducted from the
employee’s monthly salary.

Click [Confirm] to save the settings.

Salary Advance

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

Salary Advance

Payroll Structure

Employee Profile

& Bookmarks - Y Filters »
Add Delete S D 0O M~ =
Employee ID First Mame Last Name Department Amount Issue Time Remark
100001 100001 & 2 30000 2020-12-09 00-00:00 ]ﬁ[
100002 100002 o 2 3000.0 2020-12-09 00:00:00 ]ﬁ[

Select [Payroll] > [Salary Advance] > [Salary Advance] > [Add] to add salary advance details for an

employee.
Add X
Departme Department T} Employee Selected 1
Employee ID  First Name Last Mame Department Employse ID..% First Name_.*  Last Name.. Department
100000001 tubiel zhang tugou 100000001 tubiel zhang tugou
100000002 tubie21 tugou
100000003 tubie3123 tugou
10086 kk Kk
11 Test
20 records per page % Total 161 Records > jumpto 1 Pai
Amourt® 3000 lssued Date*  2021-07-05 00:00:00
Rernarks
“

Enter the parameters as shown below:
Employee: Select the employee who needs an advance salary.

Amount: Enter the advance amount.

Issue Date: Set the issue time for a salary advance. According to the month set here, the amount
will be added to the employee salary of the current month while calculating the employee salary.
And this amount will be deducted from the employee’s next month's salary.

Page |205 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Click [Confirm] to save the settings.

/.7 Reimbursement

In this interface, the reimbursement is listed along with the employee details.

Payroll

Payroll Structure Salary Advance Reimbursement

Employee Profile

& Bookmarks~ T Filters -
Add Delete ALl 9 @O e+ =

Employes 1D First Name Last Name Department Amount Reimbursement Receipt Reimbursement Time Remark

100004 100004 - 2 4000 2020-12-09 00:00:00 i}

1 norad - Department 4000 2020-12-09 00:00:00

Reimbursement

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

employee.
Add X
Departme Department Q Employee selected 2
Employee ID  First Mame Last Mame Department Employee |D...~ First Name...~ LastName..~ Department
1 norad Department 1 norad. Department
10 icole Test D... Micole Test 100004 100004 2
100001 100001 2
100002 100002 2
100003 WK
B anonna annana a
20 + Total 185 Records ¥ 1 Page m
Amount® 400 Reimbursement Time*  2020-12-09 00:00:00
Remark
Reimbursement Receipt | Choose Files | Mo file chosen
Only support jpg/jpeg/png/bmp
image file.
e

Enter the parameters as shown below:
Employee: Select the employee who requests reimbursement.

Amount: Set the reimbursement amount.
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Reimbursement Receipt: Upload the reimbursement receipt. The software supports only
JPG/JPEG/PNG/BMP file format.

Reimbursement Time: Set the reimbursement time for the employee. According to the month set
here, the amount will be added to the employee salary of the month while calculating the
employee’s salary.

Click [Confirm] to save the settings.

/.8 Salary Calculation

Select [Payroll] > [Calculation] > [Salary Calculation] to calculate the salary of the employee. It shows
all the employees by default. You can select the Department to display the respective employee, set

the payment period (It can be set as Monthly, Weekly and Daily). Click fm to calculate the salary.

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

1285 4
Payroll v n -
-
Employee Profile Salary Calculation
ZIEA | Devartment Employee ID First Name Payment Pericd  Menthly Q
- ODepartment
Formula f;pa men Start Date  2020-12-01 End Date =
=
03
ONicole Test Employee ID First Name Last Name Hired Date Department Position
o3 100001 100001 2013-01-01 2
h Payroll Structure e i
Das 100002 100002 2019-01-01 2
Lo E15ales Departiyant 100004 100004 2019-01-01 2
OBoard of Directors
OBusiness Planning Departme 100005 100005 2018-01-01 2
QkKonoha village 100006 100006 2019-01-01 z
Do
s 100007 100007 2015-01-01 2
Olala 100008 100008 2019-01-01 2
Calculation Qlaf
= 100009 100009 2015-01-01 2
o11e
100010 100010 2019-01-01 2
103 103 2020-11-01 2
10556 zu0zhy 2020-12-03 2
1234568 202012-02 2
18509 2020-12-04 2
2333 bang 2020-12-03 2
2444 2020-12-03 2
P a2 5
C [z0 0w n 2 5 Total 24 Records 1 | Page
/.9 Salary Report

The salary reports section displays various reports such as Salary Structure, Increment Details,
Deduction Details, Salary Details, and Attendance Parameters. The reports can be exported in PDF,
XLS, TXT or CSV formats.

Select [Payroll] > [Report] to view the salary report. The salary report will be displayed as shown
below:
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Payroll i ae n'

Emplayes Profile Deduction Formula Payroll Structure Salary Structure
@Edk | Depaitment End Date  2020-12-03 Employes o
CQDepartment ¥ & B ™ =
az
a3 Employee ID...4 First Name Last Name Department  Basic Salary Effective Date Increase Formula  Deduction Formula OT1 Late In
Nicole Test
?S‘CDE b 10086 KK lala 4000 2020-12-01 (90) ({oT1}20)
a
as 20102 shawn sivan Kenoha vill... 5000 2020-12-01
Uas 20 lgf 4000 2020-12-01

(O5Sales Department

OBoard of Directors
CIBusiness Planning Departme
OKoeneha village

s

ONancy Test

Ollala

alaf

o1

Perform the following steps to view the salary report:

Select the Department on the left side of the interface to view the salary details of employees.
Enter the employees' name in the text box to view the salary report of the particular employee.

Select Employee b4

® = &b Department & Employee Selected 2

ODepartment Employee ID  FirstName  Last Name Departme... Employee ID  First Name LastName De
oz

03 m huahua lala 1 nora& De
‘f'z""'e et 1 nora& Departme... 100001 100001 2
]

o6 10 Nicole Test... Nicole Test

Das_ 100001 100001 2

O Sales Department

O Board of Directors 100002 100002 2

O Business Planning Department 100003 00

O Konoha village

o 100004 100004 2

ONancy Test 100005 100005 2

Dlala

Olgf 100006 100006 2

O11s 20 w Total 150 Records > 1 Page m

Set the Start Date and End Date. Please refer to 3. “Date Selection” in Appendix 1 to set the date.

Click Q and view the salary report information of the selected employees between the set

start date and the end date.
Salary Structure

Displays the employee’s detailed salary structure.
Increase Items

Displays all the increment details of the employee’s salary.
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Employee Profile Increase ltems

Start Date  2020-12-01

& = Department

CIDepartment

a3 Employee ID = First Name

QONicole Test
as

as 20

Qas 20102 shawn
OSales Department

OBoard of Directors

Business Planning Departme

Okenoha village

[med

CManey Test

Olala

Olaf

o119

10086 KK

Payroll

End Date  2020-12-09 Payment Period

Last Name Department Calc Date
lala 2020-12-01
laf 2020-12-01

sivan Konoha village 2020-12-01

Employes

Payment Period  Total Increase
Monthly 160
Monthly 0

Monthly 1000

7
Increase
0
0

0

S O = =
Extra Increase
0
0

0

Deduction Items

Displays all the deductions details of the employee’s salary.

Employee Profile Increase ltems Deduction Items

=& Department Start Date  2020-12-01
[ Department

a2

a3 Employee ID +  First Name
ONicole Test
s

s 20

10086 KK

Qas 20102
O5ales Department

DBoard of Directors

OBusiness Planning Departme
OKonoha village

shawn

Oxxx
OMancy Test
Olala

Olgf

o119

Payroll

End Date  2020-12-09 Payment Period

Last Name Department Calc Date

lala 2020-12-01
laf 2020-12-01

sivan Konoha village 2020-12-01

Employes

Payment Period Total Deduction

Monthly 0
Monthly 0

Monthly 16667

Fd
Deduction
]

o
0

Pl 11 I o
Extra Deduction

0
0

0

Salary Detail

Displays the employee’s monthly salary detail.
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Payroll it e n -

Employee Profile Increase ltems Salary Details
@ =4 | Department StartDate  2020-12-01 End Date  2020-12-09 Payment Period  ———-—- Emplayee o
[CDepartment P -
oz
e Employee ID First Name Last Name Department Calc Date PaymentPeriod  Basic Salary Total Salary Total Increase
ONicole Test
%S‘CUE 5 10086 KK lala 2020-12-01 Manthly 4000 2160 160
D
08 20 Iaf 2020-12-01 Monthly 4000 4000 0
Das 20102 shawn sivan Konohavillags  2020-12-01 Monthly 5000 583333 1000

C)Sales Department

C)Board of Directors
(C)Business Planning Departme
OKonoha village

Oxsx

CINancy Test

Olala

Olaf

o118

C 20 v n Total 3 Records 1

Attendance Parameter

Displays the employee’s salary information together with attendance information.

Payroll { eti| S r bl n'

Emplayee Profile Increase Items Salary Details atendance Param
S & | Department StartDate  2020-12-01 End Date  2020-12-09 Payment Period  ————— Employee o
CDepartment / S O - =
oz
03 Employee ID & First Name Last Name Department Calc Date Payment Pericd  Basic Salary Schedule Days Schedule Period
Nicole Test
'E'S‘c" B 10086 KK ala 2020-12-01 Monthly 4000 21 31
a
a6 20 Iaf 2020-12-01 Monthly 4000 21 3
Cas 20102 shawn sivan Konoha village 2020-12-01 Monthly 5000 4 31

CISales Department

CIBoard of Directors
OBusiness Planning Departme
OKonoha village

Desex

ONancy Test

Olala

Olgf

o119

G 0w n Total 3 Records 1 | Page m

Page |210 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Visitor Module (Optional)

Our Visitor Management module manages the mobility of people who enters the Organization,
which benefits in tracking visitors who may be a customer/ client, a supply person, an interviewee, a
service provider, and more. A visitor management system represents all the procedures and activities
that an organization has set in place to handle visitor movement, from beginning to end, as part of
the visitor interface.

Our Visitor module is integrated with Access Control Module, facilitates to control, record, and track
visitors. The functional feature of this module includes entry registration, exit registration, visitor
reservation and so on.

Registration

Our Registration module tracks down the visitor's primary details and other higher security
requirements like Approval letter, legal documents, receiver details, and more.

On the Visitor module, click Registration to access the registration interface.

Entry Reqistration

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

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

ZK Femorncl Dol Attendice T At s Gontroll N vl Meeting  MTD Byttt N §

Entry Registration
& Bookmarks= Y Filter -
Add Delste Exit Registration F S 9 0O = =

Visitor 1D First Name Last Name Certification Type % Certification No. Status  Create Time Exit Time Email Visit Department  Host/Visited  Visit Reason  Carrying Goods

Anna * 1D Card 45968720 Enter.. 2021-07-05154. T = = 1 Mike

@® Reservation

Columns displayed on the Entry Registration interface.

Visitor ID: Displays the identical number of the visitor.
First Name: Displays the first name of the visitor.
Last Name: Displays the last name of the visitor.

Certification Type: Displays the type of document submitted by the visitor for proof (e.g., Pan card,
Driving License, Approval notes from the company, etc.).

Certification No: Displays the identical number of the proof document submitted by the visitor.
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Status: Displays the status as “Entered” after successful registration.

Create Time: Displays the registration created time.

Exit Time: Displays the time exited by the visitor.

Email: Display the email address of the visitor.

Visit Department: Displays the area or the sector where the visitor visits.
Host/Visited: Displays the host's Employee ID, who escorts or meets the visitor.
Visit Reason: Displays the visitor’s reason for visiting the Organization.

Carrying Goods: Displays the details of the belongings (like luggage, laptop, etc.) the visitor brings
during the visit.

Visitor Quantity: Displays the total count of the visitors escorted with a host.

Register the Visitor Appointment

Add function lets you create an appointment for a visitor and registers the visitor information.

On the Entry Registration interface, click Add to create an appointment for a visitor and register the
visitor details.

Add *

Visitor Information

First Name Last Name
Certification Type* -—-—-— Certification No*
Gender  -—-—-— Company
Card Number Password
FP Oty. ¥10 Enroll Email
Palm Gty. v8 Enroll Face Qty. w12 Enrg
Entry Information
Start Time* i 2021-07-05 15:43:31 End Time* Visitor Quantity* 1
\isit Department  ——--—----— Haost/Visited™ Access Group* | --—--—-—-

Visit Reason | -—------ Carrying Goods Remarks

Cancel

On the Add window, enter the following fields.

Visitor Information

First Name: Enter the first name of the visitor.

Last Name: Enter the last name of the visitor.
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« Certification Type: Select the type of document submitted by the visitor for proof (E.g, Pan card,
Driving License, Approval notes from the company, etc.) from the drop-down list.

» Certification No.: Enter the identical number of the proof document submitted by the visitor.
»Gender: Select the gender of the visitor from the drop-down list.

+Company: Enter the company details of the visitor working for.

»Card Number: Enter the temporary card access number if the visitor requires the card access.
« Password: Enter the temporary password if the visitor requires the password access.

«FP Qty.: Enroll fingerprint if the visitor requires fingerprint access.

+Email: Enter the email address of the visitor.

»Palm Qty.: Enroll palm if the visitor requires palm access.

»Face Qty.: Enroll bio-photo if the visitor requires bio-photo access.

&sNote:

While HTTPS is enabled, users can access the system with https address and enroll visitor's photo
with USB camera or with the system camera. As the following picture shows.

Capture

gar f

2. Entry Information
On the Add window, click Entry Information tab, and then enter the following fields.

«Start Time: Click the Start Time field, and a small window pops up to select the required date,
and then click Select Time on the same pop-up window to select the required time.
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End Time: Click the End Time field, and a small window pops up to select the required date, and
then click Select Time on the same pop-up window to select the required time.

&Note:

The Start Time will be set as the current server time automatically and after the set valid period,
the visitor will be automatically deleted from the corresponding devices.

Visitor Quantity: Enter the total count of the visitors.

Visit Department: On the Visit Department field, select the area or the department the visitor
visits from the drop-down list.

Host/Visited: On the Host/Visited field, select the host’s Employee ID, who escorts or meets the
visitor from the drop-down list.

Access Group: Select the host’s corresponding access area where the visitor can meet the host or

the department area where the visitor can access.

Note:
The Access Group field will list out only those area(s) and the subareas of the selected host's

corresponding access region.

w0 '
Remark |~ Area 2 (0/3)
o1
02

Visit Reason: Select the required visitor's reason for visiting the Organization from the
drop-down list.

Carrying Goods: Enter the details of the belongings (like luggage, laptop, etc.) the visitor brings
during the visit.
After providing all the details, click Confirm to process the Registration and generate an

appointment for the visitor.

Delete a Registration

Delete function deletes/ removes the created appointment of a visitor.
On the Registration interface, select the required created registration of a visitor from the list to
delete.

After selecting the required registration of a visitor, click Delete to delete.
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Exit a Visitor

Exit Registration function facilitates in ending the appointment of the visitor when the visitor is
about to leave the premises.

Exit Registration b
First Mame Last Mame
Certification Type Certification Mo.

Visitor Quantity

Exit Time* 2021-07-05 15:52:07 Carrying Goods

Cance

On the Registration module, click Entry Registration, and then select the required visitor from the list
to exit the appointment.

After selecting the required visitor from the list, click Exit Registration to exit the appointment of the
visitor.

&Note:

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

Visitor

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

On the Registration module, click Visitor to go to the Visitor interface.
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Tm Visitor P n =
t —
% q = B Visitor
ES Registration a & Bookmarks - Y Filter =

g Delete Enable Disable Fd rd 2 m e~ =
Visitor 1D First Name Last Name Certification Type Certification No. Status Create Time Exit Time
V00000001 yuti 1D Card 54562412412 [] 2021-05-26 11:07:29 2021-05-26 18:21:46 m
V00000003 jiang ID Card 556666 o 2021-05-26 16:12:58 2021-05-26 18:30:31 ]
V00000002 655 ID Card 477554 ° 2021-05-26 11:45:29 2021-05-27 1208:16 ]
00000005 545684 D Card 535434 ° 2021-05-28 110414 2021-05-28 11:15:35 o]
V00000006 Peet D Card 123123 ° 2021-05-28 16:24:55 2021-05-28 18:00:35 ]
V00000007 rookie D Card 2566633 ° 2021-05-3111:20:55 2021-05-3111:20:25 o]
00000008 ning ID Card 15156515 ° 2021-05-31 11:22:47 2021-05-3111:32:25
V00000009 jiangyunsheng D Card 454455 ° 2021-06-01 10:20:43 2021-06-01 12:00:48 ]
V00000010 Nancy ID Card 7890566 [} 2021-06-04 11:21:54 2021-06-04 23:00:00
00000011 nnn yi D Card 1565151 o 2021-06-08 10-15:10 2021-06-08 10:25:03 ]
V00000012 rookie song ID Card &5 ° 2021-06-08 1023:20 2021-06-08 10:31.04
00000013 the shy jiang D Card 25125 o 2021-06-08 10:27:01 2021-06-08 13:00°40 ]
V00000014 Mark ID Card 33223322 ° 2021-06-08 10:36:21 2021-06-08 18:00:21
00000015 Anna D Card 56423156 o 2021-06-16 11:44:00 2021-06-17 00:00:51 ]

(3 14records perpage 2 > Total 16 Records jump to Jage

Columns displayed on the Visitor interface.

Visitor ID: Displays the identical number of the visitor.
First Name: Displays the first name of the visitor.
Last Name: Displays the last name of the visitor.

Certification Type: Displays the type of document submitted by the visitor for proof (e.g., Pan card,
Driving License, Approval note from the company, etc.).

Certification No: Displays the identical number of the proof document submitted by the visitor.
Status: Displays the status (“Disabled @ “or “Enabled @ of the visitor information.
Create Time: Displays the registration created time.

Exit Time: Displays the time exited by the visitor.

8.2.1 Disable a Visitor

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

Prompt x

Are you sure to disable this visitor?

Cancel

On the Visitor interface, select the required visitor information from the list, and click Disable to set to
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the disabled state.

On the prompt window, click Confirm to disable the visitor and the specific visitor status will display
in Disable @ state.

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

Exception

(X) The visitor is disabled

Enable

The Enable function enables the visitor details to the enable state and facilitates the visitor's access to
the premises.

Prompt X

Are you sure to enable this visitor?

Confirr Cancel

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

On the prompt window, click Confirm to enable the visitor and the specific visitor status will display

&

in Enable state.

Reserve an Appointment

The Reservation module facilitates managing reservations for visits.

On the Visitor module, click Reservation >Reservation to manage reservations.
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ZIK  Pesomel  Device  Attendance  AccessControl  Payroll [AVETSSM Meetng  MTD  System 3 -

L Wolk—] crtry Registration Reservation

B3 Registration & Bookmarks Y Filter =
B metion Add Delete Approve Reject Revoke QR Code A 7 9 O e =
FirstName % LastName * Certification Type + Cerfification No. * Employee  VisitReason  Visit Date Visitor Quantity  Workflow Builder  Approval Status  Approval Comment  Approv.
ID Card 323 2001 zoey  businessvisit 2021-05-28100.. 1 - -
ID Card 56424 2002y - 2021- 0... - 2021
ID Card 02 y sit 1 1 *’, 2021-0¢
ID Card 002 y it 1 1
ID Card 2001 zosy  visit1 1 d 2021-0¢
ID Card 5555 2002y 1 | d _' 2021-0¢
ID Card 2222222 2002y -
G 14records perpage v ki Total 7 Records jumpto | 1

Columns displayed on the Reservation interface.

First Name: Displays the first name of the visitor.
Last Name: Displays the last name of the visitor.

Certification Type: Displays the type of document submitted by the visitor for proof (E.g, Pan card,
Driving License, Approval note from the company, etc.).

Certification No: Displays the identical number of the proof document submitted by the visitor.
Visit Reason: Displays the visitor’s reason for visiting the Organization.

Visit Date: Displays the date the visitor’s desires/ planned to visit.

Visitor Quantity: Displays the total count of the visitors planned to visit the premises.

Workflow Builder: Displays the work flow of the created appointment request.

Approval Status: Displays the status of the request.

Approval Comment: Displays the process comment, if specified.

Approval Time: Displays the request processed time.

Last Approver: Displays the name of the final request processor.

Apply Time: Displays the exited time of the visitor.

Create a Reservation

The Add function facilitates to create a reservation for a visit.
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Add X

Visitor Information

First Nams Last Mame
Certification Type*  --------- Certification No*
Gender  Male Company

Auto Approved

\isit Reason = --------- Visitor Quantity* 1
Visit Department  --------- Employee®
Visit Date®  2021-07-05 15:55:18 Emai

Cancel

On the Add window, enter the following fields.

Visitor Information
First Name: Enter the first name of the visitor.
Last Name: Enter the last name of the visitor.

Certification Type: Select the type of document submitted by the visitor for proof (e.g., Pan card,
Driving License, Approval note from the company, etc.) from the drop-down list.

Certification No.: Enter the identical number of the proof document submitted by the visitor.
Gender: Select the gender of the visitor from the drop-down list.
Company: Enter the company details of the visitor working for.

Auto-Approved: If it is enabled, then the reservation will be auto-approved after submission.

Entry Information
On the Add window, click Entry Information tab, and then enter the following fields.

Visit Reason: Select the required visitor's reason for visiting the Organization from the
drop-down list.

Visitor Quantity: Enter the total count of the visitors.
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Visit Department: On the Visit Department field, select the area or the department the visitor
visits from the drop-down list.

Employee: On the Employee field, select the host’s Employee ID, who escorts or meets the visitor
from the drop-down list.

Visit Date: Click the Visit Date field, and a small window pops up to select the required date, and
then click Select Time on the same pop-up window to select the required time.

Email: Enter the email of the visitor.

After providing all the details, click Confirm to generate a reservation for the visitor.
& Note:

The personnel can make reservation for themselves by “Self-Service Login”. The process is the same
as the above specified steps.

QR Code

The QR code function facilitates the visitors to create reservation by themselves. The visitors can scan
the QR Code generated by the software to create reservation.

Note:

Admins can generate the QR Code and send to the required visitor through mail to create
reservation.

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

Visitor Jidd n =

EntryRegistration ~  Reservation
& Bookmarks~ Y Filters w

La:

[] FirstMame & LastMame + CertType + Cert Aty Workflow Builder  Approval Status  Approval Comment  Approval Time

1D Card 5;:: | 2021-05-28100.. ¥
[ [t 1D Card 5& § yuri-dept T 2021-06-01 113.. | zo1
i) | 1D Card 343} 1} ”yuri'deut bl
] [mun 1D Card a;a B | viricdept s 2021-05-31 113 yul
[] 2222 1D Card 558! 1 2021-06-04095..  zo1

yuri-dept =Y

Cancel

G . n . Total6Records | 1 | Page

On the QR Code window, click Download to download the generated QR Code and save it to the
required location.

After downloading the QR Code, click Refresh to create another or click Confirm to complete the
process.
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The Admin can then send the downloaded QR Code to the required visitor to create reservation.

The visitors may scan the QR code and the following ZKBio Time.0 interface will be displayed.

Visitar Information

Certification Type * ——

Cerlification Mo, *

First Mame

Last Name

Gender ——

Company

Entry Information

Wisit Date *  2022-05-05 09:00:00

Visitor Quandity * 1

On the interface, enter the following fields, and click Submit to complete the reservation process.

The submitted reservation will reflect on the software and the Admin can view the created
reservation details.

8.3.3 Approve/ Reject/ Revoke a Reservation

Approve function lets you approve the created reservation request.

Please notice that only the System Admin and the Users included in Approval workflow can approve
the reservation.
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On the Reservation interface, select corresponding reservation record, and click either Approve,
Revoke, or Reject to approve, revoke, or reject the reservation application.

On the Pop-up window, provide the required comments, and then click Confirm to update the
application status.

&Note:

Once the reservation is approved, the admin needs to create the Entry Registration for that specific
visitor. And while creating entry registration for the visitor, the admin can simply enter the Cert. Type
and Cert. NO., and the other reservation information will be automatically updated.

Delete a Reservation

Delete function let you delete a created reservation information.

On the Reservation interface, select the required reservation record from the list and click Delete to
delete the reservation.

Prompt b4

Are you sure to delete the selected 1 items?

Cancel

On the prompt window, click Confirm to delete the selected reservation record.

Configuration

Our Configuration module of ZKBio Time.0 facilitates you to accomplish in managing the new or the
existing visitor details and in the maintenance of the data, which eases your work in preserving the
information of the visitors.

On the Visitor module, click Configuration to access the configuration interface.

Parameter Setting

The Parameter Setting interface facilitates the users to set the approval policy for the QR Code, and
to set the identity number for the visitors.

On the Configuration interface, click Parameter Setting to set the required parameters.
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Visitor

Entry Registration Reservation Parameter Setting

& Bass setting

QR Code Reservation™  Pending

Configuration Start of Visitor Code 1

84.2 Visitor Bio Template Auto Delete

Click Visitor - > Configuration - > Parameter Settings to enter the following interface, turn on
Automatically Delete Visitors’ Bio-template, and set the save time in the input box at the back.

Visitor : @i . e

Entry Registration Visitor Reservation Parameter Settings
 Base setting
® r QR Code Reservation®  Pending Start of Visitor Code | 1
8 Configuration Automatically Delete @) Automatically Delete | 1 2 Days
Visitor's Bio Template® After”

= Accessible Setting

Employee Q Employee

Employee ID First Name ¥  Last Name Department
1 HPP 2061 Department
2 S Department
3 zc Department
4 i} Department
5 zE Department

Total 506 Records n 51 > 10 v

Submit

84.3 Accessible Setting

Click Visitor - > Configuration - > Parameter Settings to enter the following interface, the selected
person can be selected as the interviewee when the visitor scans the QR code to register.
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Visitor @’ . -

Entry Registration Visitor Reservation Parameter Settings

% Base setting

QR Code Reservation”  Pending Start of Visitor Code 1

2 configuration Automatically Delet Automatically Delete 1
Visitor's Bio Template® After”

= Accessible Setting

Employee Q Emplayee

Employee ID First Name +  Last Name Department

HPP 2061 Department

BEE Department

Department

b Department

<M< W<M<M<

1
2
3 zc
4
5

zE Department

Total 506 Records n 51 > 10 v

844 Visitor Reason

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

the Organization which eases the work of registering the visitor details and creating reservation for
the visitors.

On the Configuration module, click Visit Reason to set the default list.

Add

Visit Reason:

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

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

845 Delete a Visit Reason

Delete function makes you delete a created visitor reason.

On the Visit Reason interface, select the required visit reason from the list and click Delete to delete.
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Prompt b 4

Are you sure to delete the selected 1 items?

Confirm Cancel

On the prompt window, click Confirm to delete the selected visit reason.

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

8.5 Data

8.5.1 Visitor BioData

Display detailed information about visitor's biometric template.

Visitor et 2 n

Entry Registration Visitor BioData
& Bockmarks+ Y Filters =
Z 2, 9 O » H
Visitor Code 2 First Name Last Name Bio-Type * Bio-Index Major Version % Serial Number Jpdate Time
V00000001 tubiet zhang visible Face 0 59 6585205300037 2021-06-02 11:56:35
E Db V00000003 - visible Face 0 59 6614211300027 2021-06-02 11:22:33
V00000002 gdgdg fsfs visible Face 0 59 6614211300027 2021-06-02 11:22:33
V00000005 crab - visible Face 0 59 6614211300027 2021-06-02 11:22:33
V00000006 - visible Face 0 59 6614211300027 2021-06-01 16:35:31
V00000007 yiku - visible Face 0 59 6614211300027 2021-06-01 16:35:31
V00000008 Burt - Visible Face 0 59 6614211300027 2021-06-01 16:35:31
V00000009 Elizabsth - Visible Facs 0 59 6614211300027 2021-06-01 16:35:31
V00000008 John - Visible Face 0 59 6614211300027 2021-06-01 16:35:31
V00000009 Thomas - visible Face 0 59 6614211300027 2021-06-01 16:35:31

8.5.2 Visitor BioPhoto

Display the detailed bio-photo information of all visitors.
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_— _ 869
Visitor eeting 1 Syste PES “ i
~—
Entry Registration Visitor Visiter BioPhoto Transaction
& Bookmarks~ Y Filters -
Delete Approve S 7 9D 0 =
Visitor Code First Name Last Name Email  Enroll SN User Photo Bio-Photo Register Time % Remark  Approval State Approval Time %
V00000008 ning E 3 ¥ H ’ 2021-05-31 11:22:47 Approval Passed 2021-05-31 11:23:00 ]ﬁ[
V00000001 yuti 2 - . e ﬂ 2021-05-26 11:3315 Approval Passed  2021-05-26 11:33:22

C 1a - n Total 2 Records 1 | Page m

Approve Bio-Photo

Select the bio-photo record(s) and click [Approve] to approve the bio-photo.

Approve X
Approval State™:  Approval Passed

Remark:

Confirm Cancel

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

Delete Bio-Photo

Select the bio-photo record(s) and click [Delete] on the upper left of the list or click in the

same row of the bio-photo to be deleted.

Prompt b4

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the bio-photo.
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8.5.3 Transaction

The transaction table displays the access records from the devices of all visitors.

Visitor seting ) < . 1‘335 n'

Entry Registration Transaction
& Bookmarksw Y Filter =
4 7S 9 0O e =

Visiter 1D First Name Last Name Certification No. Date Time Punch State Area Name Serial Number % Device Name Upload Time

V00000016 puff - ARRRFS 2021-06-18 165813 - H5_yuri CGFD192960001 2021-06-18 16:58:14
V00000012 rookie song 55 2021-06-08 102413 - HS_yuri CGFD192960001 2021-06-08 10:24:29
V00000008 ning - 15156515 2021-05-31 12319 - H5_yuri CGFD192960001 2021-05-31 11:23:21
V00000007 rookie = 2566633 2021-05-31 11:21:33 " HS5_yuri CGFD192960001 2021-05-31 11:21:34
V00000002 655 - 477554 2021-05-26 180825 - HS yuri CGFD192960001 2021-05-26 18:08:27
V00000002 655 - 477554 2021-05-26 180048 - HS yuri CGFD192960001 2021-05-26 18:00:49
V00000002 655 - 477554 2021-05-26 175912 - HS_yuri CGFD192960001 2021-05-26 17559:13
V00000002 655 - 477554 2021-05-26 175258 - HS_yuri CGFD192960001 2021-05-26 17:52:59
V00000002 655 - 477554 2021-05-26 174204 - HS_yuri CGFD192960001 2021-05-26 17:42:06
V00000002 655 - 477554 2021-05-26 173747 - HS_yuri CGFD192960001 2021-05-26 17:37:49

&) 14 records per page v n Total 10 Records jump to :

Page |227 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time

User Manual

Meeting Module

Our ZKBio Time software eases the process of planning and booking a meeting from hassle to

harmony between teams by managing the meeting requests, providing access to only the required

attendees, schedule, agenda, and other related actions. Our software also facilitates in generating the

automatic access for the next applicable Attendees to their allocated Meeting Rooms as per the

scheduled time slot.

Setting up the Meeting Room

Our Room interface eases for arranging meetings and event planning, helping allocate space and

resources for upcoming events and meetings.

On the Meeting module, click Room > Room to set the Device to the required Meeting Room.

Personnel Device Attendance  Access Control Payroll Visitor MTD System

Room

& Bookmarks = Y Filters =

Room Code Room Name Capacity Location Device State
21th Auto add

[ 21th Auto ad °
20 20th Floo

& Transaction

10 22th Floor

Auto add

10 22th Floor lalatest Auto add
€3] Report
1 1 22th Floor 1017C

(5]
=]
p !

) Eb

Eb ¢

Ep C

Ht

Columns displayed on the Meeting Room interface

Room Code: Displays the identical number of the meeting room.

Room Name: Displays the name of the meeting room.

Capacity: Displays the total number of people could accommodate in the meeting room.
Location: Displays the location of the meeting room.

Device: Displays the mounted Access Control Device name.

State: Displays whether the meeting room is occupied or vacant.

Remarks: Displays the notice/statement if any provided to that meeting room.
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Add a Meeting Room

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

Room

& Bookmarks~ T Filters ~

|| Room Code Add

Room Code” Room Name*

[EfR |
& @
& @
& @
W

Capacity® Ferson(s) Location®

[}z Device | ---------- state T )

Ml = AvQ v |

Remark | apWz191960001 | =
CAEXH191960001
(6076201200001
(1CGCL194960008
CICEHC195160004
OBYRQ192860151
O CKVS202060017
(JCEXD194260059
C1CGFD192960001 Confirm Cancel
_ 0BODD175160005 )
C1BODV182760001

Meeting = n _

On the Room interface, click Add to add a meeting Room.

On the Add window, enter the following fields.

Room Code: Enter the identical number of the meeting room.

Room Name: Enter the name of the meeting room.

Capacity: Capacity indicates the maximum number of people could accommodate in that
meeting room.

Location: Enter the location of the meeting room.

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

State: Set the state of the meeting room. Please note, only the enabled meeting room will be
able to get assigned for conducting a meeting.

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

After providing all the information, click Confirm to save and update the details to the software.

Edit the Room Details

On the Room interface, click either the required Room Code or the corresponding Edit to edit

the room details.
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9.1.2 To Delete a Meeting Room

Delete function let you delete a meeting Room and disconnects the Access Control Device to that

Meeting Room.

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

Delete.

Prompt x

Are you sure to delete the selected 1 item?

e

On the Prompt window, click Confirm to process the deletion.

9.1.3 View the Meeting Room Devices

The Device interface benefits to view the Devices connected to each Meeting Rooms.

On the Meeting module, click Room > Device to view the connected Device information to each

Meeting Room.

Meeting
=

& Bookmarks~ T Filters

Device Name Serial Number Area Room

Auto add CGFD192960001 yuriTest meeting room5
Auto add CEXD194260059 Area 110 Meeting Room 3
Auto add BODV182760001 Geralt 2

lalatest ADWZ191960001 lalatest 2

BR1200 CEHC195160004 Area 2

101TC AEXH191960001 Area 2 1

9.2 Schedule a Meeting

Our Meeting interface facilitates in scheduling and re-planning meetings to ease and reduce the
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burdens of the meeting organizers.

On the Meeting module, click Meeting > Meeting to schedule a Meeting.

Personnel  Device  Aftendance  Access Control  Payroll  Visitor MTD  System @ £y

N
(&)
a8
3
Ll

Name

BEEEEE G E

14 records per page v Total 8 Records 1

Columns displayed on the Meeting Audit interface

Name: Displays the title of the Meeting purpose.
Topic: Displays the topic of the meeting, if specified.
Meeting Date: Displays the meeting Date.

Time Zone: Display the time zone of the meeting time.
Meeting Period: Displays the duration of the meeting.

Attendee: Displays the count of the meeting attendees according to the selected meeting room

capacity.
For Example: If the selected room capacity is 9, and the total attendees are 8 then it displays “8/9".
Meeting Room: Displays the scheduled meeting room name.

Purpose: Displays the purpose of the meeting.

Start Host: Click @ to start the Zoom online meeting.

Share Link: Click Copy Invitation to copy the registration link of the online meeting and then share it
to the attender to join the meeting.

Applicant: Displays the Personnel ID of the applicant who raised the meeting schedule request.
Approval Status: Displays the status (Approved/Revoke/Rejected) of the meeting schedule request.

Approver: Displays the name of the approver who approves, revokes or rejects the meeting schedule

request.
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Approval Comment: Displays the approver’s comment/remarks, if specified.
Create a Meeting Schedule
Add function lets you create a Meeting Schedule.
Add X
Mame® Topic™ Online Meeting
Start Time® End Time= TimeZone® ETC/GMT+8
Applicant* Purpose™ Auto Approved
Meeting Room *Online Meeting *Attendes Check In/Cut Setting

View Date*  2021-07-05

Mame Capacity Location Being Used
rocmi 20 21
(= 22 e5
23 2 2
1 Confi Total 3 Records 10 records per page

Cancel

On the Meeting interface, click Add to create a meeting schedule.

On the Add window, enter the following fields.

Name: Enter the identical number of the meeting room.

Topic: Enter the topic of the meeting.

Online Meeting: After enabling it, users will be able to set up the zoom online meeting.
Start Time: Enter the meeting Start Time.

End Time: Enter the meeting End Time.

&Note:

To select the Date and Time, click the Start/End Time field, and a small window pops up to
select the required date, and then click Select Time on the same pop-up window to select the
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required time.

Time Zone: Enter the time zone of the meeting time.

Applicant: Enter the applicant of the meeting.

Purpose: Enter the purpose of the meeting.

Auto-Approved: If it is enabled, the meeting schedule will be auto-approved after submitted.

Select the Meeting Room.

On the Add window, click Meeting Room tab to select the required meeting room.

Meeting Room *Online Meeting *Attender Check In/Out Setting

View Date*  2021-06-04

Mame Capacity Location Been Used

21 00:00:00~01:00:00,01:01:00~02:00:00

1 Page Ao gl Total 3 Records 10w

On the Meeting Room tab, click the View Date field, and a small window pops up to select the

required date, and then click Select Time on the same pop-up window to select the required time.

Once the required date is selected, the corresponding Meeting Room list will get updated to that

specified date and will display all the available and occupied meeting rooms.

Columns displayed on the Meeting Room List.
Name: Displays the meeting room name.
Capacity: Displays the total capacity of the meeting room.
Location: Displays the meeting room location.

Been Used: If the meeting room is occupied, the scheduled meeting period will be displayed; but
if the meeting room is available, the field will be left blank.

Based on the available list, the user can select the required meeting room for that specific date.
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Set up Online Meeting

neeting Room *Online Mesting “Attendee Check In/Out Setting
Waiting Room [ Join Before Host
Auto Recording®  Disabled Mute Upon Entry
Start Host Video Start Participant Video

Waiting Room: Enable it, then the attender will be in the waiting room unless the host join the
meeting.

Join Before Host: Allow participants to join the meeting before the host starts the meeting.
& Note:

If waiting room is enabled, the join before host setting will be disabled.

Auto Recording: Users can set whether to record the meeting automatically. If yes, then users
can save the record to local or in the cloud.

Disabled

Save to local

Save to cloud

Mute Upon Entry: If it is enabled, then the attenders will be muted by default when they join the
meeting.

Start Host/Participant Video: If it is enabled, then it will start video when the host/participant
joins the meeting.

Select the Attendee

On the Add window, click Attendee tab to select the required Employees/attenders for the meeting.
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Meeting Room *Qnline Meeting *Attendee Check InfOut Setting
Departme Department L__‘; Employee selected O

Employee I First Name Last Mame Department Employee ID.~ First Mame... Last Name. .. Department
o lala
ooz haha lala
1 ke €5
100000001 fubie zhang Test
100000002 tubis21 Ihl-revface18

20 records per page %  Total 168 Records >

On the Employee list, select the required Employees from the left.
The selected Employees will be reflected on the right side of the corresponding Employee List.

Use the Department drop-down list or the Search function (search by Employee) to search for

Employees.
Once the required Employees are selected click Confirm to confirm and update the attender’s details.

Set the Employee Access Duration for the Meeting Room.

On the Add window, click Check-In/Out tab to set the required Employee check-in and check-out
time within the specific meeting period.

Please notice it is not mandatory to set the access duration for the Employees to enter the meeting

room.

Mesting Room *Online Mesting *Attendes Check In/Out Setting
Check In Required =3
Start Time* End Time*

Check Out Required

On the Check In/Out tab enter the following fields.
Check In Required: Toggle Yes to enable and set the check-in Start Time and End Time.
Check Out Required: Toggle Yes to enable and set the check-in Start Time and End Time.
&Note:

To select the Date and Time, click the Start/End Time field, and a small window pops up to select
the required date, and then click Select Time on the same pop-up window to select the required
time.
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After setting the required time, click Confirm to save and update the meeting schedule details.

Descriptive view on how to enter the time- “<” indicates “Before/L esser”

Check-in Start Time Check-in Start Time< Meeting Start Time

Check-in End Time Meeting Start Time< Check-in End Time< Checkout Start Time
Checkout Start Time Check-in End Time< Checkout Start Time< Meeting End Time
Checkout End Time Meeting End Time< Checkout End Time

Edit a Meeting Schedule

On the Meeting interface, select the required meeting schedule name from the list to edit.

On the Edit window, edit the required changes, and then click Confirm to save and update the

changes.

Approve/ Reject/ Revoke a Meeting Schedule

Approve function lets you approve/ reject/ revoke the created meeting schedule request.

Please notice that only the System Admin and the Users included in Approval workflow can approve

the Meeting schedule.

Personnel  Device  Attendance  Access Control  Payroll  Visitor MTD  System w €N

Room Device Mesting

& Bookmarks Y Filter =

Add Delete Calculation Approval Menu S D M R =
Name Topic MestingDate  Approve  AestingPeriod  Attendse Meeting Room Purpose  Start Host Share Link Applicant Approval Status  Approver

G 2021-06-17 Re 1 zo8y m - 0|

1 Reject 212 y B icole )

£ Transaction 222 room1 44 y zoey mf
2] Report ; reomf 121 ¥ o a
1 or 1 3003 A\p 3002 jmf

1 1 [ B copy Invitation  zoey \pproved nicole o]

— 1 e : i

& 14records per page 1 Total 9 Records bt | 1

On the Meeting interface, select the required Meeting Schedule request to approve, revoke or reject.

To view the attendee’s details: Click the required Meeting Schedule request to view the assigned

attendees list on the right side of the Meeting interface.
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+To delete the assigned Personnel from the selected Meeting Schedule: Select the required
Personnel from the list on the right, and then click Delete to remove the Personnel from the

assigned Meeting Schedule.

After selecting the required meeting schedule request, click Approval and select either Approve,

Reject or Revoke from the drop-down list.

On the Pop-up window, provide the required comments, and then click Confirm to update the

request status.

9.2.3 To Delete a Meeting Schedule

Delete function let you delete the scheduled meeting and prevents (if meeting room access is

enabled) the invited Personnel from accessing the meeting room.

+ On the Meeting interface, select the required Scheduled Meeting name from the list to delete,
and then click Delete.

Prompt

Are you sure to delete 1 item?

¢ On the Prompt window, click Confirm to process the deletion

9.24 Add Personnel to the Meeting

Add Attendee function let you add the other required or the missed-out personnel to the approved

meeting schedule.
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Add Attendee X
Departme Department (’__'g Employee selected O

Employee ID  First Name Last Name Department Employee 1D First Name Last Name Department

Mike Test
100000007 tubtel zhang Test
100000002 tubie21 hi-revface18
100000003 tubie3l12s hl-revface18
10086 ki ki

20 records per page v Total 162 Records > . 1
Cancel

On the Meeting interface, select the required meeting schedule from the list to add the missed
out or the other required Personnel.

Click Menu > Add Attendee to add the missed out or the other required Personnel to the
selected meeting schedule.

On the Add Attendee window, select the required Personnel names from the list on the left.
The selected Personnel names will reflect on the right side of the Add Attendee window.

Click Confirm, to save and update the selected Personnel to the meeting schedule.

Sync the Meeting Information

Sync to Device function facilitates to sync the approved meeting schedule information to the Device.

On the Meeting interface, select the required meeting schedule from the list, and then click More >

Sync to Device to update the meeting information to the meeting room devices.

Calculate Meeting Attendance

Calculation function lets you update all the related Personnel’s Meeting Attendance Reports to the

latest information.
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Prompt

Are you sure to calculate?

¢ On the Meeting interface, select the required meeting schedule from the list to calculate the
attendance.

o Click Calculation to calculate the attendance, and then click Confirm to proceed the calculation
process and to update the meeting attendance reports to the latest information.

9.3 Update Attendance Manually

Our Manual Log interface facilitates in updating the Employee’s missed out meeting room access

records manually. That is, the missed check-in/out details can be requested via the Manual Log

interface if the Employee forgets to check-in/out when accessing the meeting room.

Admin can create a manual log request for the corresponding Employee, and the Employees can also

create by logging in to the self-service application to apply for manual attendance request.

On the Meeting module, click Meeting > Manual Log to access the Manual Log interface.

T'Eﬂa Meeting

» q = B

& Room - 8 Bockmarks+ Y Filters =

Manual Log

. Add Delete Approve Reject Revoke 4 L 92 0 =
& Mesting

Meeting Employee Punch Time Punch State Reason Apply Time Approval Status Approver

1 1crab 2021-06-07 10-00:00 CheckIn 2021-06-07 14:35:22 Approved Nancy & w
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Columns available on the Manual Loqg interface.

Meeting: Displays the meeting name.

Employee: Displays the Employee name.

Punch Time: Displays the requested check-in/out time.

Punch State: Displays the requested check-in/out status.
Reason: Displays the explanation for the check-in/out request.
Apply Time: Displays the time applied for check-in/out request.
Approval Status: Displays the approval status.

Approver: Displays the name of the request processor.

Approval Comment: Displays the comment/remarks, if provided by the request processor.

Create a Manual Log

Add function lets you create a Manual Log request.

A 892
Meeting LK n -
E — __
x | =
Q selectsd 5 2 D W e =
Last Name Department B employeeid First Name Last Name Departrment
Test |~ crab Test g & W

zhang tugou
tugou

tugou

Auto Approved |

Punch State®  Check In

Cancel

On the Manual Log interface, click Add to create a manual attendance request for a specific
Employee.

On the Add interface, select the required Employees from the list on the left.
The selected Employees will be reflected on the right side of the corresponding Employee List.

Use the Department drop-down list or the Search function (search by Employee) to search for
Employees.

Once the required Employees are selected set the other parameters.

Page |240 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

On the Add window, enter the following fields.

+ Meeting: Select the required meeting name from the drop-down list.
» Auto Approved: If it is enabled, then the manual log will be auto approved after submission.

*  Punch Time: Click the Punch Time field, and a small window pops up to select the required date,
and then click Select Time on the same pop-up window to select the required time.

* Punch State: Select the required check-in/out status from the drop-down list.
» Reason: Enter the reason for missed check-in/out request.
After providing all the details, click Confirm to save and update the request.

Edit a Request

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

+  On the Edit window, edit the required changes, and then click Confirm to save and update the
changes.

o Please notice that the approved request cannot be modified.

9.3.2 To Delete a Manual Log Request

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

Prompt x

Are you sure to delete the selected 1 item?

-

* On the Manual Log interface, select the required manual log request name from the list to delete,
and then click Delete.

¢ On the Prompt window, click Confirm to process the deletion.
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9.3.3 Approve/ Reject/ Revoke a Manual Log Request

Select the corresponding manual log and click either Approve/ Revoke/ Reject to approve, revoke, or
reject the manual log request.

Approve

Remark

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

9 4 Transaction

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

Meeting

Meeting Transaction
@ Bookmarksw Y Filters =
A /S D Ok =
Employee Punch Date Punch Time Punch State Terminal Source
20101 Kamado Nezuko 2020-12-09 16:32:49 Checkin CGFD192960001 Devics
20104 104 2020-12-09 16:32:46 Checkin CGFD192960001 Device
20103 gakki 2020-12-09 16:32:43 Checkin CGFD192960001 Device
20102 shawn 2020-12-09 16:32:38 Checkn CGFD192960001 Device

Columns displayed on the Transaction interface

Employee: Displays the Personnel’s identical number and name.
Punch Date: Displays the clocked in date of the Personnel.
Punch Time: Displays the clock in time of the Personnel.

Punch State: Displays the check-in/out status of Personnel.
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Terminal: Displays the device in which the Personnel has clocked in.

Source: Displays the source of the received data.

Meeting Reports

Our Meeting Report interface of ZKBio Time facilitates in providing various meeting related reports
which eases the process of managing and viewing the Personnel attendance related status for each
meeting.

On the Meeting module, click Report to view the various Meeting related reports.

Before getting into the meeting related attendance reports, it is always essential to update all the
Meeting related status in order to get all the latest Meeting Attendance report information.

Click here to view the process of updating the Report Status.

Meeting Room Scheduled

On the Report interface, click Meeting Room Scheduled to view all the scheduled meeting
information.

Use the search option (search by Start Date, End Date or Meeting Room) to search for the required
meeting report.

Personnel  Device  Attendance  AccessControl  Payroll  Visitor MID  System > £X

Room Mesting Meeting Room Scheduled
Start Date®  2020-07-01 End Date™  2020-07-07 Meeting Room o

2 0O r

Ht

Room Code Room Name Meeting Name Meeting Content Meeting Date Start Time End Time
19:39:25

181833

4 KMR238-7B1 K238-MET2 AlL 2020-07-06
KMR83-782 3

checkinfout 2020-07-06

2020-07-06

20:3716

ALL
checkin

21:59:38
19:23:28

3 KMR13-H5

Columns displayed on the Meeting Room Scheduled interface

Room Code: Displays the identical number of the room.

Room Name: Displays the Room name.

Meeting Name: Displays the name of the scheduled meeting.
Meeting Content: Displays the content of the scheduled meeting.
Meeting Date: Displays the date of the scheduled meeting.

Start Time: Displays the start time of the scheduled meeting.

End Time: Displays the end time of the scheduled meeting.
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Attendance Detalil

On the Report interface, click Attendance Detail to view Personnel attendance information for each
meeting.

Use the search option (search by Start Date, End Date or Meeting Name) to search for the required
Personnel’'s meeting information.

Personnel  Device  Attendance  Access Control  Payroll Visitor MTD System e !

Room Attendance Detail
Mesting  ewgeqwewq StartDate™  2020-12-01 End Date  2020-12-11 o
£ S 0D =

Meeting Name ~ Mesting Date...5 Meeting Period Duration Employee ID First Name Clock In Clock Out Attended Dur... Late In Early Out Absence

00:03 1001 Daw Khin Thid 00:00 00:00 00:00 00:00

00:03 666 00:00 00:00 00:00 00:00

00:03 999 hhhhhh 00:00 00:00 00:00 00:00

1 g il Total 3Records 20 w

Columns displayed on the Meeting Room Scheduled interface
Meeting Name: Displays the name of the scheduled meeting.

Meeting Date: Displays the date of the scheduled meeting.

Meeting Period: Displays the meeting time period.

Duration: Displays the total duration of the meeting.

Employee ID: Displays the Personnel ID, which is meeting attendee’s identical number.
First Name: Displays the Personnel ID (meeting attendee) first name.

Last Name: Displays the Personnel ID (meeting attendee) last name.

Clock In: Displays the Personnel (attendee) check-in time to that meeting.

Clock Out: Displays the Personnel (attendee) check-out time to that meeting.

Attended Duration: Displays the Personnel (attendee) attended duration to that meeting.
Late In: Displays the late-in time if the Personnel (attendee) attended late to that meeting.
Early Out: Displays the early-out time if the Personnel (attendee) left early from that meeting.

Absence: Displays the absence time if the Personnel (attendee) left either in between the meeting or
did not check-in/out the meeting room or did not attend the meeting.
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10 MTD Module

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

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

10.1 Real-Time Monitoring

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

g 1308 .
Tzco MTD Q =
g—
PWR] =<ci-Time Monitoring
Dashboard Abnormal Records Hn 1O Normal Records 9:
=123 )} &=123 &= 20102 shawn E= 20103 gakki #520103 gakki
& - & Koncha village i Konoha village &, Konoha village
9 Duang 9 Duang 9 PALMAREA 9 PALMAREA 9 PALMAREA
© 121604 © 141602 © 134849 ©13:5005 © 134905
B 363C O ¥ 363C O - O E- Qe F-  OvYes

§363C O

=o
&

i

Q Duang
@ 115510
F362°C O

© 11:5512
I 38aC O

=123 =0

EA &

9 Duang @ Duang
@ 133511 © 13:34:35

 363C O

=0

&

@ Duang
© 114124

F 365C O

=o
L

9 Duang

&2 20102 shawn
&l Konoha village
9 PALMAREA

l L
4

Jo

© 11:39:54
I 364°C O Mo

© 09:37:10
O Mo

=

The Real-Time Monitoring interface monitors the body temperature of the users with their
images captured during verification.

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

And, if the personnel is detected with high body temperature or without wearing a mask, the
detailed information of the abnormality details will be displayed on the Abnormal Records list,
otherwise on the Normal Records list.

Page |245 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Real-Time Monitoring Features

Abnormal Records: Displays the list of personnel with normal temperature.

Normal Records: Displays the list of Personnel with abnormal temperature.

Other Indications:

LS Displays the total count of personnel detected with abnormal body

(@] temperature and without a mask.

@ Displays the total count of personnel detected with abnormal body
temperature.

'j:::b Displays the total count of personnel detected without a mask.
Displays the total count of personnel detected with normal body
temperature.

10.2 Dashboard

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

> 892 r
- Teco VIW  system 2 €3
USR] =ecl-Time Monitoring Dashboard
Dashboard W Hisher Temperature. Daily Status W Figher Temperaturs Department Summary BAde O
Without Mask 2021-06-07 Without Mask 2021-06-07
itoring B Uncheck 0(0%) —— 0% @ Uncheck 70
8 Regular - 0(0%) 60
40
20
10
0
- De K ALES B
143 (100%)
Meonthly Temperature ~O- Higher Temperature Monthly Exception
2021-06 Without Mask 2021-06

The following are the different categories of statics displayed on the Dashboard interface.

Daily Status: Display the daily statistics of the Personnel count in the following categories.

Personnel who have high or abnormal temperature.
Personnel who are detected without mask.

Personnel who did not get detected with temperature and mask.
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And the personnel detected with mask and normal body temperature.

Department Summary: Display the daily statistics of the Personnel count by the department wise
in the following categories.

Personnel who have high or abnormal temperature in that department.

Personnel who are detected without mask in that department.

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

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

E Click to view the department summary in report format.

A Click to view the department summary in line format.

ofll Click to view the department summary in clustered column format.
Ed Click to view the department summary in stack format.

Click to refresh the department summary data.

o Click to download the department summary report.

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

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

Status Indications:

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

Indicates the statistics of the Personnel detected without mask.

Indicates the statistics of the Personnel who did not get detected with
temperature and mask.

Indicates the statistics of the Personnel with normal temperature.
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Transaction

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

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

ZR e Personnel ~ Device  Aftendance  AccessControl  Payroll  Visitor ~ Meeting LN System. £2-
LW ] Real-Time Menitoring Transaction
L Btz = SBockmarks= ¥ Filters -
£ Transaction Z =
s 7 92 0O
Employee 1D First Name Department  Check Date CheckTime = Temperature uploadphoto  With Mask SN
8 bt 2020-09-25 171123 36.6°C . True 6271203100001
. 1111112132 von& Department | 2020-09-25 17:10:49 36.7°C False 6271203100001
o8 Configuration
16:59:56 ! Fal
2020-09-25 16:59:55 : Falss 627120310001 Autozdd ~ Employee ID
First Name
2020-09-25 17:09:21 ’ False Autoadd | Last Name
Department
17:0920 ; False Auto add .
Position
2020-09-
17:08:26 : False Kiitgaag | Chedkbate am
Check Time 17:11:23
2020-09-25 17:08:25 : False 6271203100017  Autoadd ~ Temperature 366C
. With Mask True
3200300 z5j8zhou Department 17:09:03 0C . 6271203100003 Autoadd  Area v test
sN 6271203100001
7:08:56 C 6271203100003 Auto add L
TS SZrINeIgnT | LAtod Upload Time 2020-09-25 16:11:26
2020-09-25 1701:28 33 2°C B CKVS202060033  Auto add
& 19w I 2 3 .. 786 > Total 14933 Records 1 onfirm

Columns displayed on the Transaction interface

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

First Name: Displays the first name of the Personnel.

Last Name: Displays the last name of the Personnel.

Department: Displays the department to which the recognized Personnel belongs to.
Position: Displays the designation of the recognized Personnel.

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

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

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

Upload Photo: Displays the recognized image of the Personnel.

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

Device Name: Displays the Device name.

Area: Displays the Device Area.

Data Source: Displays the source through which the MTD was detected.
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Upload Time: Displays the uploaded time of the MTD data.

Report

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

The following are the different types of MTD reports.
Daily Detail
Department Summary
Abnormal Detail
On the MTD modaule, click Report to view the MTD data of the Personnel.

Daily Detail

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

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

m Personnel Device Attendance  Access Control Payroll Visitor Meeting MTD System &

L Wel— N real-Time Monitoring Daily Detail
@ Dashboard 5= b Start Date 2020-10-01 End Date  2020-10-10 Emplayee e

B Transaction » & Oepartment

<
=]
il

£ Report

a

[RGE RG]
o

=]
E
7 F g

Abnormal Detail

8 configuration -

Columns displayed on the Daily Detail interface

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

First Name: Displays the first name of the Personnel.

Last Name: Displays the last name of the Personnel.

Nickname: Displays the nickname of the Personnel.

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

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

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

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

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

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

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

m Personnel Device Attendance  Access Control Payroll Visitor Meeting MTD System 1 :

L Wo ] Real-Time Monitoring Department Summary

& Start Date  2020-09-01 End Date  2020-10-10 0

KKK & R
P
ot

Checked Qty. Regular Qty. Abnormal Oty
1
1
1

Columns displayed on the Daily Detail interface

Department Code: Displays the unique identity number of the Department.

Department Name: Displays the name of the Department.

Employee Qty.: Displays the total Employee count of that Department

Check Date: Displays the MTD detected date of all the Personnel in that Department.
Checked Qty.: Displays the total MTD detected count of all the Personnel in that Department.

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

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

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

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

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

Abnormal Detail

The Abnormal Detail interface displays all the details of the Personnel who did not get detected with
temperature and mask.
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On the Abnormal Detail interface, first select the required department on the left to view the
Personnel details.

Personnel  Device  Attendance  AccessContral  Payroll  Vistor  Meeting [EEYII System £3

Real-Time Monitoring Abnormal Detail

@@ Dashboard = 4 Start Date  2020-10-01 End Date  2020-10-10 Employes e

8 Transaction >

g&
8
N

ig
3
I

Geralt-Test
£2] Report False

HQQE
< «

Iy
£

False
False
False

e
&

BEkE&E 3
AAAAAD

o Cconfiguration

Columns displayed on the Abnormal Detail interface

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

First Name: Displays the first name of the Personnel.

Last Name: Displays the last name of the Personnel.

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

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

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

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

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

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

Configuration

Our Configuration module of MTD interface facilitates you in managing the Personnel MTD data,
which eases your work and benefits in delivering up to date details of all the Personnel MTD data.
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Personnel  Device  Aftendance  AccessControl  Payroll  Vistor  Meeting System S §

f— Real-Time Monitoring Setup

% Temperature Setting

Temperature Waming* = 37 Temperaturs Unit®  °C

o Configuration

 Alert Setting

Temperature Alarm (el ) Mask Alarm

Temperature Setting

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

Temperature Warning: Enter the value for abnormal temperature.
Temperature Unit: Enter the unit of the temperature in °C or °F.

Alert Setting

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

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

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

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

Example:

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

Employee ID* First Name | Andyf

| Department*  Test Department - Last Name

Position  Position . Area” Area A

Employment Type Hired Date  2020-04-01

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

SSN Local Name Gender
Passport NO. Automobile License Motoreycle License
Contact Tel Office Tel Mabile
National Religion City
Address Postcode Email  andy0808.wu@zkteco.

Birthday

As specified, there are two system users:

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

First Name  Nancy
Last Name  Xie

Email  2570402143@qq.com

FPQty. vio Ea
ensble )

I Authorized Department  Test Department

Groups | —-—-—

Date Joined Last Lagin

2. And Nicole, who is a system superuser has set with the email address.
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System

First Name  Nicole

% Last Name Huang mﬁm_‘
! Email  nicole huang@zkteco.com| &
L 2020-10-12131
im FPaty. V10 EE -
& Micole 2020-10-12 10:4)
[] 2020-03-21 13:5|

Enable

Date Joined Last Login

C e~ < [l rsvrecods 1 | e [N

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

From: "nancy.xie”<nancy.xie@zkteco.com>;

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

To: "nicole.huang” <nicole.huang@zkteco.com:;

Subject: Mask and Body Temperature Detection Notification

Dear Nicole,

Please check the mask and body temperature detection information of 1

37.9 °C, Without Mask

As Andy’s APP status is enabled, in this case, the software will also push notification to Andy’s Mobile
APP account. And on the software, there will be notification records:
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. . 1055
Device : cess C ¢ S i L yst e n'

—
Device Accounts
& Bookmarks= Y Filters ~
Delete Push Notification Farce Offline Disable Ensble Z S 9 M =
User Name % Login Time Last Active Client Id Device Token Client Category  Run Status APE
3001 2021-06-08 10:56:38  2021-06-08 10:57:38  aimeib96670b8-1c1a-3568-8780-580dcfob3224 Android Inactive Enz
3003 2021-06-08 10:55:17  2021-06-08 10:56:34  3imeib96670b8-1¢1a-3568-8780-589dcfob3224 Android Inactive Enz
2002 2021-06-08 10:58:.08  2021-06-08 10:58:49 aimeib96670b8-1¢12-3568-8780-580dcfob3224 Android Active Enz
10086 2021-05-28 09:36:43  2021-05-2809:37:00 aimeil 4 b074-32ad-b634 4fcd; Android Active Enz
1 2021-06-09 15:00:32  2021-06-09 15.01:34 965272B6-5480-45BF-AA4E-E38301ESBT0C 249d5eac48bc391d5745cd65817a562fb5ed0ee292bbE3784a8223... 105 Active Enz
n 2021-05-25 09:41:00 2021-05-25 09:41:17 96527286-5480-45BF-AA4E-E38301E5B70C 249d5eac48bc391d5745cd65817a562fb5ed0ee292bb63784a8223... 105 Inactive Enz
2001 2021-06-08 10:57:42  2021-06-08 10:58:05  aimeib96670b8-1c1a-3568-8780-589dcfob3224. Android Inactive Enz
2 2021-05-17 16:1520  2021-05-17 16:15:20 105 Active Enz

G [1a o~ Total § Records 1 Page m

Private Announcement

Private

Mask and Body Temperature Detection Notification

Private

Mask and Body Temperature Detection Notification

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

Private

Mask and Body Temperature Detection Notification

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

Private

Mask and Body Temperature Detection Notification

Please check your mask and body temperature detection
information, 39.5 °C, With Mask
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System Settings

The system setting facilitates you to assign system users (such as Company Management Personnel,

Registrars, and Statistics Clerk), configure roles for each user, and set mailbox function, automatic
export, backup, data migration, operation logs, etc.

System User Management

Privilege Group Management

While using the system, the superuser needs to assign different levels to new users. To avoid
assigning one by one, you can set roles with specific levels in role management. You can also assign
appropriate roles to users while adding users. The permissions are configured for all the functional
modules namely Personnel, Device, Attendance, Payroll, Access, and System. The default super users

of the system have all the privileges and can assign new users based on the requirements and they
can set the corresponding permissions.

Add a Privilege Group

Select [System] > [User] > [Group].

Add
“Name

Personne! Device Attendance Payroll Access Visitor Meeting MTD Systemn

M A v
= OPersennel (0/69)
» OEmployee {0/19)

O Department (0/6)

O Postion (0/6)

» OResign (0/7)
O Document (0/5)
» Oworkflow Mode (0/4)

rkflow Engine

» OWorkflow Role (0

» O Custom Attribute (0/4)

Cancel

&Note:

Select the corresponding permissions based on the selected functional module.
Name: Enter the name of the role (e.g.: Employee, Device Administrator, etc).

Permissions: In the permission list under each functional module, select the checkboxes of the

required permissions. If you want to select all the permissions under a module, select the
Master check box.

Click [Confirm] to save the settings.
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Edit a Privilege Group

In the privilege group list, click the role name or click “* in the same row of the role to be

edited.

Modify the parameters as per your requirements (refer to the parameter setting method in
"Adding a role"). After modifications, click [Confirm] to save the parameters.

Delete a Privilege Group

In the privilege group list, select the privileged group and click [Delete] on the upper part of the

interface or click @- in the same row of the role to be deleted.

Prompt

Are you sure to delete the selected 1 items?

X

Cancel

Click [Confirm] to delete the selected privilege group.

&Note: The group which is currently being used cannot be deleted.

User Management

Adds new users to the system and assigns the role (permissions) to users.

Add a User

Select [System] > [User] > [Add] to access the Add User interface:

Add

Username™
Password®
Password Confirmation®
First Name
Last Mame

Emai

Enable

Authorized Department  -—--—----

Groups = -----—----

FP Gty. | w10

Superuser

Authorized Area = -——-----—

Cancel
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Enter the parameters as shown below:

Username: Enter the Username of maximum 30 alphanumeric characters. Supports letters,
digits and @/./+/-/_only.

Password/ Password Confirmation: Enter the Password. Re-enter the password to confirm the
same.

First Name/Last Name: Enter the First Name and the Last Name of the user.

Email: Enter the user’s Email address.

FP Qty.: Enroll fingerprint for the user.

Enable: If selected, the user can log into this admin site.

Superuser: If selected, the user has all the rights and there is no need to assign permissions.

Groups: Roles need to be selected for non-superusers. Select a preset role, and the user has all
the operational permissions of this role.

Authorize Department: Click and select a Department from the Department drop-down list.
(If the Department is not selected, the user possesses rights for all the Departments)

Authorize Area: Click and select an area from the area drop-down list. (If you select no area,
you will possess all area rights by default.)

After editing the user details, click [Confirm] to save them.
&Note:

You can delete the existing users. Click the [Delete] at the top of the user list. The detailed
operations are the same as those in "Deleting a permission group."

Change Password

Select [System] > [User] > [Change Password] to change the password.

Change Password »

Criginal Passwaord®
Passward*
Re-znter the Password®

*Motice

Password must be 8 to 16 characters

Cance
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«Enter the Original Password, New Password and Confirm the New Password. Click [Confirm] to
change the Password.

11.1.3 Notification

This function facilitates to display the notifications such as manual log/ leave/ overtime/ training/
schedule adjustment applications, attendance exceptions (such as late in, early leave and absence),
and the device - offline status, where an unread notification will get displayed on the following

Notification list.

o 1318
System L ‘ ’ -

—
Group Notification

8 Bookmarks= T Filters -
4 7 9 0~

it

Delete Mark All As Read

Event Content Send Time = Read Tims Status

Meeting application KK » 2020-12-09 17:13:58 - Unread Ty
Offiine BODV182760001 » 2020-12-09 17:07:34 - Unread
Offline EODD175160005 » 2020-12-09 17:07:34 Unread g
Offiine CEXD184260059 » 2020-12-09 17:07:34 - Unread |
Offline CKV5202060017 » 2020-12-09 17:07:34 Unread Ty
Offiine EYRQ192860151 » 2020-12-09 17:07:34 - Unread i

Offline CGFD192960001 » 2020-12-09 17:07:34 Unread |mf
Offline 6076201200001 » 2020-12-09 17:07:34 - Unread jmj
Offline AEXH191960001 » 2020-12-09 17:07:34 Unread Ty
Meeting application =R » 2020-12-09 17:01:44 - Unread
Offline CGFD192960001 » 2020-12-09 16:55:28 Unread @
Meeting application KK » 2020-12-09 16:54:32 - Unread Ty
Meeting application norag » 2020-12-09 16:39:44 Unread |
Meeting application shawn » 2020-12-09 16:30:57 Unread

G 1z~ - 2 3 .85 3 Total 1321 Records 1| Page

Mark All As Read
« On the Notification interface, select [System] > [User] > [Mark All As Read] to mark all the

notification as read.

Prompt X

Are you sure to mark all as read?

Confirm Cancel

«  Click [Confirm] to update the notification status as read
The user can also view the notifications as follows:
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»On the Module bar, click the on the top right corner to view the notification information.

Group Motification
& Bockmarks= T Filters =

Delete Mark All As Read

System

« And the below list displays all the unread notifications.

Notification

& null
la payroll
=]

& null
&l payroll
=]

£ Mancy
ol Nancy Test
&=

11.2 Data Management

11.2.1 Database Backup

Manual leg application

Manual log application

Manual log application

Punch Time 2020-12-23 05:00:00
Punch State CheckIn

Woerk Code

Apply Reason

Apply Time 2020-12-23 18:26:58

n 20 w Total 4 Records

@ 10 minutes ago

@ 10 minutes ago

@ 16 minutes ago

m Mark All As Read

You can back up the data to prevent data loss. The software can be set to back up the database
automatically or manually. And it also supports to restore the PostgreSQL database.

User Backup

Group

& Bockmarks ~ T Filters ~

Database Backup Automatically Backup Manually
Database Database Name
PostgresQL biotime

Restore Manually
Operator Time %
admin 2020-07-10 14:27:20

System

s S 9D M,

Store Path Status Remark

it

D://202007101427185q] Success Backup Manually
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Backup Automatically

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

Backup Automatically ;o

Database™
Database Mame*
Storage Path*
Frequency™

Day*

Backup photos

Monthly

1 Time* 01:00

Cance

Database: Database type cannot be modified.

Database Name: Database name cannot be modified.

Storage Path: Set the storage path. A corresponding folder will be created to store the original

backup files.

Frequency: Enter the repetition interval for the backup files.

Day and Time: Enter the Day and Time for backup.

Backup photos: Select whether to backup photos (including personnel photos, bio-photos,

and attendance photos).

After setting the backup parameters, click [Confirm].

Backup Manually

Select [System] > [Database] > [Backup Manually] to back up the database manually. Enter the
storage path and select whether to backup photos (including user photo, bio-photo, and

attendance photo).

Backup Manually x

Storage Path*

Backup photos

Cancel

After setting the storage path, click [Confirm].
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Restore Manually (Only PostgreSQL)

Select [System] > [Database] > [Restore Manually] to restore the Database.

Restore Manually b4

Database Name*
Backup File*

Restore photas

Cancel

Database Name: Enter the database name.

Backup File: Enter the backup file which has to be restored.

Restore photos: Check it to restore the photos already backup.

After setting the details, click [Confirm] to restore the file manually.
Download Backup File to Client

This function facilitates preventing data loss when there is an exception occurs on the server.
Click the corresponding store path on the database backup list to download the backup database
file from the server to the client.

System i n =
—

Group Backup

& Bookmarks - Y Filters -

Database Backup Automatically Backup Manually Restare Manually /A S 9D O - =
Database Database Name Operator Time = Store Path Status Remnark
PostgreSQL biotime admin 01-12-2020 11:31 EM\BioTime/files/backup/mice/20201201113147 sql Success FaE
PostgresQL biotime System 01-12-2020 01:00 !E \BioTime/backup/20201201010020.5g] I Success Backup Autematically
PostgreSQL biotime admin 30-11-2020 15:41 EA1\20201130154115.5q] Success Backup Manually
PostgreSQL biotime admin 30-11-2020 15:40 E)\BioTime/backup/20201130154041.5q] Success Backup Manually
PostgreSQL biotime admin 30-11-2020 15:39 E\BioTime/files/backup/20201130153938sgl Success Backup Manually

G 1w n Total5Records | 1 | FPage
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11.2.2 Data Migration

When restoring ZKBio Time 8.0, the original data will be migrated to avoid data loss.

Select [System] > [Database] > [Migrate] to migrate the data.

®Q

Group Backup Migrate

« il

£ Database Migration

»

Migrate From * () ZKTime Web 20 BioTime 7.0 ZKBio WDMS 5 ZKBio WDMS 6 ZKBio Time.Net 3.0
Database Type *  MSSQL Server Database Name™

Address * Port

Migrate From: Select the software from which you want to migrate (currently supported)
Database Type: Select the database type used by the original software.

Database Name: Enter the Database name.

Address: Enter the IP address of the Database.

Port: Enter the port number to connect to the Database
User: Enter the Username.

Password: Enter the Password.

Select the fields to be migrated and click [Test Connection]. if it is successful, then click [Migrate].

11.3 Auto Export

11.3.1 Attendance Transaction
Based on the time period and repetition frequency, the attendance transaction will be exported
automatically.

Add Auto Export Template

Select [System] > [Auto Export] > [Attendance Transaction] > [Add] to set the auto export details.
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Macros

Mame*

File Mame*

Data Template*

Format Setting

Export Path

FTP Server

T2

{cur_date}

{emp_codeptifirst_nameptilast_name}\tidept_codeltidept_nameptidateltitimeptiverify_typel\tipunch_statel\

tiwork_codeP\t{card_numberf\t{area_nameptiterminal_aliasi\titerminal_snjn

Data Filter Setting

Export Time Setting Export Path Setting
Emai
FTF Path

Auto Export

File Format* Txt

t Code Department Mame Punch Date Punch Time

Punch State Display wWork Code Card Number Area

Cancel

Macros: Select and drag the fields that you want to export to the text box Data Template below.

Name: Enter the name of auto export task.

Auto Export: Enable it, then the auto export task will be valid, and exports the file to the
corresponding path according to the set frequency.

File Name: Enter the file name to be exported.

File Format: Set the file format of the exported file (Excel, CSV, Txt).

Data Template: Select the fields to export from the menu Macros above. By default, all the data
will be auto exported.

Format Setting

Format Setting

Employee 10

Punch Date*

Current Date

Data Filter Setting

yyyy-MM-DD

yyyyMMDD

Drgit

Export Time Setting Export Path Setting

Punch Time* HH:mm:ss

Current Time HHmmss

Employee ID: Set the length of the Employee ID when exporting. If the length is insufficient, 0
will be appended to the Employee ID.

Punch Date/Time: Set the time format in the punch date/time.

Page | 264

Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Current Date/Time: Set the time format in the current date/time.

Data Filter Setting

Format Setting Data Filter Setting Export Time Setting Export Path Setting

Filter By* Flag

Department | --——--—-- Are

il
[+

Filter By: Set the filter for the attendance transactions to be uploaded on the software. The
filter can be:

Flag: The status whether the attendance transactions have been uploaded. In the database,
if the flag is 1 means the attendance transaction has been uploaded and if the flag is 0 it
means the attendance transaction has not been uploaded.

Upload Time: Represent the time when the attendance transaction is uploaded to the
software.

Punch Time: Represent the time when the user punches.

Department: Click to select the Department to export. If the Department is not selected,

the attendance data of all the departments will be auto exported.

Area: Click to select the area to export. If the area is not selected, the attendance data of

all the areas will be exported.

Export Time Setting

Format Settings Data Filter Settings Export Time Settings Export Path Settings

Export Policy* By Timing

Frequency*  Daily Cay* | 1

Export Time*  00:01 HH:mm Export Period” Matural Period

Unnatural Period

Cancel

Export Policy: Set the export frequency policy. It can be set as By Timing or By Interval. While
Export Policy sets as “By Timing”, users can set:

Frequency: Set the export frequency. The export time-frequency can be set on a
monthly/weekly/daily basis. According to the selected frequency, set the date and time.

Time Point: Set the export time point.
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Period: Select the period within which the transactions are. It can be set as “Natural Period”
and “Unnatural Period”. While it sets as “Natural Period”, the exported transactions will be the
ones within the natural period. Examples:

Example 1:
Today is 2021-01-01, Friday, set the start of week as Monday. Period set as “Natural Period”.
I.  Set Frequency as “Daily”, Export Time as 9:00 AM. Then at 9:00 AM of 2021-01-01, Friday,
the software will export attendance transaction within the time range:
2020/12/31 00:00 AM <= Period < 2021/01/01 00:00 AM
Il. Set Frequency as “Weekly”, Day as "Friday”, Export Time as 9:00 AM. Then at 9:00 AM of
2021-01-01, Friday, the software will export attendance transaction within the time
range:
2020/12/21 Mon. 00:00 AM <= Period < 2020/12/28 Mon.00:00 AM
lll.  Set Frequency as “Monthly”, Day as “1”, Export Time as 9:00 AM. Then at 9:00 AM of
2021-01-01, Friday, the software will export attendance transaction within the time
range:
2020/12/1 00:00 AM <= Period < 2021/01/01 00:00 AM
Example 2:
Today is 2021-01-01, Friday, set the start of week as Monday. Period set as “Unnatural
Period".
IV. Set Frequency as “Daily”, Export Time as 9:00 AM. Then at 9:00 AM of 2021-01-01, Friday,
the software will export attendance transaction within the time range:
2020/12/31 9:00 AM <= Period < 2021/01/01 9:00 AM
V. Set Frequency as “Weekly”, Day as "Friday”, Export Time as 9:00 AM. Then at 9:00 AM of
2021-01-01, Friday, the software will export attendance transaction within the time
range:
2020/12/25 Fri. 9:00 AM <= Period < 2021/01/01 Fri. 9:00 AM
VI. Set Frequency as “Monthly”, Day as “1”, Export Time as 9:00 AM. Then at 9:00 AM of
2021-01-01, Friday, the software will export attendance transaction within the time
range:
2020/12/1 9:00 AM <= Period < 2021/01/01 9:00 AM
While Export Policy sets as “By Interval”, show as following figure:
Format Settings Data Filter Settings Export Time Settings Export Path Settings

Export Policy® By Interval

Interval* O Minutes

Interval: Set the export interval for the export task.
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Export Path Setting

Format Setting Data Filter Setting Export Time Setting Export Path Setting

Export Path Email

FIP Server|, ————— FTP Path

Export Path: After entering the file name, a new folder will be created in \files\temp of the
installation directory of the local computer to store all the exported files.

Email: When an Email is set, it receives the exported file when it is exported.

FTP Path: Set the name of the folder, which is the existing folder on the FTP server. The
exported files will be saved in the corresponding folder under the FTP server in the file format
of "/ABC/" (ABC is the existing folder on the FTP server).

FTP Server: Click to select the FTP server. When the attendance record is exported, the

exported file will be saved on the FTP server.
After setting the export details, click [Save].
Manual Export

After the automatic export settings are saved, you can export the attendance records in real-time
by clicking [Manual Export] at the top of the list.

Select the set automatic export and click [Manual Export] to export the data manually.

Manual Export x
Start Date*
End Date*

Query By*  Upload Time

Cance

Start Date/End Date: Set the export period.

Query By: Select Upload time if you want to search by the time when the attendance data is
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uploaded to the software. Select Punch time if you want to search by the time when the user
punches. Select Flag if you want to search by the status by checking whether the transaction has

been exported before.

After entering the details, click [Confirm] to export the attendance records.

Delete Auto Export Template

In the auto export template, select the template and click [Delete] at the top of the template list, or

click @ in the same row of the template.

Prompt 5

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the selected template.

11.3.2 Auto Attendance Export

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

automatically.

System

Attendance Report

Group
& Bockmarks= Y Filter =

Add Delete Manual Export
File Format Export By Auto Export Last Process Time

o - # @

Code  Name  Report Type Report Template File Name

Auto Export .
T Total Time Card 1 report_template}_{cur_date} Excel By Timing

Aty

Add Auto Attendance Export Template
Select [System] > [Auto Export] > [Attendance Report] > [Add] to set the auto export details.
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Add X
Macros
MName* T2 Auto Export §
Report Type*  Total Time Card Report Template* --Select--
File Mame* {report template} {cur date) File Format®  Excel
Format Settings Export Time Settings Export Path Settings

Include Header

File date  ywywyMMDD Filetime HHmmss

Cancel

Macros: Select and drag the fields to the text box File Name below to set the name of the
exported file.

Name: Enter the name of auto export task.

Auto Export: Enable it, then the auto export task will be valid, and it will export the file to
corresponding path according to the set frequency.

Report Type: Select the type of the attendance report.

Report Template: Select the report template saved in the Attendance Module.
File Name: Enter the file name to be exported.

File Format: Set the file format of the exported file (Excel, CSV, Txt).

Format Setting

Include Header: Set whether to export the header of the attendance report.
File Date: Set the date format of the exported file.

File Time: Set the time format of the exported file.

After setting the export details, click [Confirm].

Manual Export

After the automatic export settings are saved, you can export the attendance records in the
required time manually by clicking [Manual Export] at the top of the list.

Select the required type of report from the list and then click [Manual Export] to export the
data manually.

Page |269 Copyright©2022 ZKTECO CO., LTD. All Rights Reserved.



ZKBio Time User Manual

Manual Export X

Are you sure you want to manual export?

Click [Confirm] to export the attendance records.

Delete Auto Export Template

0}

Select the template and click [Delete] at the top of the template list or click in the same

row of the template.

Prompt b4

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the selected template.

1 1.4 Middleware Table

It is to show the execution of the middle table including the Department, Position, Area, and
employee. It is usually used to connect the software components with the middleware table.

- 1611
System Ly 5,
—
Group Department

& Bockmarks - Y Filter ~

Department Code Department Name Submit Time Flag Target Time Status

Middleware Table
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11.5Log

11.5.1 User Log

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

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

Group User Log

User 1P Address
yuri 172.31.1.10
yuri 17231110
yuri 17231.1.10
yuri 17231.1.10
yuri 17231.1.10
yuri 17231.1.10
yuri 17231.1.10
yuri 172311.10
yuri 17231.1.10
yuri 17231.1.10
yuri 17231.1.10
yuri 17231.1.10
yuri 17231.1.10

yuri 172.31.1.10

& Bookmarks~ Y Filters -

Action Time Action
2021-06-09 10:26:15  Reinstate
2021-06-09 10:25:117  Approve
2021-06-09 10:25:11  Import Bio-Photo
2021-06-09 10:22:07  Change
2021-06-09 10:20:00  Add

2021-06-09 10:19:23  Change
2021-06-09 10:19:.06  Change
2021-06-09 10:1812  Add

2021-06-09 10:16:48  Change
2021-06-09 10:10:00  Resignation
2021-06-09 10:09:42  Reinstate
2021-06-09 10:08:36  Sync Data To Device
2021-06-09 10:08:08  Read Information

2021-06-09 10:06:27  Clear Pending Com...

G 14 W 2 3 .. 192 > Total 2683 Records

Content Type
Resign
Bio-Photo
Bio-Photo
Group
Timezone
Timezone
Timezone
Holiday
Device
Employee
Resign
Device
Device

Device

Object
2006 68

2001 zoey

1m
3{time 3)
2(2)

1

CGFD192960
2005 68
2006 68
CGFD192960..
CGFD192960.

CGFD192960..

status

Success

Success

Success

Success

Success

Success

Success

Success

Success

Success

Success

Success

Success

Success

System 3\22 : n ¥

~
K‘t

|
it

Describe

Approval State=10verwrite=0Remark=

import File=2001 jpgOvenwrite =Olgnore Error=0

Time Period 1(5->2), Time Period 2(0-0),Time Period 3(0->0),Verify Mode(0-=1)

Time Period Mo.=3,Time Period Name=time 3Start Time=00:00:00End Time=23:59.00,Start 1
Start Time{00:00:00->09:00:00), End Time(23:58:00->12:55:00)

AccTimezone field_on(1->0)

Name=6.9holidayStart Date=2021-06-09Duration=1Department=<QuerySet [<Department:
Timezone(8-»8),Registration Device(1-=1) Attendance Device(1->1) Transfer Mode(1->1)En:

Resignation Date=2021-06-08Resignation Type=1Attendance=TrueReason=

Employ IsePhoto=FalseFingerprint=FalseFace=FalsePalm Finger Vein=Falseio-Pi

Columns displayed on the User log:

User: The user who performed the operation.

IP Address: The IP address of the computer which is used by the user.

Action Time: The actual time in which the user performed some operation.

Action: The operation performed by the user.

Content-Type: The content type of the operation.

Object: The object of the operation.

Describe: The description of the operation.

11.5.2 System Log

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

Select [System] > [Log] > [System Log] to access the Log interface.
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- 922
System LT .2
Group. User Log System Log

& Bookmarks» Y Filters =

Execution Time Operation Result Description
2021-06-09 02:00:01 License verify success

2021-06-09 00:15:01 Employment Status Monitoring Success Active: 0, Inactive: 0
2021-06-09 00:05:00 Resign Menitoring Success Success: 0, Failed: 0
2021-06-08 18:00:22 Autematic sign-out of visitors Success Success: 1, Failed: 0
2021-06-08 13:00:40 Automatic sign-out of visitors Success Success: 1, Failed: 0
2021-06-08 10:31:05 Autematic sign-out of visitors Success Success: 1, Failed: 0
2021-06-08 10:25:03 Automatic sign-out of visitors Success Success: 1, Failed: 0
2021-06-08 02:00:07 License verify Success

2021-06-08 00:15:00 Employment Status Monitoring Success Active: 0, Inactive: 0
2021-06-08 00:05:00 Resign Monitoring Success Success: 0, Failed: 0
2021-06-07 02:00:01 License verify Success

2021-06-07 00:15:00 Employment Status Monitoring Success Active: 0, Inactive: 0
2021-06-07 00:05:00 Resign Monitoring Success Success: 0, Failed: 0
2021-06-06 02:00:03 Licenss verify Success

G 14 v n 2 R > Total 87 Records 1

11.5.3 APl Request

The log displays all the API Request records in the system.

Select [System] > [Log] > [API Request] to access the APl Request interface.

= 924
System i n v

—
Group User Log System Log API Request
I 9 0O~ =

User Request Time Path Method Remote Address Status Time

xhi 2021-05-27 090012 ficlockfapistransactions/ list 17231110 200 229 ms
xhi 2021-05-27 08:56:48 ficlock/api/transactions/ list 17231110 179 ms
xhi 2021-05-27 085500 Jiclockfapiftransactions/ list 17231110 189 ms
xhi 2021-05-27 08:54:11 Jiclackfapi/transactions/ list 17231110 149 ms
xhi 2021-05-27 0853:57 Ipersonnel/api/areas/ list 17231110 169 ms
xhi 2021-05-27 08:53:04 /e el/api/areas/ creats 17231110 179 ms
Anonymous 2021-05-27 085200 Jjwi-api-token-auth/ post 17231110 159 ms
admin 2021-05-19 11:14:04 ficlackfapi/transactions/ list 17231110 699 ms
Anonymous 2021-05-15 11:14:04 [jwit-api-token-auth/ post 17231110 189 ms
admin 2021-05-19 11:13:04 Jiclackfapi/transactions/ list 17231110 689 ms
Anonymous 2021-05-15 11:13:04 [fjwt-api-token-auth/ post 17231110 179 ms
admin 2021-05-19 111205 ficlock/api/transactions/ list 172.31.1.10 649 ms
Anonymous 2021-05-15 11:12:04 [fjwt-api-token-auth/ post 17231110 179 ms
admin 2021-05-19 11:11:04 ficlock/api/transactions/ list 172.31.1.10 649 ms
Anonymous 2021-05-15 11:11:04 [fjwt-api-token-auth/ post 17231110 190 ms
admin 2021-05-19 11:10:04 ficlock/api/transactions/ list 172.31.1.10 200 619 ms

C 16w n 2 3 .. 1031 ) Total 16487 Records 1
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Configuration Settings

System Setting

Company Setting

The Company Setting interface facilitates to upload and modify the company logo and the
company name. This company logo can be displayed in the exported report.

Users can upload a picture and crop it as a company logo, the dimensions of the cropped image
will be 200 x 75, which is the suitable size for displaying on the exported file.

Click [System] > [Configuration] > [System Setting]> [Company Setting] to access the Company
Setting interface.

Personnel Device Attendance Access Control Payroll Visitor Meeting MTD Eu oD 1

Group System Setting

Company Settings ~ Email Settings ~ PDFExport  Check-in/out State Setting  Week Setting

& Logo Review

On the Company Settings tab, click on the Company Logo field to upload a logo.

On the Company Logo window, click Choose File to browse for the corresponding image, then
modify the selection are to crop the image accordingly.

Click either Turn Left or Turn Right function to rotate the images left and right according to the
requirement.

After modifying the image, click Save to save and update the modification.
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Company Logo

timg jpg

(e

Turn Left Turn Right

Save Cancel

»The modified image of the Logo will get displayed on the Logo Review tab.

+Logo Display: Select the required logo alignment from the drop-down list, so the logo gets
displayed accordingly in the report.

+Company Name: Enter the name of the company to display on the report.

«Company Name Display: Select the required alignment from the drop-down list, so the company
name gets displayed accordingly in the report.

B.  Email Setting
Select [System] > [Configuration] > [System Setting]> [Email Settings].

The email setting is used to trigger an alert when the specific value set by the administrator has
crossed the limit.

&sNote:

The domain name of the E-mail address and E-mail sending server (outgoing server) must be the
same. For example, the Email address is test@yahoo.com, and the E-mail sending server must be
smtp.mail.yahoo.com.

Obtain the mail server details and fill it accordingly.

An example is shown below.
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System e n S

Group System Setting

Company Settings Email Settings PDF Export Check-infout State Setting Week Setting

SMTP Server smitpcnccor
Port* 25 s
Email Account® sooi@0u00 domain name/domain user
8 Password®
Configuration C o,

Account Name  BioTime

Enable*

& Note:

The password is a one-time random authorization password provided by the email service
provider.

SMTP Server: Enter the Email sending Server address.
Port: Port of the email sending server.
Email Account: Enter the email account.
Password: Enter the One-time random authorization password from the mailbox provider.
Email Address: Enter the Email address.
Enable: Toggle the Enable button to Yes in the email settings.

PDF Setting
Select [System] > [Configuration] > [System Setting]> [PDF Export].

System z £

Company Settings Email Settings PDF Export Check-infout State Setting Week Setting

PageSize  Auto
Orientation  Portrait
Footer Lsft  Page/Total Page

D log
Footer Right  Author=Time

2 Configuration m

Page Size: Sets the page size for exported PDF.
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Orientation: Set the direction of the exported PDF. It can be “Portrait” or “Landscape”.

Footer Left: Set the content to be displayed in the lower-left corner of the exported PDF page. It
can be "Blank", "current page number / total number of pages", "author”, "time", "author + time".

Footer Right: Set the content to be displayed in the lower right corner of the exported PDF page.
It can be “Blank”, "current page number / total number of pages”, "author", "time", "author + time".
Click [Save] to save the PDF export settings.

Punch State Setting

This function facilitates to setup the punch state mapping.

&Note:

Except for the default name, the Value and Alias can be modified according to the requirement.

B User

£ Database

r* Auto Export CheckIn o CheckIn

= Middlewan

D iog

28 Configuration

Personnel  Device  Aftendance  AccessContral  Payroll  Vistor  Meeting  MTD 2

Group System Setting
Company Settings  Email Settings ~ PDFExport  Check-infout State Setting  Week Setting

Name Value Alias

Check Out
re Table

Break Out

Week Setting

Users can set the global start time of the week. It is mainly applicable to the situation where the
weekly start time is not Monday in some countries or regions. This setting will also affect the
calculation of weekly overtime and weekly reports in Attendance Module, and the situation where
the attendance reports and attendance records are exported according to the weekly frequency.
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o 1831
System Py n S

—

Group Attendance Transaction System Setting

Company Settings ~ Email Settings ~ PDFExport  Punch State Setting  Week Setting

Start Off forthe  Monday

Week

Configuration

11.6.2 Email Template

On the System module, click [Configuration] > [Email Template] to set the email template.

Users can draft the corresponding email templates for different events, such as
attendance/visitor/meeting approvals, attendance exceptions and so on.

7 1612
System EiY n 2
—

Group Email Template
Receiver Email Template:

~ EEmployee

v s Attendatee Eicspei subject Employee Attendance Late in Stam;@
ebL
O Early Out Macro Event Late in counts Early Out Counts Absent count ~start Time End Time
ol Absence Receiver  Employes ID First Name Last Name Department Wame Fosition Name
o0 Any
+ B Attendance Approvals
L Template P s o = == o= = | e . "
R ¢ AvLvB I US EEE=EZEE E 2 EviEvEY G
» [Oleave
. - » O0vertime
Cor o
Configuration + D4 Training {r_emp_code}{r_first_name}(r_last_name}{r_department}{r_position}

» [3Schedule
» [3Meeting Approvals
» [visitor Approvals
» [ Administrator
» [3Approver
» [0 Notifier
+ [ other

Receiver: On the Receiver tab, select the corresponding email receiver from the drop-down list.
Subject: Enter the subject of the email template.

Status: Toggle to enable the status of the email template. But, if the status of the email template is
disabled, then the default email template which comes with the software is used for the email
notification.

Macro: This field displays the corresponding database fields based on the selected receiver type.
Users can drag the required fields that need to be displayed on the email.

Template: Draft the required content of the email template.

Once provided with all the details, click Confirm to save and update the created Email Template.
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11.6.3 Alert Settings

On the System module, click [Configuration] > [Alert Settings] to configure the alerts for the events.

Users can enable or disable the corresponding events for Email, App, WhatsAPP and SMS alerts.

2 1612
System ‘L n >

Group Alert Settings

b
=
B
=
T
2
z
T
A

Events Module Sub Module Email Alert

Manual Log Attendance Approvals

Leave Attendance Approvals @

App Alert
&
=D

Overtime Attendance Approvals Encblc @ [ Enatic @ ] [ Enable @}

Training Attendance Approvals o @

Schedule Adjustment Attendance Approvals @ @

Late In Attendance Rule @

Early Out Attendance Rule @ @

Absence Attendance Rule @

Registration Visitor Reservation

Meeting Mesting Meeting

Manual Log Mesting Manual Log

Public Device Announcement

Private Device Announcement

(3 16records perpage v “ Total 13 Records jumpto 1 | Page m

11.6.4 LDAP Setup

On the [System] module, click [Configuration] > [LDAP Setup], to setup the LDAP integration for
personnel information synchronization and authentication.

c 1612
System pas o
—
Group LDAP Setup

@ Connection Setup
Host Address*  Idap://192.168.218.21
Port Number* 389
Username®  cn=Manager,dc=maxcrc,de=co

Password®  ssees

D Log

Test Connection

Employes Setup  User Sstup

Location  ou=People de=maxcre de=com

Auto Sync | () Disable
Authenticate Disable
Fislds
Employee Field AD Attributes
Employee ID uid
First Name
Last Name

Department
Save
Position

Connection Setup

Host Address: Enter the host address of LDAP.
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Port Number: Enter the port number of the LDAP.
Username/Password: Enter the username and password of the LDAP.
Click [Test Connection] to test the connection between ZKBio Time 8.0 and LDAP server.

Employee Setup

Employee Setup User Setup
Location ou=People,dc=maxcrcdc=com Auto Syne
Authenticate » Frequency Daily
Fields Day 1

Employee Field AD Attributes

Time  00:00-00

Department

Position

Ema

Location: Enter the path of the LDAP that stores the employee information.
Fields: Enter field name of the employee in LDAP which matches with the ZKBio Time 8.0 field.

Authenticate: Toggle to enable authentication. So, when the employee logins to the LDAP server,
the ZKBio Time 8.0 software receives the LDAP login authentication information to realize
whether the employee service is enabled.

Auto Sync: If the service is enabled, the employee information will get automatically synchronized
from the LDAP server to the Personnel Module of ZKBio Time 8.0 according to the set frequency.

Manual Sync: Click this function to synchronize the employee information manually.

User Setup
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Employes Setup User Setup

Location ou=People.dc=maxcrc dc=comr

Authenticate (@315

Fields
User Fiald AD Aftributes
Username uid
First Mame
Last Mame

Email

Location: Enter the file path of the LDAP that stores the user information.
Fields: Enter the field name of the user in LDAP which matches with the ZKBio Time 8.0 field.

Authentication: When the user logs in to the LDAP server, the ZKBio Time 8.0 software gets the
LDAP login authentication information to realize whether the user login is enabled. At the same
time, it will synchronize the user's information to the System Module of the ZKBio Time 8.0.

11.6.5 Zoom Setting

Configure the Zoom setting to enable the connection between Zoom and ZKBio Time 8.0, so the
users can set up the online meeting function for Meeting Module.

” 1612 Y
System 1 0 >
—

= T Zoom Setting
-

JIWT Token* | ssnsessscescssesssnesesesnsesnsess CODY from Zoon

User Email*  bosco fang@zkteco.com
b Table
Enables g
D 1o

% Configuration

JWT Token: Input the JWT Token that has been received from Zoom.

User Email: Input the email address that the user uses to sign in Zoom.
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Enable: Set as “Yes” to enable the connection between Zoom and ZKBio Time 8.0.

Click Submit to save the settings.

Twilio Setting

Configure the twilio setting to enable the connection between twilio and ZKBio Time 8.0, so the users
can enable WhatsApp and SMS alert function for corresponding events, such as manual log, leave,
overtime, schedule adjustment, attendance exception and so on.

Personnel Device Attendance  Access Control Payroll Visitor Meeting MTD System ! 1

Group Tuilio Setting

T User

£ Database R
Auto Export Account Sid*
Middleware Table Auth Token*

e Enable

f Configuration

Security Settings

Mobile: Input the mobile that used to get the twilio authorized token.
Account Sid: Input the account id got from twilio.

Auth Token: Input the authorized token got from twilio.

Enable: Set as Yes to enable connection between twilio and ZKBio Time 8.0.
Click Save to save the settings.

Click Test to test the connection between twilio and ZKBio Time 8.0.

Click Clear to clear the settings.

FTP Settings

Add FTP Server

Select [System] > [Configuration] > [FTP Settings] > [Add].
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Add X

Host Address™

Port Mumber= 21

5 SFTP*: | Yes

Usernarme™:

Password:

55H Key:

Cancel

Host Address: Enter the FTP Server address.

Port Number: Enter the FTP server port number.

Is SFTP: Check whether the server is a FTP server or a SFTP server.
Username: Enter FTP Server’s Username.

Password: Enter the FTP server’s Password.

SSH Key: Enter the SSH key for the connection when it is a SFTP server.

The FTP Settings can be used to transfer the files exported by the software to the specified FTP
server for data transfer.

&sNote:
Click the FTP server or the . in the same row of the FTP server.

Delete FTP Server

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

in the same row of the FTP server.

Prompt b

Are you sure to delete the selected 1 items?

Cancel

Click [Confirm] to delete the selected FTP server.
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11.6.8 Bookmarks

Add a Bookmark

You can save the filtered query as a bookmark to simplify the search operation next time. See 11.
“Custom bookmark” in Appendix 1 for a custom bookmark.

After saving successfully, you can view the saved filter under the bookmarks list.

€ ) Levic ~Nadance -CEeSS LOr ayroil ISILG ystem LAY
—
% q = Bookmarks
-
& Bookmarks - Y Filter -
¥ Database Delets A S 9D 0O =
Title  User Content Type Filters Shared Status Saved Time
Test Nancy Employee eylIbXBfY29kZSI6ey)maWx0ZXIiONnsiX3BFZW 1wX2NvZGVEX2NvinRhaW5zljoiMSJOLCIpb2UiCiixin1g -] 2021-06-10 15:26:03 m

Configuration

 1arecodsperpage ¥ Bl o ot 1 Records umpto | 1 | Page

Delete Bookmark

In the bookmarks list, select the bookmark and click [Delete] at the top of the bookmarks list, or

click @ in the same row of the bookmark.

Prompt *

Are you sure to delete the selected 1 items?

Click [Confirm] to delete the selected bookmark.
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11.6.9 Security Setting
System (-8 n e
Group Security Settings
LoginSetup  Password Policy  Session Timeout  Export Security
Single Login (@ Disable Verification Code

 Auto Export Lock Settings Disable App Single User Login Disable
= Middleware Table
D Log
8 Configuration

Login Setup
Single Login

If it is enabled, then the software will forbid system users to login the software from multiple
places.

When the system administrator login the software on computer A, and then login on computer
B, the following prompt will appear on computer A and jump back to the login interface.

@ Opts! You had made a logout request in
another tab/window, please re-login...

This feature is only for system administrator login. For self-service, multiple logins is not allowed
by default.

Verification Code

If it is enabled, users must enter the QR code while logging into the software. Users can set the
length and validity period of the verification code here.
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System @z Q n v
Group Security Settings
LoginSetup  Password Policy  SessionTimeout  Export Security
single Login (@ Disable Verification Code (ETRL )
Length of Code* 4 Digit(s) Valid Duration® 1 Minute(s) Login Failures Exceed® 2 Tirmes
Lock Settings | () Disable App Single User Login Disable
Configuration
Save

(1)ZKBio Time

Admin Login

Usemname

Password

Verification Code

[l Remember Me Forget Password

S

Z K ’ e
Ecd
Copyright ©2022 ZKTECO CO. LTD.All rights reserved.

Data Processing Agreement Personal Information Protection and Privacy Policy

3. Lock Setting

If it is enabled, if the user enters login password incorrectly equal to the set login failed times

within 24 hours, the system will lock the user and prohibit the user from login. After the set lock
duration, the user can login again.

Example: Set the Failed Login as 3 times, and Lock Duration as 5 minutes.

*  While the user inputs wrong password, there will be a prompt as following picture:
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(1)ZKBio Time

Admin Login

*  When the user enters login password incorrectly equal to 3 times within 24 hours, there will
be a prompt as following picture. The software will lock the user.

(1)ZKBio Time

Admin Login

« After 60 minutes, the user can enter username and password to try to login the software
again.

APP Single User Login

Toggle to enable APP Single User Login, and only one APP account will be allowed to log in to
the APP within one day with the same mobile phone. This function facilitates added security by
preventing the employee from making attendance punch on APP for the other employee.
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11:07 7 wull ¥ .

Server Configuration

As displayed in the above image, when this function is enabled, only one employee can log in to
the APP on one phone, while the other employee tries to login the APP with the same phone,
then there will be a prompt to limit the login.

Password Policy

Password Strength

Here are three kinds of password strength:
Lower: Password must be 8 to 16 characters.

Medium: Password must be 8 to 16 characters and contains at least 2 of the following types:
numbers, letters, and special characters.

Higher: Password must be 8 to 16-digit combinations of numbers, letters, and special characters.
It is recommended to set as Medium or Higher to ensure the software security.

User must change password at first login

If it is enabled, then when the system users or employee login the software for the first time, it is
required to change the password and login the software with the new password.

Enforce Password Expiration

Users can set the expiration days for the password. And if the password is expired, then the users
need to change the password at first and use the new password to login to the software.
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Login Setup Password Palicy Session Timeout Export Security
User must change the password at first login
Enforce Password Expiration

Passward Strength Weak 3-‘ Strong

*Notice
Weak:Password must be 8 to 16 characters
Mormal:Password must be 8 to 16 characters, and must contain at least 2 of the following types: numbers, letters and special characters.
Strong:Password must be 8 to 16 characters combination of numbers, letters and special characters

Session Timeout

This function facilitates setting the period for the session timeout.

And the time the user does not operate the software exceeds the defined time, then the software
will automatically log out to ensure data security.

Login Setup Password Policy Session Timeout Export Securtty
Session Timeout 60 Minute(s)
Export Security
Login Setup Password Policy Session Timeout Export Security
Password

Export Encryption

Enable Export encryption function and set the export encryption password and then the user
needs to enter the set password to open the file exported from the software.

Forget Password

While forgetting login password, users and personnel can click [Forget Password] on login page
to get new password.

Enter username and email address set in the software:
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(1)ZKBio Time

Usemame

Submit

ZK Tz

ZHTECO CO,LTO.All ights resarved, About Forget Password Emgl ndance

The email of resetting password will be sent to corresponding email account.

Reset Password

if you have not submitted an application to forget your password,
please ignore this email and your password will not be changed. The
link below is valid for 2 hours.

Reset Password

Users need to click the link in the email within 2 hours to get the new password.
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Appendices

Appendix: 1

1. Employee Self-Service Login Password Setting

Click Employee - > Employee - > Add / Edit - > Attendance Settings - > Self-Password to set the
employee's self-service login password.

Employee ID* 1223
P —
Employment Type - Hired Date | 2021-12.22

Superior| Department Manager = Woarkflow Role | -

Private Information  Device Access Settings  Attendance Seftings  App Settings  Payroll Settings  Leave Group

N - 1P Address

Ensble Schedule Enable Holiday

Enable () No
Compersatory

2. Personnel Selection

An example to adjust an employee to an area is shown below:

Select [Personnel] > [Organization] > [Area] > [Personnel Transfer].
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Personnel Transfer b4
Departme Department 'Q Employes Selected 2
Employee ID  First Name Last Mame Department > Employee ID First Mame Last Name Department
1 noras Department \, 10 Micole Test ... Micole Test
10 Nicole Test D.. Nicole Test B oo 100001 2
100001 100001 2
100002 100002 2
100003 300K
100004 100004 2
00005 100005 2
100006 10000 2
100007 00007 2

20 w Total 185 Records b 1

Cancel

You can search for employees in two ways:

1) Search By Department: Click the Department search box to search the corresponding Department.
Click the Master to view all the employees in all the Departments. If only one of the departments is
selected, all the employees in that Department will be displayed.

Department
M &= A v Q
¥ OO pepartment {
> 003 zkTeco (0/2)
OO errg
D[ Testing
0O pz2000
0O pz2o01
O p2002
0O p2003
O 2004
O p200s
0O p2006
O p2o07

MM nonne

2) Search By ID/Name: Enter the Employee ID or Name to be searched in the text box and click Q

to make precise search, click again to make random search. Then the related employee details will be
displayed.

a

.4 Employee

If the required employee is displayed in the Selected employee’s list and you need to delete one
or more employees, deselect the checkboxes.
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3. Date Selection

An example to select the date is shown below:

The system automatically displays the date selection window when you click the Date textbox as

shown in the figure below.

Add

Departme

0000010,
0000052,
0000056,
0000567,
0000567,
0000567,
0000567,
001
00712345,
]

10

1000
10ANNT

20 v Total

Resign Date”
Resign Type”

Resign Reason

Employe...

Department

First Name

Su Mo

2019-11-04)
Quit

1’1 Employe

Last Name

2019 Nov

Tu

We Th Fr Sa

=2
I
[<=]
0

13 14 15 16
20 21 22 23

27 28 29 30

Clear | Now | Confirm

=

Department
FC
echnical SSILL..
OWarka
echnical SSIL{...
OWarka
OWarka
OWarka
oha
OWarka
k

OWarka
nt

Attendance® Enable

Selected 0

Employe... First Name Last Name

Cancel

1) Click the year on the top and select a year from the year list (by default, the system displays the

current year).

2) Click the month and select a month from the month list (by default, the system displays the
current month).

3) Select the required date in the date selection box.

4) Click Confirm. The selected date is displayed to the right of Resignation Date, as shown in the

figure below.

Now: Click Now to set the current date.

Resign Date*:

2018-02-20

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

4. Time Selection

An example to add a normal timetable is shown below:
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e The system automatically displays the time selection window when you click the Time textbox as
shown in the figure below.

Add Mormal Timetable ¥

Mame* Work Hours Assign To*

Basic Setting BreakTime Setting Unscheduled Time Setting Chvertima Rule Rule Setting

Check-In®  09:00:00 Check-Out™  18:00:00 Cross O Days
Check-In Start™ D&:GD.’II Cross 0O Days Check-0ut Start™  17:00:00 Cross © Days
Check-In End* Select Time Check-Cut End™  19:00:00 Cross O Days
WarkDay* Hour Minute Second
o« HENINEE
*MNotice
1.4l the cross-ds o " Gl
oo 03 03
10 04 04 Cancel
o 11 05 05 r

Clear | Mow | Confirm

e C(lick the hour's box. Select the "hour" by scrolling up and down in the corresponding "hour"
selection box.

o (lick the minute’s box. Select the "minute" by scrolling up and down in the corresponding
"minute" selection box.

e C(lick the second’s box. Select the "seconds" by scrolling up and down in the corresponding
"second" selection box.

e After setting the hour, minute and second, click [Confirm] to save the time.
Now: Click [Now] to set the time to the current time.

Clear: Click [Clear] to clear the selected time if you want to re-select the time.

5. Import

An example to import an employee is shown below:

I.  Select [Personnel] > [Employee] > [Import] > [Import Employeel].
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Import Employee

Import File* | Choose File | Mo file chosen

Template Fileds

Field Employee ID

Calumn 1

Start From Row*® 2

Description

1.The heads in file template are required

2 The Employes 1D s Required fields

3. All column values should be text format
4.The Card Mumber must be unigue

& Download Template

Language* English

User Defined Template

Overwrite Existing Mo

Cancel

&Note:

Click [Download Template] to download the template. Fill the template and save the
corresponding employee’s information. You can use the employee import function to import the

file (xls file) to the system.

Organize = Mew folder

[ Favorites
B Desktop

. Downloads

2] Recent Places Q E

= Libraries i
} admin

E; Documents
.J? Music

k= Pictures §
E Videos ==

@

ﬂ% Hemegroup

M Computer

| Libraries
Systemn Folder
— e et
aiF="]

Network
Systern Folder

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

Hemegroup
Systemn Folder

% Systern Folder

| Computer
8| Systemn Folder

«afll. Bevond Compare3

File name: |

z

Cancel |

~ [ Files

L Open

[ |

Select the file to be imported and click [Open] or directly double-click the file to be imported.

After file selection, the address of the selected file is displayed next to Choose File, as shown in

the figure below.
#Note:

Only xIs and .csv files can be imported.
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IV. Language: Select the language of the imported details.

V. Template Fields: Users can select the corresponding fields to get imported. The downloaded
template will include the custom fields.

VI.  User Defined Template: While it is enabled, then the column field that is located can be edited.
And user do not need to download the template and fill in the employee data with the
template format. The software will recognize the fields in the imported file according to the set

column.

Import Employee

mport File* | Choose File | No file chosen Language* English
Template Fileds ﬂ User Defined Template &L
Field Employee ID  First Mame Last Mame Local Name
Column 1 2 3
Start From Row= 2 Overwrite Existing

Description
1.The heads in file template are required
2 The Employes ID First Name Department Number is Required fields
3. All column values should be text format
4 The Card MNumber must be unigue

Cancel

VII.  Start From Row: Set the row that the software starts to import.

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

IX. Click [Confirm] to import the records.
& Notes:

a
b
C
d

A table header is required for importing the templates.
Employee ID is mandatory. Other fields are optional.
The card number must be unique.

All the values should be in text format.

—_ =~

6. Export

An example to export employee’s list is shown below:

v" Select [Personnel] > [Employee] and click ™ on the top right corner of the screen. The
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exporting options are shown below:

C5V Export
PO Export
Excel Export

TXT Export

v File Type: if you want to export the file in Excel format, select Excel Export.

Excel Export X

Export Scope: (8) Current Page All Data

Cancel

Select "Current Page" to export the data for the current page.
Select "All Data" to export all the data.

v" Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully
exported, as shown in the figure below:

’ 5| Employee 2019-11-04-15-03-38 export.xlsx

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

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

selection window will pop-up as shown below:
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7 2 9
v & & Q
B Employee ID
“d First Name
Local Name
P Last Name
B3 card NO.

¥ Hired Date

Department

E4d Position
B Gender

B2 Email

You can adjust the display order and decide whether the fields need to be displayed or not (checked
means it will be displayed, un-checked means it will not be displayed). When adjusting the order,
simply move the cursor to the field to be moved, and then drag the field to move the order when the

E appears after the field. After adjusting the order, click Confirm to reorder the fields.

Canfirm *

Due to those columns be recrdered,
current table need to be reload.

Restore

8. Adaptive Column Width
The column width can be set to the optimal width.

After setting the number of fields to be displayed, click 7" and choose [Best Fit] to adjust the

column width, as shown in the figure below:
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, Personnel : tendanc C ontro ) isitor Syst e 1y =

Department Employee

& Bookmarks ~ T Filters ~

Add Delets Import Personnel Transfer App. More S S D M e~ =
& Employee

Employee ID % First Name Departme.. Position Employment Type Hired Date  APP Status  Area

820030 LEONG QIAQ VI Production - - 2021-05-.. @ Not Authorized, Ihl-revface... &

820031 - Production - - 2021-05-. ® Not Authorized, Inl-revface... =

KOH MEI MEI sales - - 2021-05-.. @ Not Authorized, Ihl-revface... (24
MUHAMMAD AMIN BIN SA'AT  Production - - 2021-05-.. & Not Authorized, Inl-revface... =

820041 TANG SEK FOON Office - - 2021-05-.. @ Not Authorized, Ihl-revface... (£4
BOBBY L DUMLING Production - - 2021-05-.. @ Not Authorized, Inl-revface... (4
LENG CHIEW HON Production - - 2021-05-.. @ Not Authorized, Ihl-revface.. =

a21 THAM CHUN SENG SALES - - 2021-05-.. @ Not Authorized, Inl-revface... &
EE KAI TING Production - - 2021-05-.. @ Not Authorized, Ihl-revface... (24

821013 PAKHARIAH BINTI ARSAD Production - - 2021-05-.. @ Not Authorized, Inl-revface.. =
CHANG JUNE FEI Production - - 2021-05-.. ® Not Authorized, Ihl-revface... (24

821017 WONG JIN NING Office - - 2021-05-.. @ Not Authorized, Ihl-revface.. (4
CHIEW CHOON PHIN Production - - 2021-05-.. @ Not Authorized Ihl-revface... (E4
WONG CHIT NYOK Production - - 2021-05-.. @ Not Authorized, Inl-revface... (24

G ] < 1. n 11 > Total145Records 10 FPage m

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

. : R 7) n
Tm Personnel Device € nce cess AVTC isitof seting ) Sysl i -
—
Department Employee
& Bockmarks~ T Filters ~
Add Delete Import Persannel Transfer App Mors A S D O oA =
& employee

Employee ID = First Name = Department Position Employment Type Hired Date APP Status Area
LECNG QIAD ¥I Production - - 2021-05-26 e Not Authorized lhl-revf = W

820031 - Production - - 2021-05-26 ) Mot Authorized |hl-rev .. & w
KOH MEI MEI Sales = = 2021-05-26 e Mot Authorized,hl-revi... & W
MUHAMMAD AMIN BIN SA'AT Production - - 2021-05-26 @ Not Authorized, lhl-revf & w
TANG SEK FOON Office - - 2021-05-26 e Mot Authorized,hi-revi... & W
BOBBY LDUMLING Production - = 2021-05-26 @ Mot Authorized Ihl-revf &
LENG CHIEW HON Production - = 2021-05-26 (-] Not Authorized, |hi-revf... _-" @'
THAM CHUN SENG SALES - - 2021-0526 ®© Not Authorized, hi-revf... AT
EE KAl TING Production = = 2021-05-26 -] Mot Authorized Ihi-revi... W
PAKHARIAH BINTI ARSAD Production - - 2021-0526 @ Not Authorized, hi-revf... B

821015 CHANG JUNE FEI Production - - 2021-05-26  © Not Authorized hi-revf... Tay

821017 WONG JIN NING Office - - 2021-05-26 @ Not Authorized Ihi-revf. B

821018 CHIEW CHOON PHIN Production - - 2021-05-26 | © Not Authorized hi-rev... A0
WONG CHIT NYOK. Production - - 2021-05-26 e Not Authorized Ihl-revf... & w

G = \v < 1.9 n 11 > Total 145Records 10 Page

9. Multi-Label Function

You can navigate to any module by clicking the opened labels. There is no need to go back or refresh
the page. With this multi-label function, the data loss can be prevented even if navigating to other

pages.
Take the Personnel module as an example:

a) Click [Personnel] to open the Personnel module. When you open any menu, you can see the
opened menu label at the top of the page, as shown in the below image:
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Eﬂﬂ Personnel
-

® Qi Department Employee Workflow Builder Document
N @Bookmarks= Y Filters =
¥ o Add Delete Import Personnel Transfer App More Z S 9D O M =
Employes ID % First Name & Department  Postion  Employment Type Hired Date APP Status Area
LEONG QIAQ Y1 Production - - 2021-05-26 ) Not Autherized Ihl-revf [ w
Production - - 2021-05-26 o) Not Authorized Ihl-revf & w
KOH MEI MEI Sales 5 = 2021-05-26 & Not Autherized Ihl-revf & w
MUHAMMAD AMIN BIN SA'AT Production - - 2021-05-26 @ Not Authorized,Ihl-revF. . @ W
TANG SEK FOON Office - - 2021-05-26 @ Not Authorized,Ihi-revf . & w
BOBBY LDUMLING Production - - 2021-05-26 @ Not Authorized,Ihl-revF. . [EQ
LENG CHIEW HON Production - - 2021-0526 @ Mot Authorized, Ihl-revf.. @ mwW
THAM CHUN SENG SALES - - 2021-05-26 ®© not Authorized Ihl-revf... [
EE KAI TING Production - - 2021-05-26 @ Not Authorized,Ihl-revf... [E@|
PAKHARIAH BINTI ARSAD Production - - 20210526 © Mot Authorized Ihl-revf... @ m
CHANG JUNE FE| Production - - 20210526 © Not Authorized Ihl-revf.. & W

b) The menu can be switched randomly. When switching, the data which is entered will not be
refreshed.

10. Custom Theme

You can change the theme color and background pattern.

Click at the top right of the page and select Theme to set the theme color.

Themes Pure Caolors

blue linear green_linear

Click [Themes] to select the background of the menu. Then click [Pure Colors] to customize the
theme color. Then click Change to apply the color effects.

11. Filter Search Function

You can filter and search all the results in this software.

Take the Employee list as an example. Click [Personnel] > [Employee] > [Employee] to view the
Employee’s list.
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] T p | " o . : ) . el nv
ersonne Devics { | ccess Contro ayr sl ; .

—
Department Employee
& Bockmarks» Y Filters =
s Add Delete Import Personnel Transfer App More F S 9 0O = =

Employee ID First Name Department  Postion  Employment Type Hired Date APPStatus  Area
LEONG QIAO YI Production = = 2021-05-26 (-] Not Authorized lhl-revface18 E @
Production - - 2021-05-26 -] Mot Authorized Ihl-revface18 EAT]
KOH ME! MEI sales - - 20210526 @ Not Autherized Ihl-reviace18 &
MUHAMMAD AMIN BIN SA'AT Production - - 20210526 @ Not Authorized Ihl-revace18 EQ)

o

ConteRiraion. TANG SEK FOOM Office - - 2021-05-26 e Not Authorized Ihl-revface18 EA]
BOBBY LDUMLING Production - - 20210526 @ Not Authorized Ihl-revace18 EQn)
LENG CHIEW HON Production - - 2021-05-26 @ Not Authorized,Ihl-revface18 & W
THAM CHUN SENG SALES - - 20210526 @ Not Authorized, Ihl-revace18 & W
EE KAI TING Production = s 2021-05-26 @ Not Authorized lhl-revface18 EA]
PAKHARIAH BINTI ARSAD Production - - 2021-05-26 @ Not Authorized,Ihl-revace18 EAT|
821015 CHANG JUNE FEI Production = = 2021-05-26 e Mot Authorized Ihl-reviace18 EA]
WONG JIN NING Office - - 2021-05-26 @ Not Authorized,Ihl-revace18 EANT|
821018 CHIEW CHOON PHIN Production - - 20210526 @ Not Authorized Ihl-revace18 &
WONG CHIT NYOK Production - - 2021-05-26 @ Not Authorized,Ihl-revace18 (Z W

G [~ ¢ 1.9 n 11 > Total145Records 10  Page

» In the Filters section, enter the keyword such as Employee ID (The toggle button moves to the
right to indicate that the search has been filtered, and to the left to indicate that the search has
been excluded).

T Filters ~

T Employee ID

T First Name

T Employment Type
T Role Name

T Department Code
T Department Name
T Position Code

T Position Name

T Area Code

T Area Name

Y Email

T Local Name

T Last Name

T Card NQ.

T Device Privilege
T APP Status

T Gender

T Fingerprint

Y Face

T Palm

Y VL Face

» Select from the search criteria: Exact search, Start field, End field, Include, One of or Regular
expression.

In this example, an employee with Employee ID as 3 is being searched. Enter "3" and click '

The filtered result will be displayed as shown below
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p 1 - . 1050 n >
ersonnel 3 cess C C i L t e
—
¥ Q Department Employee
& Bookmarks - T Filters @) -
Add Delete Import Personnel Transfer App More Z S 9D 0 = =
& Employee
Employse ID 2 First Name = Department Fosition  Employment Type Hired Date APP Status Area
820044 BOBBY LDUMLING Production - - 2021-05-26 ] Not Authorized Ihl-revf... &
21002 LENG CHIEW HON Production - - 2021-05-26 ] Not Authorized, Ihl-revf... & m
EE KAI TING Production - - 2021-05-26 o Mot Authorized, hi-revf... &
PAKHARIAH BINTI ARSAD Production - - 2021-05-26 o Not Authorized, lhl-revt... @ m
CHANG JUNE FEI Production - - 2021-05-26 o Not Authorized, lhi-revf.. &
CHIEW CHOON PHIN Production - - 2021-05-26 o Not Authorized, lhl-revf... @ m
WONG CHIT NYOK Production & = 2021-05-26 o Mot Authorized, lhl-revf... &

(&) 14 v ¢ 1 2“ Total 35 Records 3 CENEM  Confinm

&Notes:

i. Multiple search criteria can also be selected, but the same field and the same criteria can only be
selected once.

. Click Clear Filter to clear the search criteria.

For example, set multiple query conditions as follows:

o . - 1050
Personnel L d Co : L 2 =

—
Department Employee
& Bookmarks= T Filters (£} -
B Employee Add | Delete | g Clean Fifters e e 7 2 92 0 e =
EELE Employee ID |
Employse ID = | |Date APP Status Area

a v Employee ID |
T First Name il ps2 @ Mot Authorized Ihl-revf... o
T Employment Type 8 % ps-26 @ Not Authorized,hl-revf & o

2101 FroaucTon = = UZT-05-26 ) Not Authorized Ihl-reve...

T Role Name horized lhi-revi.

&) Y Department Code Production 2 . 2021-05-26 o Mot Authorized, Ihl-revf_ & @
T Department Name

: i o Production - - 2021-05-26 ) Not Authorized Ihl-revf... T
T Position Code
& P 4 - - - ' Ihl-revf.. &
T Position Name Production 2021-05-26 ° Not Authorized Ihi-rev & @
¥ Area Code Production - - 2021-05-26 e Not Authorized hl-revf... [EQT|
T Area Name
T Email
T Local Name
T Last Name
T Card NO.
T Device Privilege
T APP Status
T Gender
T Fingerprint
C 1~ g oop ds 3

T Face

Click n to display the filtered results.
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Personnel

Teca

» q = RS

& Bookmarks -

Employee
T Filters £ -
Import

Add Delete Persorinel Transfer

4 Employee

Employee ID 2 First Name

BOBBY L DUMLING

LENG CHIEW HON

EE KAI TING

PAKHARIAH BINTI ARSAD
CHANG JUNE FEI

CHIEW CHOON PHIN

WONG CHIT NYOK

Total 35 Records

3

App More

Department Position Employment Type
Production
Production
Production
Production
Production

Production

Production

Hired Date
2021-05-26
2021-05-26
2021-05-26
2021-05-26
2021-05-26

2021-05-26

o 0 0 0 0 © O

2021-05-26

APP Status

Area

Not Authorized, Ihl-revf..

Not Authorized lhl-revf...

Mot Authorized, lhl-revf._.

Mot Authorized, Ihi-revf...

Not Authorized, Ihl-revf..

Mot Authorized, lhi-revf...

Not Authorized, Ihl-revf..

RN RN AR
e e e E

&Notes:

The filter function under each menu in the system is basically similar. But the difference lies in the

field settings.

12. Custom Bookmark

You can customize a variety of filter combinations and save them as bookmarks. By the next time,
you can open the existing bookmarks to filter the data.

When multiple filters are set, the page will be displayed as shown below:
Teca

®Q

Personnel

Department Employee

Y Filters £ -

Add Delete | B Clean Filters

& Bookmarks+

e eI 4 S 9 0O e =
Employee ID

& employee

Employee ID = IDate APP Status Area

[ @I ¢ Employee ID
T First Name
T Employment Type
T Role Name
! T Department Code
T Department Name
T Position Code
T Position Name
T Area Code
T Area Name
T Email
T Local Name
T Last Name
T Card NO.
T Device Privilege
T APP Status
T Gender
o T Fingerprint
Y Face

Contain b

8

D5-26

d o =

T ProanTTo
Production
Production
Production

Production

U2T-05-26

2021-05-26

2021-05-26

2021-05-26

2021-05-26

Not Authorized Ihl-revf.
Not Authorized hi-revf...
Not Authorized Inl-revf.
Not Authorized, lhl-revf...
Not Authorized, lhl-revf_.
Not Authorized, lhl-revf...

Not Authorized, lhl-revf_.

Click Bookmarks, select [New Bookmark]. Enter the bookmark name and click [Save].

bookmarks can be seen under the Bookmarks menu.

The saved
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Personnel

Department Employee

& Bookmarks= T Filters @) -

o ‘ W Test e e e App More 7 S 9 m e =
2 employes |
| | Enter bookm Department Position  Employment Type Hired Date APP Status Area
+ New Bookmark & |
. ] 5 =
I | Is Shared Production - - 2021-05-26 ° Mot Authorized Inl-revf... & B
Production = = 2021-05-26 -] Not Authorized lhi-revf @
e — Production - - 2021-05-26 -] Not Authorized lhi-revf... =
PAKHARIAH BINTI ARSAD Production - - 2021-05-26 ° Not Authorized Ihl-revf... @ m
821015 CHANG JUNE FEI Production - - 2021-05-26 ° Mot Authorized Ihl-revf... =
CHIEW CHOON PHIN Production - - 2021-05-26 ) Mot Authorized Ihl-revf... @ m
WONG CHIT NYOK Production = = 2021-05-26 ] Not Authorized, lhl-revf._ &

Log View

An example to view operational logs is shown below:

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

-
Group User Log
& Bookmarkse Y Filters +
# 7o m =
User 1P Address Action Time Action Content T... Object Status Describe
Naney 17231110 2021-06-15 175 Login User Nancy Success
admin 17231110 2021-06-15 17:1...  Login User admin Success
Nancy 172.31.1.10 2021-06-15 17:1_.  Login User Nancy Success
admin 17231110 2021-06-15 162..  Login User admin Success
admin 17231110 2021-06-15 161 Login User admin Success
admin 17231110 2021-06-15 154 Add Device 5326205200003  Success  Device IP=192.16854.69,Serial Number=5326205200003, Device Name=ProRF-wanglei Area=ki
admin 17231110 2021-06-15 154 Delete Device 5326205200003 Success
admin 17231110 2021-06-15 154 Add Device 5326205200003  Success  Device IP=192.16854.152 Serial Number=5326205200003 Device Name=ProRF-wangle] Area=
Nancy 17231110 2021-06-15 153 Import Employes  Employee Success  Import File—<mysite base model_import TemporaryFile object at Dx0000020CAZB33008:User {
admin 17231110 2021-06-15 15:5..  Delete Device 6614211300027 Success
admin 172.31.1.10 2021-06-15 153  Delete Device 5326205200003 Success
Nancy 17231110 2021-06-15 153 Login User Nancy Success
admin 17231110 2021-06-15 155... Login User admin Success
admin 17231110 2021-06-15 152 Login User admin Success
C 14w n 2 3 .. 22 3 Total 2367 Records 1 -

&Notes:

The Logs interface displays only the operation logs of the current operation module.

You can view all log records in Log under System module.
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Appendix: 2

END-USER LICENSE AGREEMENT

Important Information - Please read carefully

This End-User License Agreement ("EULA") is a legal agreement between ZKTeco and you (either an
individual or a company) The Software product includes the Software application, associated media,
printed materials, and "online" or electronic documentation. By installing, copying, or using the
Software Product, you agree to accept the terms of this EULA. If you do not agree to the terms of
this EULA, do not install, or use the Software Product.

SOFTWARE PRODUCT LICENSE

The Software Product is protected by copyright laws and international copyright agreements, as
well as other intellectual property laws and agreements. The Software Product is licensed, and it
cannot be sold by any third party.

1. GRANT OF LICENSE. This EULA grants you the following rights:
Installation and Use. You may install the Software Product in an unlimited number of systems.

Replication and Distribution. You may distribute the software product to an unlimited number of
systems; provided that each copy shall be a true and complete copy, including all copyright and
trade notices, and shall be accompanied by a copy of this EULA. The Software Product may be
distributed as a standalone product or included with your own product.

2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS.

Limitations on Reverse Engineering, Recompilation, and Disassembly. You may not destruct,
decompile, or disassemble the Software Product only to the extent that such activity is expressly
permitted by applicable law and notwithstanding this limitation.

Separation of Components.

The Software Product is licensed as a single product. Its components may not be separated for use
on more than one system.

Software Transfer.

You may permanently transfer all of your rights, provided the recipient agrees to the terms of this
EULA.

Termination.

Without prejudice to any other rights, ZKTeco may terminate this EULA if you fail to comply with
the terms and conditions of this EULA. In such a case, you must destroy all copies of the Software
Product and all of its components.
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Distribution.

The Software Product may not be sold or included in a product or package, which intends to
receive benefits from the inclusion of the Software Product. The Software Product may be included
in any free or non-profit packages or products.

3.COPYRIGHT.

All copyrights of the Software Product (including but not limited to images, photographs,
animations, video, audio, music, text, and "applets" incorporated into the Software Product), the
accompanying printed materials, and any copies of the Software Product are owned by ZKTeco. The
Software Product is protected by copyright laws and international treaty provisions. Therefore, you
must treat the Software Product like any other copyrighted material except that you may install the
Software Product on a single computer, and you can keep the original solely for backup or archival
purposes.

LIMITED WARRANTY
NO WARRANTIES.

ZKTeco expressly disclaims any warranty for the Software Product. The Software Product and any
related documentation being provided "as is" without warranty of any kind, either express or
implied, including, without limitation, the implied warranties of merchantability, fitness for a
particular purpose, or no infringement. The entire risk arising out of usage or performance of the
Software Product remains with you.

NO LIABILITY FOR DAMAGES.

In no event ZKTeco will be liable for any damages (including but not limited to damages, loss of
business profits, business interruption, loss of business information, or any other pecuniary loss)
arising out of the using this product or inability to use this product, even if ZKTeco has advised of
the possibility of such damages.

Acknowledgment of Agreement.
| have carefully read and understood this Agreement, ZKTeco CO., LTD.’s Privacy Policy Statement.
If YOU ACCEPT the terms of this Agreement:

| acknowledge and understand that by accepting this agreement, | have to abide by the terms and
conditions to use the Software Product to ensure smooth function. | also acknowledge that ZKTeco
can terminate the License Agreement if | do not comply with the terms and conditions.

IF YOU DO NOT ACCEPT the terms of this Agreement.

| acknowledge and understand that by refusing to accept these terms, | have rejected this license
agreement and therefore have no legal right to install, use, or copy this Product or the Licensed
Software that it incorporates.
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Glossary

Absence

Based on the Attendance parameters, if there is no Check-in or Check-out in attendance statistics, it
will be counted as absence. Or Late arrival/Early leaving for more than N minutes will be counted as
absence.

Actual Attendance Time

It refers to the actual working time of an employee. It is calculated based on the Check-in/out time
statistics of the employee. The default unit is workday. The statistical rule can be changed in
[Attendance] > [Calculation Item] > [Expected/Actuall.

Attendance Duration (Time)

It refers to the time span between the actual check-in time and the actual check-out time.

Attendance Status

It refers to the attendance punch category. By default, the system has the following statuses:
Check-in, Check-out, OT-in, OT-out, Break Time-out and Break Time-in.

Attendance Timetable

It refers to the timetable which is used to set the attendance parameters. It includes the
configuration of parameters such as Start/End time of the work, permissible late arrival/early
leaving time range, whether Check-in/out is mandatory, permissible Check-in/out time range, Break
time, and Overtime. This is the minimum unit of attendance time settings.

Auto Overtime

When the Check-out time is greater than the actual work end time, this parameter determines
whether the extra worked time is to be counted as overtime or not.

Correction of Status

The employee can change the attendance status in the device according to the shift timetable and
attendance time. The attendance will be calculated based on the status.
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Attendance Time

It refers to the total duration of the employee’s actual work. The default unit is workday. The
statistical rule can be changed in [Attendance] > [Calculation Item] > [Expected/Actual]. Specifically,
the value is calculated based on the unit (workday, hour, and minute) as well as the counted
workdays and minutes in the shift timetable.

Check-in/Check-out

Check-in/Check-out decides whether the employee has to Check-in/Check-out compulsorily or not.
If this is enabled, then Check-in/Check-out is mandatory otherwise Check-in/Check-out is optional.

Early Leaving

Early leaving includes the time setting for the corresponding timetable. It also decides whether the
actual check-out time is earlier than the check-out time in the timetable. On the other hand, if the
mandatory Check-out in the timetable is set to Yes, and the employee leaves early without
Check-out is counted as Early Leaving by N minutes.

Exception

It refers to the leave time in any timetable.

Flexible Shift

It refers to a default attendance shift set in the system. It is a cycle of flexible timetables within a
week. When an employee works in a flexible schedule and attendance verification is required, a
flexible shift can be assigned to the employee. When a shift is not assigned to an employee, the
attendance is calculated based on the flexible shift and it can be considered as overtime on a day
off or on holidays. The flexible shift is applicable to Business owners, Business Personnel, Service
staff, and order-oriented production department employees.

Late Arrival

Late arrival includes the time settings for the corresponding timetable. It also decides whether the
actual check-in time is later than the check-in time in the timetable. On the other hand, if “Must
Check-in" in the timetable is enabled and the attendance parameter is set to “count as late by 60
Minutes” if there is no check-in, the actual time without check-in is counted as late arrival by N
minutes. The time of late arrival does not affect the work minutes for the attendance calculation.
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Must Check-in/Check-out

In some companies, only check-in or check-out is required. If check-in or check-out is mandatory,
the corresponding details are included in the attendance statistics.

No Check-in/No Check-out

No Check-in/No Check-out refers that there is no actual attendance punch in the selected
timetable.

Permissible Late Arrival/Early Leaving

It refers to the permissible time range for late arrival/early going before/after the actual work time
ends/starts.

Role

While using the system, a Superuser needs to assign different levels to new users. To avoid
assighing one by one, the Superuser can set the roles with specific levels of management. The
Superuser can also assign appropriate roles to users while adding them.

Schedule

It refers to the time plan that will be used in the timetable for calculating employee’s attendance. It
is the key element in calculating the attendance results.

Shift

It refers to a rearrangement plan for the employee’s working hours. It is composed of one or more
attendance timetables based on a certain order and cycle period. To calculate attendance, the shift
must be assigned initially to an employee.

Start/End Check-in

It refers to a timetable that has a valid range of check-in. The check-in records out of this range are
invalid.

Start/End Check-out

It refers to a timetable that has a valid range of check-out. The check-out records out of this range
are invalid. The check-out start time cannot overlap the check-in end time.
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Superuser

It refers to a user with all operational permissions of the system. A superuser is able to assign new
users (such as Company Management Personnel, Registrars or Attendance Administrators) and
configure the corresponding user roles to different levels of management.

Temporary Schedule

Temporary schedules are used if there is a necessity to adjust the work time of employees due to
temporary changes in employees' work time. The temporary schedule can be appended to the
employee’s current shift (The attendance report contains two schedules). This schedule is
applicable to employees who work without any fixed schedule.

Time in a Timetable

It refers to the total work time in an attendance timetable in the shift of a particular day.

Unit/Minimum Unit

The unit may be a day/hour/minute. The minimum unit is a numeric value. The combination of
these two is used to set the minimum unit for attendance statistics. E.g: One day, One hour or One
minute. For example, the minimum unit of leave is set to one hour. When rounding-off is enabled,
1.5 hours will be counted as two hours and 1.4 hours will be counted as one hour.

Work Minute

In normal attendance, the work minute is the time set in Work Minute of a shifting timetable. When
the valid attendance duration in the timetable is smaller than the actual time which is set in Work
Minute of the timetable, the attendance duration is valid. The work minute in a flexible shift is 0.

Work time

It refers to the time interval between an employee's work start and end time (minutes). The value
may not be equal to the actual interval between punching in and out. The value may be larger or
smaller than this interval, depending on the Company’s regulations. Normally, this value can be
neither larger than 480 nor smaller than 0. If the value is 0, the timetable will be considered
overtime and it will not be counted as work time.
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