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

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

This manual contains information on the operation and maintenance of the ZKTeco products. The
copyright in all the documents, drawings, etc. in relation to the ZKTeco supplied equipment vests in and is
the property of ZKTeco. The contents hereof should not be used or shared by thereceiver with any third party
without express written permission of ZKTeco.

The contents of this manual must be read before starting the operation and maintenance of the supplied
equipment. 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 equipment.

It is an essential pre-requisite for the satisfactory operation and maintenance that the operating and
maintenance personnel are fully familiar with the design and that the said personnel have received
thoroughtrainingin operatingand maintaining the machine/unit/equipment.ltis furtheressentialfor the
safe operation of the machine/unit/equipment that personnel has read, understood, and followed the
safetyinstructions containedinthemanual.

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.

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 theuseof theinformation contained in or referenced by this manual,evenif ZKTeco has been advised 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 beincorporated into
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newadditions/amendments tothemanual.ZKTecoreserves therighttoadd, delete,amend,or modify the
information contained in the manual from time to time in the form of circulars, letters, notes, etc. for
better operation and safety of the machine/unit/equipment. The said additions or amendmentsare
meant forimprovement /better operations of the machine/unit/equipmentandsuch amendments shall
not give any right to claim any compensation or damages under any circumstances.

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

The product will be updated from time to time without prior notice. The latest operation procedures and
relevantdocumentsareavailable on http://www.zkteco.me/.

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

Address ZKTeco Security LLC
Al Asayel, Building 01, Business Bay, Dubai
Phone +971 4 392 7649

For business related queries, please write us at: zk me@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 1SO9001-certified manufacturing facility, we control manufacturing, product design,
component assembly, and logistics/shipping, all under one roof.

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

This manual introduces the operations of BioTime Cloud.

All figures displayed are for illustration purposes only. Due to regular updates, figures in this manual may
not be exactly consistent with the actual products.

Conventions used in this manual are listed below:

GUI Conventions:

Convention | Description

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

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

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

u The general information which helps in performing the operations
- faster

‘,r( Theinformationwhichissignificant

@ Care taken to avoid danger or mistakes
Q The statement or event that warns of something or that serves as a

cautionary example.
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Why Biotime Cloud

Handling data of multiple companies on a single platform is now hassle-free. You can access the data
securely using a single login from anywhere around the world. Our BioTime Cloud software aids in
organizing and planning of each process in a classic way that assimilates specific activities and delivers the
output in no time. Our software eases the tracking of employee productivity and regulates the ways to
advance our managerial effectiveness and workforce management.

Our cloud software is built on a powerful architecture that integrates several modules, which permits you
to manage huge numbers of Personnel/Employees/Staff on a single platform. All you need is to set up your
organization, then add the Biometric Devices, and then add the Users/Employees with their shifts & payroll.

You can integrate the Device to our Software Application, which enables you to retrieve instantaneous
Reports and also eases you in the importing and exporting of the data.

Our software gathers all the distinct information and gives you the best interactive view of the data and
records on a single interface.

Here in our documentation, you will acquire more information on how to create an admin and how to set
up the System and your Organization.
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BioTime at a glance

This guide is divided into two parts.

1. For the first part, we have already created a “DemoCompany” using a demo Email ID
zk****@zkteco.com, to demonstrate all the functions of our cloud system. This is just for the
reference of understanding the logic of this product.

2. The second part includes the creation of a new company named as "NewCompany" with another
Email ID zk****@zkteco.com.

4 N )

Create Compan
Demo pany

Sign up using your email ID and

Company details. Setup your
We have already created a organization and create the related
Demo login to explain all

data for your company.
the functions and f

capabilities of our cloud
platform.

Join another Company

Join another company as an Associate
by sending the request to the Admin of
that company.

\_ J _/

Demo Instruction

* A person can be added in three different companies. The first company will be his/her own
Company and he will be an admin. In the second company, he can be added as an associate (any
designation). And in the third company, he can be a vendor as well.

¢ In hisown company, he must setup his Email in Email settings.

e UserRole can be setusing the User settings.
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Cases

Case 1

If you are Owner of so many Companies.

Person 1

Owner

Case 2

If you are Owner of a Company, and an Associate (holding a designation) in another company.

Person 1

Associate
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Case 3

If you are Owner of a Company, and Vendor of so many companies.

Person 1

Owner Vendor {Reseller)
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A. Login asan Admin (Demo)

Biotime can be accessed on the following link https://zkdubai.biotimecloud.com/. For the demonstration
purpose, we have already created a “zkdubai” using a demo mail ID “bio*****@zkteco.com”. In the
later part of this guide, we have shown how to create New User and Company using your email.

HELLO!
Sign in to your account

= Enter Email 1D / ErDloyee ID

Enter Company Namse Compa 18)%
i Name

VERIFY COMPANY

Click to verify Don't have an account 2SIGN UP

\\
Folowuson ¥ @ «@ [ )

£

HELLO!
Sign in to your account

= e e .,

B — _biotimecioud.com

6 | cm— Enter the password

() Remember Password Forgot Password?

» \
Click to log in ’

rolowuson ¥ € © [

After login, the below shown dashboard appears. This is also the homepage of our software. If you
want to go back to the dashboard from any other interface, then click on the BioTime icon “
at the top left corner.
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“»  After you login as an Admin in your company, you need to setup the Email Account. This setup is
requiredtoreceiverequestbyotherUsers.WhenaUserwantstoJoinyourCompany,therequest is received
using this Email settings. For setting the Email Account, navigate to System — Configuration —
Email Settings.

Personnel Device Attendance Access System

Email Settings 1

Email Settings

SMTP Server* SIMEP 000 XXX
Bort* B ssi TS
D Log = 2
Emall Account® W@, domiain name/domaln user
= Integration
PESSWOTCET  wessssevess .

©f Configuration
Email Address®

Company Settings

PDF Report Settings

TD/MD Settings

Ftp Settings

«» Setthecompanydetailsasshownbelow.Forsetting the Company Details, navigateto System —
Configuration — Company Settings.

Device Attendance AcCess System

vpany Details in Report
mpany Loga ek ta uplaad |ogs Logo Cisplay  Dionot Display

C Campany Name  Tio not Display
Croeripéry Mame MAam) # splay

Display
8, Campany Indormatian
Prione Counry et FrovinceSlale
City Addrass
Lertitude Lomgitude
Optian | Dipition 2
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N/

<+ If you want to modify the authority of the User, then go to: System — Authentication — User.

Losi e
Emalt
N Permissions
Click -._7n Enable gy
email

Enter the
Superuser g details

Vendar

Authorized Department
Authorlzed Area
Authorized Position

Groups

Drate of Joining

Last Login

«» Below is the Dashboard view on the initial login. The current company is shown with the related data. If
you want to switch to different company, click on the left side bar.

Personnet This is the doma Actess System
name of the company
Click here to view the joined
ISSREI IO VIEW the )X = REALTIMEDATA @ ovIFALLETATISTICE
company list =
s Q :m‘ Emphayers Present
800 : - 21 2
700 M ) 9 Nen Joiree Absent
000 3 19
500 wagn Latw Alivad
400 2 o
100
P Sences EallyLeme
100 l I 1 0
o Vealeation On Leave
DI00 1000 1100 100 1300 1400 1500 1609 1T00 1600 27 0
&4 EVENTS [ DEVICESTATUS() OULINE 1) OFFLINE(D) L TopAYs SIRTHDAY
avdrn
@ 2023-09-26 00:00:00 2]
Forex Expo 2023 o Oeparimert
& form
3 owts Rose
D
& Drpsrtrant
@ 2023-10-16 00.00.00
Gitex Ann
& Gl Gos Py oo
O Duba! Workt Trasis Cortie L Pt
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“* It shows the organizations already setup by the admin of the Company.

= BroTime Personnel Desviiges Attendance Aciess Syslem 1 Walcom DioTimecioudgrzi

Current Compeny: DEMOZKDXE B

1 DeMOsE L)

W RERL TIME GREPY B sea teoats

=

This are the list of joined

company including the
yandor company | |
LW DD DN VR WoE

[ buvics svaTLen) [ —— TR Pra—
L L
' = Al
2023-09-2¢ 20:00-00 e mry o e 2
Fores Capo 2022 B il | P a0
& rom
PENN | BN i e
By = - 0
® 2023-10-1% 000000 - Q,, — L tepws
- ¥ A
- m Litas o 1
Vi iiiias
B Al - L mpad e
® 0240713 000000 - o
Irdersec 2024 - P
e =
-] | ey aval?8
. = o "

N/

«»  Switch Company as shown below:

Personnel L Allendance Access Weicome bioamecioud @i

B DEMOZKDNE L)

i REAL TIME 08APH S REAL TINF OATA B OVEREIL STATISTICS

e

M CHINA A

s ;
Chick on company name Eaty Laavn
i w08 ta switch | o
oL
R o

o e [ DBVICE GRATUEI] SLINL || DFFUSELR) 1 T00AYE ETIOAY
: L] @
=
& J0F3-0%36 000060 - = - =
Forex Expe 2021 EDube i om0
. ' ]
- m m
m S
& 2923-10-16 DOI000D Gl i
e
4 e - — o
o et b
e o LY Joowy
& 2024-07-15 000002 - n
Imeres 2024 - Lis P
»  m = m a waize
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Personnel

Device

Altendance

System

Now the related detalls are
shown forthe company
(ZK-CHINAY

7

Weicome tictmecioud 97k o)«

= REAL TAIC OATA
sam B
D erox:
Wi sy 2 o b
sam' P
Lo J

@ O/CRALL STATISTICE

00 x o
™ EVENnTS ) DEVICE STATUS(Y) OFFLINE(D) &4 TODAYS NIRTHOAY
ran = A
= nn
© 2023-09-26 00:00:00 o §— L = ..J P
Forex Expo 2023 Subsinti e S
8 Facer ] TR A Rosb
=] Wi
@ - y O
ol Do
© 2023-19-1¢00.90:00 - % o
Gitex 0 Ann
& Gl Gkl - 2y 0
m e 3 1

o

«»  Our Device Module facilitates you to accomplish in managing the new or the existing Devices,
registration of Bio-Photo, and in the maintenance of the data, which eases your work and increases
your productivity.

Personnel Device Attendance Access

System

Filters « . -
et All the devices under organization

“NEW COMPANY" will be listed here

Deete Add New Areg Device Menu

Serial Number vice IP

203.1682.123 ) 2023

Status  Last Activity User Cou

1204 142830

We encourage you to update the devices to support
HTTPS in order to protect your users’ connections.

Otherwise, as a security measure, the device cannot
connect to cloud.
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<» Attendance Management module is an effective and efficient platform to track and manage all the
attendance related operations such as Employee's attendance, Overtime calculations, Leave
Calculations, Shift Details, Holiday Details, Employee Schedules,and more.

Attendance Access System { Welcome
ke

Personnel Device

Attendance Transaction of the Employees

Seart Dars 2023 03-01 EndDate 20211213

1264 SOUTES

west s enter

<+ Tojoin another company as an associate or partner, click on Join a Company. After the Admin of the
requesting company approves the request, this company will be listed on your company page.

Access

Personnel Device Aftendance System

) DEMOZRDIR 1y 1. Click hereto open a

menu 2 REAL TIME DATA

e somE gl
0 trmits 21

@ OVERALL STATISTIS

h FAvED )

h zx cama o

Page |

1 DEVICE STRTUS(TI £} CFFLINEID) WL TODAYS BRETHDAY
- -] -
e o L ﬁ - e e J:llltm
2. Click here to join a e | /0
company 3 BN v
- o = » o
@ 3013 1018 000080 m [._E . da Mz
Gitex Arm
- ® e o
p] b rom
‘adehd — Ui B i
T, 45 00 1 -
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fwhon k
Currant Company: DEMOZKDXB
SREKIL 11
|4 REAL TIVE DRAPH W} OVERALL STATISTICS
o
. EmpayEes e
20 CHNA L) 1% e ) <
700 e Lert
ese U J Enter the company name "
7R sA b Tk e
e that you want to join. After u“’ i
a e o send you request, the admin of ‘
SASATY v = iy Lo
= e FEm T ‘dema” will get request n“ e
i | l S s nofification on Email o
W00 OB 100 1200 1300 1400 1500 1590 | 0
[ Events 17 DEACE STATLSIY) OuLINER| CFFLINED) AL TODAYS BUTTHOAY
/o= L .
® 2023-05-24 000000 _ . o n
:w_-uwm: J- i
- E p
@ v e i Rese
- ® 8
® 3033 1016 000090 - Rpue
1 bl Commpany Gitew ™ Ann
& 30 Setu Aanan Bn
@ Duls Woss Tracg Cormne . P
£ Cheat 1w Sty "
fgear l Jahn

BioTime »)

Dear user,
Biotime Cloud

User wanis 10 join your company as associale

P> Google Play

Faor any enquines, doub!s or seygestions, contac our Cuslomed SenicarSuppon at

Copyright £ 2023 ZKTeco Secury LLC ZiTed 1 All ighls reserved
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B. Instructions to Create New Userand NewCompany

1. Enter desired EmaillD to create a New User and New Company.

BioTime ») HELLO!

Sign in to your account

AT

= Enter Emall 10/ Empioyes 10

B Enter Compary Name BlOtmECHIu com

Enter your company name

Don't have an-aceount 25IGH LIP

Folowuson W [ @ [

2. Createa password (It should contain at least one number, one uppercase, lowercase letter, and at least
8 or more characters.)

HELLO!

Sign up far your account

= Entér Ermail (0 |

. Entas your prwne mumber |
B | Enter Passwiad s
1 Entes your password again o

B’!‘ signing up 1o BioTime Clowd, | aures to the Toimms of Sarvito & Privacy Poicy,
L]

| would Bike to renefve updales on BioTime Gloud, Events & Promos.

SIGH UP

Already hiave an account? SIEN IN

Select the checkk

Folowison W ) @ [
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3. Afteryou click Sign Up, a confirmation message appearsas shown below.Our system willsend a
verification mail to your mailbox. Please open your mailbox and activate your account using the
activate buttonin the mailfrom BioTime.

BioTime »)) VERIFICATION

We have sent an emaill to verify your account

SENPM MAILAGAIN

ent Successiully!

fton m the email

A verification mail is sent to the Email ID.
Check your mailbox for the mail from BioTime St

Back v Login

FolowUscn ¥ i @ [

4., Belowisan exampleofverificationmail received inyour mailbox.

BioTime »)

Dear user,
Biotime Cloud

Click button to activate your account

Downlocad App
> Gooéle Play @ App Store

For any enquiries, doubts or Suggestions, contact our Customer Service/Supporn at

DiotimesioudaRzRieco.com

Copyright © 2023 ZKTeco Securty LLC ZKTeca Dubai - All rights reserved
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5. After you click Activate Account, the below page appears in the browser displaying account is
activated. Click on Create a New Company to proceed.

BioTime »)) REGISTER YOUR COMPANY

Your Account is activated successfully!
Please create or joln a company

Account activation message

CREATE A NEW COMPANY

JOIN A COMPANY

3ack 10 Login

We will demonstrate how
to create a company.
Click here to continue

o
I'-‘ solowson W 0 @ M

6. Then you need to Enter your Company Name. This Name will be shown in the domain name.
E.g. if you enter “New Company.” as the Company Name, then the domain name will
be newcompany.biotimecloud.com.

BioTime »)) CREATE A COMPANY

This will be the Domain
name of your company

B Eiilag Comparny Mar

Enter the company name

Folowison ¥ ) @ @
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/. Youneedto re-enter you Email ID and Password.

BioTime »))

Re-enter your email ID

Enter your company name
J/==r ) —c\Y

Enter your password

——
B | zkdubai pictimecioud com
-] Enber Passwird "

L Remember Password Forgot Passwor?

HELLO!

Sign in to your account

Folowuson 9 E1 @ [

8. Initial login dashboard view. On the dashboard you can get the consolidated statistical
data of your company and can switch to other companies.

Available Modules

U OVERALL STATISTICE

480 Click here to switch 1o trplye=s Preem
fiea oth yanies - n 2
bt ) switch to 9 Ty doines vt
e Dashboard 3 19
560 Foraign Lk Arrival
e O erpuoa ) 2 0
:I:: 3 W“T}q?' Devices Early Leavs
100 n 19 1 0
a m" virification On Leave
0900 1000 1100 1200 1300 400 1208 1600 1700 1000 -3 ug;;u;u 27 a
P Spweechare P
Statistical Attendance Data
5 EVENTS 1] DEVICE STATUS(T) ONLINE1) OFFLINE(C) il ToDAYS IRTHDAY
Acdrin
® 2023-09:26 00:00:00 o
Forex Expo 2023 g —
A fwel
@ owe Rose
D
@ 2023 10 16 00:00.00 & Dopatmant
Gitax Aan
& =me0 mona gwm
¥ Dussiword o teen A Fromct
Jstn
& 2024-07-1500:0000 0 ue
iniersec 2024 i Dogarment
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9. Our menu functions available under toggle button.

Personnel Device Attendance Access System
AEMOZKDXB Qe R S N e O
H) DEMOZKDI® (1) Clickto openToggle

Menu

= REALTIMEDATA

 FAED v

J 7.00 1800

After you join different 0 1500 160
companies or any vendor joins
you then the list of company
names are here

£ EVENTS ) DEVICE STATUS(1) NEIT) OFFLINEO)
m =}
o
® 2023-09-2600:00:00 -~ = L
Dubai my =
These are the options in o' B s
[ L oo
our Menu o @
Sl o] %
> mua
m
s L @ f oS
oid Trace Centre okl
:'Tmf U e’
10. Itis necessary to setup your Email ID under System Settings.
Personnel Device Attendance Access System
Group Emall Settings « 1
Authentication = Ernsil Settings
SMTP Server® STTTL M0 00
Port® 551 T8
Email Account® oolEhon oo, domain name/domain use
Fassword*
Email Address® OO, OO0 L
Company S

Email account is
necessary to setup

POF Report

to receive mails
from BioTime Cloud
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When a user joins your company as an associate or as a Vendor after your approval, then that user
isadded in the list shown below. If required, you can modify the role and related settings. GotoSystem
— Authentication— User.

Biol . Personnel Device Attendance Access Systemn

Authentication & Baokmarks =

Flltars =

Group
Ciciete Irmvite User Change Password

Username Flrst Name Last Name Emall Group Name Enable

1 _demozkdxb@demoz.com o

2 demazkdybhi@demoz.com -]

Integration + + TR -
If you want to modify ]

Canfiguration

any user role setting
then click on the
desired username

1_demozkdxb@demoz.cor

Enable

Superuser

Vencar

Authorized Department
Authorized Area

Authorired Positlon

Groups -———-—
Date of Joining h

Last Login

Page Copyright ©2024 ZKTECO CO., LTD. All rights reserved.
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12.f you want to modify the Username, then go to User options under System settings. After the
modification,theupdated usernameisdisplayedatthetoprightcorneratthe nextlogin.

usernami' navarmo.me.95@gmailcomy

desired Username

asic Details

First Name

Last Name
Emall navamo.me.95@gmail.com
Permissicns
Enable

Superuser

Vendor

Authorized Department

Authorized Area

Click te"Confirm”

13.Setup the organization details,then add Biometrics Devices, add Personnel/Employee/Staff,
and configure their shifts and Payroll using our other module.
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C. CreateMultipleCompaniesusingasinglelogin

1. In case if you want to create more companies using the same login, you can navigate to the menu as
shown below.

Personnel Device Attendance Access System

Current Company: ZKDUBAI e e E ety
i 2xousa
Click to open Menu  d £ REALTIMEDATA
) WAREHOL
) BAYSQUAREOFFICE . |
1.00 12.00 1300 1400 1500 16 00 1700 1800
) EVENTS : DEVICE STATUS(1) NUNE OFFLINE
= 2
[ J o )
@ 2023-09-26 00:00:00 : ), o 9
Forex Expo 2023 Dubai o e 2
& :touin VIR ] BI A Awewr
a9t
v 2 o = N
Click Here. -Q o
o™
L W mn Lehbad
A el = Ve ss0a
® 2024-07-15 00:00:00 =
Intersec 2024 L Al
& ‘nterpec o US| c aighet
PO TAGe CAOE ,- mm P

= Bio Personnel Device Attendance Access System
Current Company: ZKDUBA
@ 2oUBAI (V)
Jil  REAL TIME GRAPH = REALTIME DATA
B WAREHOUSZK ()
200

) BAYSQUAREDFFICE .

100 l
0

09.00

Enter the Company Name that you w:

h SEAGATE (V) 500
400
300
K
000 1

100 12200

7] EVENTS 1) OFFL

® 2023-09-26 00:00:00
Fovax Expa2023 Click here to continue

& Forer

® 2023-10-16 00:00:00

Gitex o

é o Lok

9 Dube Worid Trace Centre e o)
ey gg U3 af Bayea

® 2024-07-15 00:00:00 m
Interses 2024 @ e
& s oo A
=

Gim ool
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3. The system will prompt a confirmation message. After this you need to refresh the page or re-
logintomakethechangeseffective.

Personnel Device

Attendance

Access

System

Gurent Company: ZKDUBA

il REAL TIME GRAPH

200
800 21
700 6 New Joinee
600 3
500 Resign
400 2
300
200 R Devices
ol Ll |
0 Verification
09:00 1000 1100 1200 1300 1400 15 £00 17 0l 180 a - W 27
NewCompanyTest Created Successfully
[ EVENTS [™) DEVICE STATUS(1) 11 OFFLINE(Q) & TODAY'S BIRTH
7 s = Aldri:
o n
® 2023-09-26 00:00:00 o= s e .. o
Forex Expo 2023 Dubai i E3 L] b
& Forex
9 owic w2 % ol Rose
L o b, O
@ & Departrrer
® 2023-10-16 00:00:00 am
Gitex Ann
o @ Oon
e Lahbab :
rid Trace Centre oy i Project
Paim Jebel AN
St - Us o Bayas John
@ 2024-07-1500:00:00 @ 0 120
Intersec 2024 @ Al Ui dy Departma
& intersec Slanaall
o ) M.
Viorkd Trace Centre =) @ e g 3:3‘1"28

@3 OVERALL STAT

REAL TIME DATA

Employees

4. After refreshing the page, the company gets listed. So, this way you can handle multiple
companies with a single login. If you want to use the same Email Id for all your companies, then you
need to setup Email Settings in System for each of your companies separately.

= Biolim Personnel Device

h ZKouBAl (U)

41l REAL TIME GRAPH
) NEWCOMPANYTES, .

| WAREHOUSZK (1)
) BAYSQUAREOFFICE ..

M) SEAGATE (V)

Current Company: ZKDUBAI [ e

[™] DEVICE STATUS(1) (1) OFFLIN
- a
==
@ 2023-09-26 00:00:00 = (]
Forex Expo 2023 Dubai £ &3
& Forex w3 B AlAwoer
wpall
L P, @
@ 2023-10-16 00:00:00 = @n
f;nex N o
90 ol @ o
¥ Db Trade Centry -l
Al - Ua ol Bayaa
® 2024-07-15 00:00:00 -
Intersec 2024 = Al Uil
J
o5 certe ] " o

Attendance Access System

REAL TIME DATA

sam '§!
O empia2

1400 1500 1600 17.00 1

Page |
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5. Open the company page and go to Email settings.

Personnel Device Attendance Access System

Current Company: NEWCOMPANYTEST |

il REAL TIME GRAPH & ov

Click to open the Company Page

00000

[ DEVICE STATUS(0) DNLINE{0) OFFLINE(0) W o

Personnel Device Attendance Access System

& Email Settings

SMTP Server*
Port* 561 s
Email Account”

Password*

Email Address* o You can set your desired Email ID here. You can also
use the same Email ID for all your companies, use the

same setting as in your master company.
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D. Joinacompany(Asanassociate)

1. Sign up as a new user. Create a password (It should contain at least one number, one uppercase,
lowercase letter, and at least 8 or more characters.)

BioTime »)) HELLO!

Sign up for your account

= Enler Email 10

e Eniel your phone numibes
Create your Password
e Enter Password &
] ERMIEr youl passwind again ®©

signing up 1o BioTime Cloud, | agres to the Toars of Survice 8 Pivacy Poily
"

| would e to recesve ypdates on BIDTIme Ciouc, Events & Promos

SIGN UP

Aiready have an account? SIGN IN

Select the checkboxes

Folowuson ¥ € @ [

2. AfteryouclickSign Uponabove showninterface,a confirmation messageappearsasshown below.
Our system will send a verification mail to your mailbox. Please open your mailbox and activate
youraccount using theactivate buttonin the mail from BioTime.

VERIFICATION
We have sent an email 10 verify your account

SENT MAILAGAIN

2nt Successfuily!

on m the email

A verification mail is sent to the Email ID.
Check your mailbox for the mail from BioTime ‘R

Back v Lugin

FolowUson ¥ 1 @ @
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3. Belowisanexampleofverificationmail receivedinyourmailbox.

BioTime »))

Dear user,
Biotime Cloud

Chick bution to activate your account

Download App

Fod any enquiries, Goulis of sugnestions, contact our Customer SeniceSupport
bintmeck iRkt ecn com

Copyright © 3023 2K Teco Security LLC 2K Teca Cutsn Al nghls reserved

w O & O N !
(A A 4 i"”

4. After you click Activate Account, the below page appears in the browser displaying account is
activated. Click on Join in existing Company to proceed.

BioTime ») REGISTER YOUR COMPANY

Your Account Is activated successfully!
Please create or join a company

Account activation message

CREATE A NEW COMPANY

JOIN A COMPANY

Click here to continue

roiowson W ) @ M
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5. On the below interface, enter the company name that you want to join. Once you click Confirm, the
admin of the requested company will get notified through mail.

BioTime »)) HELLO!

Sign in to your account

51 Company Name .bictimecioud.com

Enter the Company name you A G

want to join
Don't have an account 2SIGN UF

Folowson ¥ 6 ©®@ [

6. The Admin of Demo1 Company will receive an email shown below:

BioTime »)

Dear user,
Biotime Cloud

User would like to add your company as associate.

Approve m

Download App

> éooéle Play

For any enquiries, doubts or suggestions, contact our Customer Service/Support at

biotimecioud@zkteco.com

Page |32 Copyright ©2024 ZKTECO CO., LTD. All rights reserved.
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7. After the admin approves your request, you will receive the below mail confirmation.

BioTime )

Dear user,
Biotime Cloud

Your request 1o Join Company is approved.

Download App

-

éougle Play

For any enquiries, doubts or suggestions, contact aur Customer Service/Support at
biotimecioud @zkieco.com

Copyright © 2024 ZKTeco Secuny LLC ZKTeco Dubai . All rights resarved

8. Re-loginathttps://zkdubai.biotimecloud.com/usingthesameemailidandrequestedcompanyname.

HELLO!

Sign in to your account

biotimecloud.com

L 2

member Password Forgol Password?

Folowuson ¥ 0 © [
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https://zkdubai.biotimecloud.com/

BioTime Cloud Admin Help User Manual

E. JoinasVendor(Reseller)

1. Signup asanew user.

BioTime ) HELLO!

Sign up for your account

= Entes Frst (D

< Enter your phone aumber

Create your Password
~ & Eftef Password @

- ENter your passwort sgain LA

By Signing up 10 BioTime Cloud, | agres o the Termy of Suivice B Pilvacy Polly

would We to recenve updated on BioTime Cioud. Events & Promos

SIGN UP

Areacy have an aceount? SIGN IN

Select the checkboxes

Folowuson ¥ 6 © @@

VERIFICATION
We have sent an email to verify your account

SENI"  MAIL AGAIN

A verification mail is sent to the Email ID.
Check your mailbox for the mail from BioTime Rt

Folowuson ¥ 0 @ [
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2. Belowisanexampleofverificationmail receivedinyourmailbox.

BioTime »)

Dear user,
Biotime Cloud

Click button to aclivate your account

Activata Account

3. After you click Activate Account, the below page appears in the browser displaying account is
activated.Clickon Create a Companyand entertherequired information.Onceyou finish sending
request, theadmin of therequested company will get notified through mail.

BioTime ») REGISTER YOUR COMPANY

Your Account is activated successfully!
Please create or join a company

CREATE A NEW COMPANY

Click Here
JOIN A COMPANY

Folowuson ¥ @ @ [@

BioTime ») HELLO!

Sign In to your account

Jbiotimecioud.com

VERIFY COMPANY
| Enter new company you want

to regiSte' asa vendor Don't have an account 7SIGN UP

rolowuson ¥ 0 © M
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4. For providing the below information, refer the example explained; suppose you are the owner of
company “demovendor1”andyouwantto join company “zkdubai” as their Vendor, thenin the below
interface”Entercompany name”field,you need to enter”demovendor1”.

BioTime ») HELLO!

Sign in to your account

demovendor1 ‘bictimecioud.com

VERIFY COMPANY

Enter new Company Name
that you want to register as a
_ vendor under “zkdubai”

Don't have an account 73iGN UP

FolowUson W 6 @ [@ ’

5. The Admin will get an Email request as shown below:

BioTime »)

Dear user,
Biotime Cloud

User would like to add your company as
vendor.

Vendor Company Name : zkdubai

Vendor Company Phone : 0412345678

Vendor Company Registration 123456789

ID:

Page| 27 Copyright ©2024 ZKTECO CO., LTD. All rights reserved.
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6. Once the Admin of the requested company (DemoCompany) approves the request, Vendor will get
an Email confirmation as shown below.

Drear user,
Biotime Cloud

Your request to Join Company zkdubai is approved.

Download App

Download on t

. é-c.)-c;éle Play ® App Store

7. Once after the request is approved, re-login at https://biotimecloud.com/login/ using the same email
id.

HELLO!

Sign in to your account

= Entes Email ID / Employee 1D

5] Exnler Company Name biotimecloud.corm

VERIFY COMPANY

Don't have an account 7SIGN UP

roiowuson W € @ M

BioTime »)) HELLO!

Sign in to your account

= Enter Email ID / Employee 1D J

g Company Name ‘dictimecioud.com
Enter your company name

VERIFY COMPANY

Don't have an account 751GN UH

Folowuson ¥ 0 @ @
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HELLO!
Sign in to your account

- | - ‘blotimecioud.com

Enter the password

[C)remamber Password

Fargot Password?

D7 A
Clickto login i

raowlson W € © [@

Bio Vendor Management  Subscription Management  Firmware Management Q
v Current Company: DEMOVENDOR Anshytcs Dashiowtd ek
SEAGATE + < <

Ll 121 DEVICES ) & usens = &5 EMPLOVEES _
WANEMOUSTX (U) O 2 0

SAVBOUAREDFFCE (U]

OATATRANS (V)
¥ oevice LocaTion @ ONUNE @ OFFLINE Q COMPANY LOCATION

POLOY (V)

NTHZ (V)

DEMOZXDS (1)

TXOUBAI ()

=" COMPANY REPORTS A5 LICENSE ANALYSIS
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8. The above shown interface is the default view. The Vendor dashboard contains a lot of information
e.g. Total no. of companies, Companies with Valid License, Total no. of Devices belonging to the
Vendors and other Companies, User Accounts, Mobile App, total no. of Employees, and so on. If you
want to view any specific details, then click on that particular button.

As you can see, this dashboard shows the statistical data of the company. These statistics is
important from business and revenue point of view. It summarizes the company data and output it
in graphical form.

On a single interface, it can display different statistics:
1. All Vendor Company statistics.
2. Individual Vendor Company statistics.

3. Your own company data analytics.

Vendor Management  Subscription Management  Firmware Management Q -

s Current Company: ZKDUBAI Anaiytics Dashboard ‘ Current Company
SEAGATE 4 + ¢
- Bl ALL comPaNIES = 181 PAID COMPANIES L [ MOBILE APP =
WAREHOUSZK ()
25 Il o I o |
+ 4 ¥
[8] DEVICES = & users = [E5] EMPLOVEES L
POLOY (V)
5 | 2 | 502 |
LAITHZ (V)
DEMOZKEXE (1)
Al DEVICE LOCATION © ONLINE @ OFFLINE @ COMPANY LOCATION

NEWCOMPANYTEST ()

Vendor Management  Subscription Management  Firmware Management

p

Current Company: ZKDUBAI Araiytics Dashboard

[«

ALL COMPANIES {81 PAID COMPANIES

25 Il o |

Click here to view your own
company

4 4 4
(5] DEVICES = & users S [E= EMPLOVEES =
Ul DEVICE LOCATION ® ONUNE @ OFFLINE @ COMPANY LOCATION
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After you click “Current Company”, the selected company data is displayed as shown above.

Bio! Vendor Management  Subscription Management  Firmware Management Q

Backend Management

ZXDURAL(Y) Current Company: ZKDUBAI Analvtics Dashboard
SEAGATE ¥, ¥ v
3 [5] DEVICES = 3% USERs = EMPLOVEES =k
— 4 21 135
'BAYSQUAREOFFICE (U) I
DATATRANS (V)
i} DEVICE LOCATION @ ONLINE @ OFFLINE @ COMPANY LOCATION

POLOY (V)

LAITHZ (V)

DEMOZKDXE (U)

NEWCOMPANYTEST (U)

VENDORT ()

DEMOVENDOR1 (V)

l&~ COMPANY REPORTS @ LICENSE ANALYSIS

Bio: Vendor Management  Subscription Management  Firmware Management Q

Backend Managemect

DEMOVENDORL(N) Current Company: DEMOVENDOR1 Analytics Dashboard

SEAGATE (V) \b

BB DevieEs: W vsehs Click to switch back to all
p s companies Data View

0 2
BAYSQUAREOFFICE (U)
DATATRANS (V)

il DEVICE LOCATION © ONLINE @ OFFLINE @ COMPANY LOCATION

POLOY (V)

LAITHZ (V)

DEMOZKDXE (U)

ZKDUBA! ()

NEWCOMPANYTEST (U)

'VENDOR1 (V)

l## COMPANY REPORTS @ LICENSE ANALYSIS
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Vendor Management  Subscription Management  Firmware Management

DEMOVENORTN) Current Company: DEMOVENDOR1 Analytics Dashboar

SEAGATE ¥, ¥, ¥,
b [5] DEVICES = 3% USERS = [E EMPLOVEES L
WAREHOUSZK (1) Click on company name to view
their details 2 0
BAYSQUAREOFFICE (U)
DATATRANS (V)
.I DEVICE LOCATION @ ONLINE @ OFFLINE Q COMPANY LOCATION

POLOY (V)

LAITHZ (V)

DEMOZKDXE (U)

ZKDUBA! ()

NEWCOMPANYTEST (U)

VENDOR1 (U)

|7 COMPANY REPORTS € LICENSE ANALYSIS
Bio’ Vendor Management  Subscription Management  Firmware Management Q v I
Backend Manage
i
Ll
DEMOVENBORT () Current Company: DEMOVENDOR1 Analytics Dashboard
SEAGATE 2 + v
L [5] DEVICES = 3% USERS = [5) EMPLOYEES L
'WAREHOUSZK (1) o 2 0
'BAYSQUAREOFFICE (U)
DATATRANS (V)
.l DEVICE LOCATION @ ONLINE @ OFFLINE 9 COMPANY LOCATION

POLOY (V)

LAITHZ (V)

DEMOZKDXE (U)

ZKDUBA! ()

NEWCOMPANYTEST (U)

VENDOR1 (U)

Kegboard chorteute. | Mep data 9202 | Terme.

l#” COMPANY REPORTS @ LICENSE ANALYSIS

Click to view, list Click to view list: Click to view; the.
off the. companies, ofi the companies with list of mobile app
paid license

[«

4
[ AL companies = PAID COMPANIES [ MoBILE APP

25 I o 1o |
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Company List

Company Country iy ewpirstion_date | dd/mmfypy O Q
Company Country  Provinee City Company Phone  Company Address. Total User  Total Employes  Total Devies Total App  Vendi
Asa UAE Mot et Motset  Notset Diefault 2 E 1 o hss
Baysquareaffics  LIAE ot set Notset  Notset Diefault H 1 o o ha
Bemmyeompany  UAE Notser Motser Norset Defaut 2 ] (¢ i e
Cef UAE Mot et Notset Mot sel Diefault b o o o Mo
Datatrans uaE Notset Notset  Notset Default 5 o i} o Mo
Demosiie’ UAE Not et Notset Kot set Default z o ] 1} )
Demavendar]  UAE Nt st Natsst  Nobset Default H o (1 o ha
Demozkelsh Asgmadl | pabolldibis . bl Notset sl 14028 bl ok L T4E28 ol Il ok sl | 2 1% z g Ves
Egrar UAE Rt zer Notset Not set Default z a 1 0 tio
Eayed usf Mot st Notset  Notset Diefalt H i o il tia
e | .
Total 25 | Next

Paid Company List

Sorry. No Record Found!

To=l 0
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F. Company view

Once you have created your accountin BioTime, you can join any existing company as an Associate, or you
can join as a Vendor (Reseller). Below is an example of different companies view.

Personnel Device Artendance

= Big’

Hy ZEDUBAL L

= REALTINE DTA

o2

B ROATORMPANYTES
B WAREHOUEZC (1)
‘ L

lj SERGATE (V)

After the Admin approves the
request, the company names
will be reflected here

@& CVERALL STATI

fmployees

pal

9 e donee
3

Resig
4

;‘-.ir..-".

Vertfication

27

" EVENTS ™1 DEVICE STATUS(1| 1) OFFLINE(D) Al TODAY'S BIRTH
mn s Al
n
@ 2023-09-26 00:00:00 i = - ] . gl
Farax Expo 2013 Dubial mmy W 5
& fos
p bt w2l B aawes Rose
oy y &
@ 2023-10-1600:00:00 m % . i Deparimy
™ Ann
m om
” | - e o Fromct
Lsae @ T i
® 2024-07-1500:00:00 - e B 120
Intersec 2024 m ALk oy Departnien
& s el
T - m W Mg B o2

’ 2 h
et

J 19
Late Anlva:

J 0

' Early Leave
0

fin Leave

o

1. Alisanew company created using the Email ID bio****@zkteco.com.

2. TheadminhasrequestedtojoinTestcompany,asan Associate through”JoinaCompany”option.

Page |
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G. Technical Support

For any queries related to our Cloud System (BioTime) contact us on below details.

CONTACT LS

Sales Technical Suppert

Y N 871 43927648 :"'_ N\ -a71 43927649
Xe) )

Compainy nanik: ZKTECO SECURITY LLC

o] blotivedoud @7k1eco.com

RO, Box 4323
Sty UAE
ek i Office 502, Bay Square Buiding 1,
Al Acayel St Business Bay, Dubai
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Visualizing AllinOnePlace

Our Bio Time integrates all the jobs in a single platform, which updates the data and delivers the output
whenever required. It is a user-friendly software that helps you to maintain the records and also monitors
the actions of the users.

It even aids in broadcasting to employees about any important Organizational notifications and even eases
the employees to contact the Organization during an emergency situation. This benefits in taking
preventative measures and rescues employees from troublesome issues. And also, by handling this kind of
precautionary action makes employees feel secured which stabilizes the employees' performance and
hastens your product deliverables.

Overall, this improves your Organization standard and facilitates in performance and growth of your
Management.

Key Features of BioTime Cloud:

Systematization of the Organization
Synchronization of Device records

Centrally controlled Employee Network System
Easy Access to Employee Information

Quick and Detailed Information Extraction
Extensive estimates of Attendance

An automatically generated pay system
Enhanced Time and Performance
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2. Subscription
For getting the price quote, please contact us by clicking the button.

Bio ‘ersonnel Device Attendance Access Systemn 1 & Sulripun Weicome

Current Compary: ZKTECODUBA| L=t 2 S ey e

Hi ZKTECTOUBAL 1)

Ll AFAl TIMF GRAPH = RFal TIMFRRTE & OVFRRII STATISTICS

00 Empivyees Fig
o 46 13
0 9 New Jares @ Ab
oo a7 dua
0 27
00
FResior Lat
an
0 0
wr s Uevicas Lar
i 2 0
0 veneatian s
LT T U R = ST T TR (IR U T T TR E T T 1) 36 2

CONTACT LS

Sales Technical Support

(R,) <o71assresn q‘. 87143027649

ZKTECO SECURITY LLC
biatimeclovd@zdeco com
4323

UAE

Office 502, Bay Square Bllulﬂing 1
Al Azayel 51, Business Bay, Dubai

3. Our Application View via Distinct Positions

Viewing our BioTime Cloud in distinct Positions eases to have a clear view of our different modules and
interfaces, which makes it easy to understand the basic and in-depth settings of your Organization in our
Software.

These Positions delimit Users' interface activity with login authentication that enables them to view from
each Position.

Admin will hold all the Groups and Roles, whereas each user can hold any number of specified roles based
on their designation which can be set only by the admin of the respective organization in Bio Time.
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3.1 Admin
An Administrator is an individual who plays a vital role in coordinating and controlling the workings
of an organization or Enterprise. An Admin handles the operations of the Company and monitors all
the Organizational activities. An administrator plans and organizes the system workflow and
responsible for setting up the business goals.

The Administration department is liable in standardizing and making changes to the Company
policies which is to be adhered to by all in the Organization.

Not just the HR department but sometimes the department of administration is too prominent in the
process of hiring and screening.

Primary highlights of the Role of an Admin our BioTime:

Plans and sets up the Organization
Setting up the Policies and Global Rules
Maintaining Employee Records
Managing Logs and Reports

Grouping Employees and Roles

Adding components in Payslip and more

Administrative Management
An Admin account is a User ID with excessive privileges which is responsible in managing our Bio Time.
It is a Superuser account which is accountable in all the Organization activities.
Key outlines of an Admin profile in our BioTime:
Managing your Organizations’ User permissions

Handles in User Access and Information
Managing the Services, and more

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

4.1 Getting Started

System Management defines the process in which the software and other devices interact with each
other based on system settings. The System Management module is designed to manage multiple users,
user groups, databases, and other system-related parameters. With its advanced framework, the
configuration of system parameters is made simple. You can view all the system logs with associated
details that enable efficient management. You can also backup the system data that ensures data
security and data availability at any time.

- Users and Group Management

- Database backup and migration

- Data Integration

- Middleware to establish communication
- Log Management

- User Authentication

System Management

\

Advantage of System Management

« Consistent user management

e Back-up options to prevent data loss

o Displays all the transaction logs

e Auto-export the data

e Configuration of Email, SMS, WhatsApp, and Alert settings
» System log details in a single interface.

o Alerts for exceptions
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l Adding User

The setting tab will not be visible in any other normal employee's account. This superuser will be able to
assign new users (such as company management personnel, registrars, and more.) for the employees
inside the company and configure corresponding user roles. For specific operations, please refer User
Management.

4,1 Setting up the System Parameters

You can set up the system parameters through the System Configuration. It manages the specifications of
the given software and its associated processes. In Bio Time, you can manage and configure various
parameters such as Company, Reports, WhatsApp, SMS, Email, and more.

Company Settings

The Company Settings allows you to add and configure Company Name and Logo. This logo can be used in
exported reports.

Company Logo: Use the below section to upload the company logo.
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Company Details in Report
Company Logo Click to upload logo Logo Display Left

Company Name Center

Company Name ZKTeco Security Display

Make sure the logo is of below mentioned size.

@ Company Logo Review

Logo Display: Select the display position of the logo. It can be aligned to Left/Centre/Right.
Company Name: Enter the company name.

Company Name Display: Select the display position of the company name. It can be aligned to
Left/Centre/Right

In the company information section, input the details as required.

Email Signature: Here you can set the email signature of the Admin. Any email correspondence from the
Admin will contain this email signature.

= Email Signature

Regards HR/Admin Department Option 1 ZKTeco Option 2 Dubai

Dear Employee Name "
Employee 1D 1
There are some atiendance exception

START DATE 2019-12-20
END DATE 2019-12-20
LATE 0
EARLY LEAVE 0

ABSENT 1

HR Department
ZKTeco
Bangalore

Click Submit after entering all the desired details.
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PDF Report Settings

PDF Report Settings allows you to set the report style settings. You can generate PDF reports such as
Transaction Reports, Attendance Summary Reports, Scheduling Reports, Employee Details, Device Details,
Payroll Structure, Increment/Deductions and so on. The major advantage of exporting the reports as PDF is,
you can configure the page size and report components as per your requirements.

Personnel Device Attendance Access System

PDF Repaort Settings

= PDF Report Export Siyle Settings

Page Size A4

Orientation  Landscape Select the desired value

Footer Left  Page/Total Page
Integration

e : Footer Right | Blank
& Configuration 9 =

Report style - Ciassic

PageSize:Select the page size according to your requirements. The Autooption generates the report with
size which fits the columns. You can also set other page sizes such as A0, A1, A2, A3, Ad etc.

PDF Report Export Style Settings

Page Size A4

Orientation Auto
AD
A
A7
AL
BO
B1
B2
B3

B4
| seon [

Footer Left

Report style
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Orientation: Select the page orientation. It can be a portrait or landscape.
Footer Left: Select the content which is to be displayed on the left side of the footer. It can be
(Page/Total page) / Username/ Date/ Username+Date.

Orientation Landscape

Footer Left | Page/Total Page

Blank

Page/Total Page

Lsermame

Footer Right

Report style
Date

Username+Date

FooterRight:Itis the same as Footer Left.

Report style: select the report style.

Report style | Classic

Blank

Click Submit aftersettingPDFreportformats.
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WhatsApp Settings

You must have at least one APl key. Enter the API Key to configure WhatsApp. An APl interface key isaunique
identifier used to authenticate a user to an API. Through this API, you can send and receive WhatsApp
messages programmatically via the application.

Personnel Device Attendance Access System

o =[]

& Authentication = @ WhatsApp Settings

Group

APl Key®

Enter AP| key

SMS Settings

SMS Settings allows you to configure the SMS services.

Biol ” Personnel Device Attendance Access System

 Smis Settings

AF1 Key™

Sender

Provider = Text Local
Integration

Configuration

Enter the details

Company Settings
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APIKey: You must have at least one API key. Enter the API key to enable the SMS Service. The SMS API allows
you to send and receive short messages through the SMS gateway.

Sender: Enter the sender's name of SMS. Provider: It refers to the Service Provider. Click Confirm after
entering the details.

Email Settings

Email settings are used to trigger an email alert if there is an exception.

Persannel Device Attendance Access System

v a = [T

Authentication - = Email Settings

Group SMTP Serwer*

user iR

Port B ssi
D log
Email Account™ OO 0000 A OTIAIN 1T e, O
Imtegration
Password®
Configuration
Email Address®

Company Settings

Enter the details

SMTP Server: Enter the Email sending Server's address.
Port: Enter the Port number of the email sending server.

Email Account: In case if you have an Email ID linked to your domain name, then enter the email

account here.

Password: Enter the one-time random authorization password from the mailbox provider.

Email Address: Enter the Email address.

-

— Notes: 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
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smtp.mail.yahoo.com.
Temperature Detection and Mask Detection Settings

The Temperature and Mask Detection Settings are used to configure the temperature and mask
detection parameters which will be used to measure the body temperature when an employee is making
the attendance punch and it is also helpful to detect whether the employee is wearing the mask or not.

Personnel Device

TD/MD Settings

Authentication B Temperaturs Detection

Attendance Access System

Temperature Unit  (®) °C T

e — See the high
High Temperature Setting  “Cimin) - Cimazx) ]
temperature and
Warning Temperature *Cimin) = | *Cimax) ] warning
Setting temperature

B Mask Detection Setting

Mask Detectlon OFF

Toggle to enable mask
detection

e  Selectthe Temperature Unit as Celsius or Fahrenheit.
e Enable the High Temperature Limit and Warning Temperature Limit by clicking on the button.
e Set the High Temperature value and Warning temperature value. You can also specify the

color for these values by clicking *= .
e Toggle the Mask Detection button to enable Mask detection.
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FTP Settings

FTP/SFTP is used to transferring your files to a server and enhanced security features and is generally
preferred over FTP, especially for sensitive data transfers.

Personnel Device Attendance Access Systemn
Ft x
1
- EPS"-' Fllters -
AT fecar ir
asal peee
[ Host Address & Port Numbir
Add X

Host Address™.

Port Number*
Ftp Method*;  FTP

Username*:

Password

Enter the details

Alert Settings

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.

Personnel Device Attendance Access System "f. Welcome

= [ ]

L Aftendance Afert Settings 1
Wnen number of late times. Enter the details
When number of early leave exceeds' 0 times
Wihen number of absent exceeds? 0 times
Sending Frequency’ | po Day* | Select Time! Sending Day Last Alert Time

2\ Password Change Alert Settings

B Admin Password Change Notification

Jevice Offlifie Notifization femall will be sent 10 superuser and area User In about § minutes after the device Is offing)

prave Alert Settings

g B WS Alert B WhatsApp Alert Mo Mask Alert Abnarmal Temperature Alert
L Auto Caleulation

® Enable/Disable Auto Cal Time: [06:00 AM @

Attendance Alert Settings

Here, the alert can be set for late check-in, early check-out and absent. You must set the value for each
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exception. For example, let the values for Late, Early-Leave and Absent are set as 4,5,6, respectively.
When the late count of an employee exceeds 1 time, an alert will be sent to the corresponding

employee.
When an employee leaves early more than 2 times, an alert will be sent to the corresponding
employee.
When an employee is absent for more than 3 days, an alert will be sent to the corresponding
employee.

Sending Frequency: Set the repetition interval for alerts. It can be set to Daily/Weekly/Monthly.
Day: Set the day on which the alert should be sent when the frequency is set to Monthly.

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.

Last Alert Time: It displays the sent time of the last alert.

Approve Alert Settings

Set the mode of alerts. The mode can be SMS/Email/WhatsApp.
Click Submit after entering the details.

— Notes: You can also send an alert if the device is offline or the Admin's password is changed.

Bookmarks

Bookmarks are filtered results to simplify the search operation and they can be used for future
references. All the module interface has bookmark options as shown below, once you save, it is reflected
here.

Below is an example of adding a bookmark by filtering User in Log page in System Module.
Open the Log page and then go to filter, enable the toggle button, and then click on the desired
User(s). Apply the condition for the filter as shown in the image below:
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Personnel Device Attendance Access

System

Bookmarks
& Bookmarks = Filters =
& 1 User
T Action At
Action
T IP Address F
¥ Action T back.com penesn
Action Time Aok
kdub.com Pl
T Action Cateqory
macklyn.aaditva@dropedforcom
T Status Lo User
lcon@dropediorcom -
T Descriptior : £l
R vjcnp gl matawa3blz@sparkroi.com . Leave
5.195.204.199 leyelo5752 @sparkrol.com Log User
5195204199 jonassamb20@ gmail.com
5.195.204.199 1078 zkdubal@zkdub.com ogin User
5.195.204.199 % User
5.195.204.199 L 1 User
= marty@zk.com = :
5.195.204.199 o[} User
5.195.204.199 User
5.195.204.199 3. Select the desired User
5195204199 Y user User
5.195.204.199 User

L 10C 214 1940

Personnel Device Attendance Access System

Bookmarks Lag

Authentication B Bookmarks - Filters o-

‘_' T User
T Action

4. Click here to apply filters

P Adddress
nisod42128@msback.com

B zhdubal@zkdub.com

Action Time

macklyn.aaditya@dropedforcom

Status -

cecil.falcon@ drope dforcom
Description £

~ ~ F mafawa3b02@sparkroi.com

T
T
T Action Category
=
T

teyeln5752@ sparkrol.com Login
Jjonassam620@gmail.com Logout
1078 _zkdubai@zkdub.com Login
* Lagin
marTy@zk.com 0o
s Logout
alex@zk.com
Login

229047 1940@ gg.com
1230339 _zkdubai@zkdub.com Login
123456 _zkdubai@zkdub.com Login
123 zkdubal@zkdub.com
T —_— Login
20240770 1 537 Looout

+ Then click Bookmarks and select New Bookmark as shown below:
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= BioT ime ) Personnel Device Attendance Access System

1. Go to Bookmark

No Bookmarks

Action Time Action

2024-02-27 11:02:32 Aeceso
T T Acceso

3. input the desired

name for the bookmark

2024-02-23 15:54:01

2024-02-23

New Bookmark

i . LI 1s Shared
shilpa
Logeout
Login
Login
Add
Login

Logout
Login
Login
L.ogin
Logeout
Login
Login
Logout
Login
Login

Logout

» Enter the Bookmark name and click Save Bookmark.
o Saved Bookmarks appears as shown below.
& Bookmarks~ Filters =

A Bookmark1

+ New Bookmark i b
ey | [ Is Shared
shilpa .
shilpa

Delete a Bookmarks shilpa S et
shilna 1764474 747

For deleting the Bookmarks, you need to navigate to System — Configuration — Bookmarks.

Perform the following steps to delete a bookmark:

Personnel Device Attendance Access System Welcome shilpa o~

Guide

& Baokmarks~

Filters -

Click either to delete

Delete

Title Usgr Content Type Filters

EBookmark] shilpa Log "User is shilpa "1"1",'_p1_user_id_in%3D71a01fcd-57af-1 1ee-beb4-0a58adfeact2”,"%58%22shilpa%22565D"] ® 2024-02-27 15:54:38 W

Select the Bookmark(s) to be deleted
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. Select the bookmark to be deleted and click Delete or the deleteicon ]ﬁ[ of the corresponding
bookmark.
. On the appearing pop-up, click Confirm to delete the bookmark.

4,2 System Configurations

Company Settings

¢ Under Company settings, we are configuring all root details about the Organization.

*  Fill in your basic organization details to get started. Go to System — Configuration —
Company Settings.

*  You can enter your Company's Name and upload your Company Logo. Logo and Company
name display in reports can also be set. Click Submit to save the settings.

Personnel  Device  Attendance  Access  System

XL
:

[ Company Lago Review

Enter the details

Click 10 upload loge

2 Company Informat
Phone +97143927649 Country  United Arab Province/State  Dubal
cy Duba AHEIESS 571G - Business Bay - Bay Square - Dubai - Uniteg Arab Emirates
Lalitude  25.1846836 Longltude 55.2788350959%339
= Em: it

Option 1 ZKTeco Option2| Dubai

How to set up an Account

The User Management option allows you to manage multiple users. You can also assign user roles and
set privileges to the users.

Personnel Device Attendance Access System

@ Rookmarks - Fillers =

Delete Invite Liser Change Password
Usemame Fitst Name  Last Mame  Email Group Name

1078 dedubal@ skdub corn

£ Configuration
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Username” 1078 _zkdubai@zkdub.com

Update the details

Basic Details
First Name Last Name
Emall 1078 zkdubai@zkdub.com
Permissions
Enable Superuser
Vendor
Authorized Department Authorized Area
Authorized Position

Groups  ———-—

Date of Jaining Last Login

The columns are explained as follows:

Username: This name will be displayed at the top right corner of all the module interface.

This is the username

First Name, LastName, Email: The Nameand Email ID of the user.
Superuser: Whether the user is Superuser or not.

If the checkboxis selected, the user becomes a Superuser and there is no need to assign permissions. If it is
not selected, the user will be a normal user with specified access permissions.
Vendor:Whether the useris Vendor or not.

Authorized Dept: If Department(s) is selected, then the User can access data of only that
Department(s).

Authorized Area:If Area(s) is selected, then the User can access data of only that Area(s).

Date of Joining: The Date on which the user account is created.

Last Login: It displays the latest login of this user. Click Confirm after entering the required details.

Delete a user
Perform thefollowing stepstodelete a user:
» Intheuser'slist, select the user to be deleted and click Delete.

o Ontheappearing pop-up, click Confirmto delete the user.
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Frompt 0

Select
Are wou sure you want to delete the selected 1
item?

Conﬁal i:o
delete

Conllim Cancei

Invite a user
Perform thefollowing stepstodeletea user:
« Intheuser'slist, select the user to be invite and click invite user.

» On the appearing pop-up, enter the username and password and click Confirm to invite the

user.
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Personnel Device Attendance

Lisemame FirstName  LastName  Emall
[T . R PV THT I S TP PR :

Invite Lser 4
= Enter the desired
Lisername * ;
= details
B il | M
i =
__ Motice: E =
B We will send email to user fo £ accoun ==
=i ancel =
i
- —— e i
— - == -
- e b
B JANE 0
r
= Marty I
- = - FaREd B L I R r —

Login to BioTime Cloud
RefertoLogin sectionto knowhowtologin.

How to Reset your Password
You can change the password by performing the following steps:
In the user's list, select the user to change the password.
A prompt appears as shown in the image below:

Attendance

Bio Personnel Device

W Authentication .EBD._U_kmﬂI'kS' mev

Thetete It = . Cha .IE.. l‘El' 1

| Userpame FistName last Mame  Email
H. 1fra ket bual i wbedi by Fana . b 1078 _zkdubaifzke
i Prompt X 121 _zedobali@mzkdl
[ 1220403 zkdubal@
SEIECt 1 r_'l Ars you sure, you want 1o Change Password for Ccnﬁrm 'l'Q

N the selected Ussrname? change pBSSWOI'd i

Y g aia lsia s 4T
1 e 22004719408 0.0
3‘ | Confirn MR — E_zkl:hhai@ztdﬁb,
| slexgzOm T hlex U alexi@zk.com

Click Confirm to change the password.
In the appearing window, enter the old password, new password and confirm it.
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Change Password >

Old Password*
New Password*

Confirm Password?*

® (lick Confirm after entering the password details. Alternatively, you can also follow below

steps to change password.

Personnel Device Atterwdance Arcess System Wit shilp

Creating User Groups
The Superuser assigns different user levels to different users. To avoid assigning one by one, the Superuser
can create a user group and set roles with specific levels of access to other users.

Add a User Group

Perform the following steps to add a new user group:

® (lick Add to add a new user group.

® A window appears as shown in the image below:

[
i &
<

(7 2

VVVvVVVVVYVY|
DCoCcooooDDW
GEGeROO0
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Name: Enter the name of the group.

Permission: Under each module, select the permissions to the user by selecting the corresponding
checkboxes. Only the corresponding user can use the selected options. If you want to select all the options,
select the Master checkbox.

Click Confirm after setting the permissions.

Edit User Group
Perform the following steps to edit a user group:

In the user groups list, select the group to be edited and click edit icon.
Edit the required details in the user group and click Confirm.

Delete User Group
Perform the following steps to delete a user group:

In the user groups list, select the group to be deleted and click Delete.
On the appearing pop-up, click Confirm to delete the selected user group.

Our Dashboard
Our dashboard helps in facilitating the display of your Organization's essential data metrics and statistics of
the workforce.

We have two types of Dashboards; one is for Company Dashboard and another one is Vendor dashboard.
Below we will discuss Company dashboard, to know about Vendor dashboard click here.

It presents real-time information like performance, attendance, schedules, overtime, early leave, late arrival,
or other Organizational data instinctively and you can get the report of each metric directly from the
dashboard.

Attendance Dashboard

.......

Click here 1o switch

to-other companies :I = ] @z
Click here to switch 1o e
”
[ pandemic dashboard @ 19
.
[ , : P O
SERRRRRRR : 0:
i ™ ol
Statistical attendance data
LGS TH0ATS BRIIEAY
& mn - i
& 023007 00.00-00 o i — m am | Bieand
Forex Expo 2073 T e &~ oo
o i o - o R
-y o ® g o
& 23-10-18 6%00-08 = ¢ -
itax. yam - -
5 - S 0.
Ao = . o
Bt wlg SN &
[ = e v [ e
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The Dashboard displays the following details:
Over all Statistics

¢ Total number of employees

¢ Number of attendance verifications on that particular day

¢ Total number of devices configured for attendance calculation and access control
* Number of Employees absent on that particular day

* Number of Employees present on that particular day

¢ Number of Employees who are absent on that particular day

¢ Number of Employees who left early on that particular day

@5 OVERALL STATISTICS

Employees Present
O3 :

New Joinee OB Absent
@ 3 ) 1

Resign Late Arrival
O: :

Devices Early Leave
® ] :

Verification On Leave
0 27 0

Device Status

The real-time chart depicts the device status for the current day along with location.

[™} DEVICE STATUS(1) ONLINE(1) OFFLINE(0)
] Das] L=
Em
S vas
Dubai
(EVRE =~ § EE  AlAweer
065 | e gzl
4 | D67
E66
/ . : Ed4
D em @ Lahbab
f:i;"jff,ﬁi” | [Dsa| ‘Ud &l Bayda'
Al Lisaili
bl
jLes] S MMargham
/ E311 A0
GO- gje Keyboard shortcuts  Map data £2024 Google Terms
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Real-Time Data

This illustrates the real-time attendance data of the employee namely Attendance punch state, Time and
Verification photo.

= REAL TIME DATA

sam §!

D Emp d:2

@ ‘SpeedFace-V5L{F]
i 26th July 2023
© Check Iz 10:15:43

sam P!
B emploz
9 SpeedFaceVSL{F]
£ 26th July 2023
O Chech In; 10:19:30

Anna
H B empixin

P SpeadFace VSL[F]
E= 26th July 2023
© Check In: 10:15:23

Real-Time Monitor

The real-time monitor interprets the attendance details time wise. Place the cursor at any place on the
graph to view the attendance statistics at that point of time.

liil REAL TIME GRAPH

900
800
700
600
500
40
30

. | !

10
0900 10:00 11:00 12:00 13:00 14:00 1500 16:00 17:00 18:00

= NN — I -~ |

Birthdays

This column displays the list of employees who are celebrating their birthdays on that day.

AL TODAY'S BIRTHDAY

Aldrin
% D

i Department
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Events

The Events feature displays the event/program organized in that company.

£ EVENTS

@ 2023-09-26 00:00:00
Forex Expo 2023
& Forex
§ pwtC

Temperature/Mask Detection Dashboard

Current Company: ZKTECODUBA| [

|sdd REAL TIME ORAPH = AFALTIME DATA W% OVERALL STATISTICS

] s [ St SIMOUNETTEIR)
\ D ewiaoe
/ \, U oMmoenics
- o
rinewn
‘ey SOWMYAIR) 22
0 emaog) Total Emplorees
T 9 DI
- e

A SNBAR

) B ensansice -
= 9 pmocncy @ rome @ravum vy @HOT
wwn ) 1) 1% & NONT,

() DEPARTMENT STATISTICS

High warming Nomal No Masx

Temperature

0 22 22

0 0.0n 0 100.0% 100.0

Over All Statistics

The Overall Statistics displays the temperature detection data of all the employees in the company. It also
displays whether the employee has worn the mask or not.

@5 OVERALL STATISTICS

22

Total Employees

@ Normal (@ No Mask Warning @@ High
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The interface classifies the detected temperature of employees into 3 categories namely,

e Normal Temperature range
e Warning Temperature range
e High Temperature range

¢ No Maskrange

This helps in quick overview of the temperature detection on each day.

Real-Time Data

The real-time data displays the attendance and temperature data of the employees.

REAL TIME DATA

(@

SIMOUNETTEN
3 Emp ld:00006

Q DXBOFFICE

@ NONE

Unknown

©

Department Statistics

Department Statistics displays the temperature and mask status of employees in the concerned
department.

() DEPARTMENT STATISTICS

‘Warning Memmal No Mask

0 22 22

0 0.0% 100.0%

High
Temperatine

Some common functions used in all the modules

A
& Boskmatks=  Fihers -
m Personalize
i T -
i

P A D moe =

&
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Bookmarks

This function bookmarks the filtered columns.

At first, a filter needs to be applied using the provided filter options, and then on the Bookmark
function, click New Bookmark, provide the new Bookmark name, and then click Save, to bookmark
the filtered columns. For more info on Bookmarks click here.

Filters

This function filters and displays only the required columns by selecting the required options provided
on the Filter function.

Fit
This function aligns and displays the columns based on the provided options.
Best Fit shrinks all the column's width as much as possible, and Best Fit with Scale aligns the column
based on the scale.

Expand
This function expands the display of the columns based on the provided options.
Full Frame expands the column only within the frame interface and Full Screen expands the whole
interface with the size of the monitor

History
This function displays the history of all the activities done by the Administrator.

Columns
This function allows selecting the preferred columns that need to be exported, as well as displays only
the selected column on the interface

Export

This function exports the selected columns, and the output format can be selected from the provided
options (PDF, Excel, CSV and TXT).

PDF: You can export only the current page or the entire report data. You can also set the export style
namely Default/Employee-wise/Department-wise/Date-wise. If the page-wise checkbox is selected,
then the report will be generated as individual pages for the selected export style.

PDF Export X

Export Scope: Current Page All Data

Page Size Default

Orientation Default

Cancel
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The advantage of the PDF format is that you can define the page size according to your
requirements. You can also set the page orientation as Default/Portrait/landscape. The default

parameters are taken from PDF settings. Click here for further details.

Excel: You can export only the current page or the entire report data. You can also set the export style
namely Default/Employee-wise/Department-wise/Date-wise. If the page-wise checkbox is selected,
then the report will be generated as individual pages for the selected export style.

Excel Export X

Export Scope: E.‘ Current Page All Data

Cancel

CSV/TXT: You can export only the current page or the entire report data.
CSV Export ®

Export Scope: (@) Current Page All Data

Gy

This setup greatly helps when you need to change the layout only at that instant.

Restore Layout
e This function restores the data to the default.

Personalize

» This function changes the view of the display column on the interface, based on the below three
options.

/ -‘. g “T- ”
() Highllght identifler

Show zebra stripes

O Shiow line division

& ™

It will highlight the hyperlink clickable J 3 : 8

Add Lelete Import
Redgned Count

Dlepartment Id

Sales Adminstration Management
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Add Delete Import Personnel Transfer

Department |d
Ce

Fin

tment

ance Center

Department Name

S 2 M =

@) Hiohlight identitier =

&:} Show zebra stripes

Parent

ol

ardware Specialist

IT Service Center
Display the row in alternative gray shades Marketing

Management

Administration

{} Show line division
I 9]

D
}
0

Adil Delete Impaort Personnel Transfer F SO m e =
Department Id Department Name = Parent Highlight identifier g
1 Department . .

- - ~ Show zebra stripes
10 Finance Center

11 Hardware Specialist @ Show line division

L
17 IT Service Center 1 1]
13 Marketing i 0
- - - b - Manaoemen

4 Displays Harizontal &Vertical divider lines Management 9 Q

15 Administration 0 0

16 Human Resaurces 0 0
43 e n

-

this change on the exported sheet.
Edit

.
Delete

Column Arrangement

order of their numerical value.

Note: The Preferences function changes the view of the columns only on the interface and does not reflect

This function enables to revise the created data on the Software.

This function allows you to erase or remove the existing data on the Software.

This function arranges the columns ether according to their position in the alphabets from Ato Z orin

Integrating our Software and the Device
Our Device module manages with the implementation and maintenance process of the Biometric Devices,
which facilitates the proper tracking of the Employee attendance and transaction details. To know how to

add device click here.

It eases the configuration of the Biometric Devices by ensuring the consistency between the physical and

the logical assets.

It administrates the setup of mobile applications, Device instructions, Employee announcements,
capturing and uploading of Employee data, maintenance of logs, attendance, and the transaction details

among the Devices.
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Security
Configuration

Access
Contro!

Notifications
management

Features of the Device module

e Centralized Device Management

¢ Mobile Workforce Management

e Work Code Management

» Device Data synchronicity

e Customized Announcements for individual or all Employees
o Security and Threat Detection

e Tracking down of Anomalies

BioTime 5 Personnel Device Attendance Access System

* o =[]

& Device Management & B Bookmarks =

Click Here

Filters =

Add Delete Add New Area Clear Commands Clear Data Data Transfer Device Menu
Serial Mumber = Devica Mame =  Area = Area Code  Device IP Status  Last Activity
Auto add Intersec 2024 9 -] 2024-01-26 11:34:3C
Auto add Not Autharized 1 ' 2024-02-26 18:51:25
[ M2 Intarsec 2024 3 I -] 2024-01-11 09:26:45
V3L Intersec 2024 9 @ 2024-01-18 13:53:06

Device Management

Our Device Management of simplifies you to mount and manage the Biometric Devices in your organization
with necessary configurations to track and maintain the Time and Attendance data of your Employees.

On the Device Management, you can set instructions to the Devices, and add, remove, or modify Devices and
its locations.

On the Device module, click Device Management to go to the Device Management module.
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Device

Our Device interface eases you to set up and administrate the Biometric Devices and its locations of your
organization.

On the Device module, click Device Management, and then click Device to go to the Device Interface.

Biol e ) Personnel Device Attendance Access System

On this Interface, you can add a new Device, Edit, or delete the existing Devices, manage the existing Device
locations, transfer Data and more.

A brief note about the columns displayed on the Device Interface
Serial Number: Displays the unique Serial Number of the Device
Device Name: Displays the Device Name.

Area: Displays the Device's Area Name.

Area Code: Displays the Device's Area code Name

Device IP: Displays the Device IP Address

Real IP: Displays the actual IP address of the Device.

Device Model: Display the Device model name.

Time zone: Displays the Device Time zone.

Firmware Version: Displays the Firmware version of the Device.
Status: Displays the Device (Active or Inactive) Status.

Last Activity: Displays the Device’s last activity date.

User Count: Displays the User count registered in the Device.
Fingerprint Count: Displays the registered Fingerprint count stored in the Device.

Face Count: Displays the registered Face count stored in the Device.
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Palm Count: Displays the registered Palm count stored in the Device.
Transaction Count: Displays the total transaction count of the Device.

Command: Displays the total Device command count stored in the Device.

4.8.1 Configuring The Device

O

Configuration O

Our Configurations module makes it easier for you to manage new or existing Devices, register Bio- Photos,
and maintain data, making your job easier and more productive.

On the Device module, click Configurations, and then click Configuration to go to the Configuration
Interface.

Attendance Access System “T' Wielcorme
Guide

This is the default Global setting for all the new device added tc this software

Fieer Resigned (ENTR ) ync dat to the device (SRR )
Sllow Uglons: New @R ) Aiow o I o R —
B Uplasa e Alow Card Upload ()

Functions available on the Configuration Interface Device

Communication Setting
This function lets you set up the Device signal for enrolment and data transmission.

Registration Device: Toggle Enable, to allow the newly connected Device to automatically consider as the
Registered Device.

Registered Filter: Toggle Enable, to automatically eliminate or remove the resigned Employees from the
connected Devices.

Allow Auto Add: Toggle Enable, to automatically add the new Devices to the Software.

Allow Upload New Employee: Toggle Enable, to automatically upload the new employee from the Device
to the Software.

Allow Upload Name: Toggle Enable, to automatically upload the Usernames from the Device to the
Software.
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Allow Upload Card: Toggle Enable, to automatically upload the Users’ Card numbers from the Device to the
Software.

Bio-Photo Approval Policy

Bio-photo refers to the employee profile picture. There are several methods to upload it. Below are the several
ways to upload. This function lets you set up the approval method for the uploaded Bio- Photo.

Employee Edit: Toggle Auto Approved, to automatically approve the captured Bio-Photo of the Employees.
Batch Import: Toggle Auto Approved, to automatically approve the batch upload of the Bio-Photo.

Mobile Register: Toggle Auto Approved, to automatically approve photo uploaded via mobile device.
Device Upload: Toggle Auto Approved, to automatically approve the photo captured via Bio-metric Device.
Data Retention Setting

This function lets you set up Device enrolment and Data transmission.

Transaction: Provide the required number of days the transactions need to be retained.

Command: Provide the required number of days the commands need to be retained.

Device Log: Provide the required number of days the log files in the Device need to be retained.

Upload Log: Provide the required number of days the upload log files need to be retained.

How to Set Up the Device

First, connect the Device to the required network cable and then log in to BioTime Cloud. On the Device
module, click Device Management, and then click Device interface.

Add

Before adding a device, it is necessary to enable the Domain name in Cloud Server Settings of the device.
Once the domain name is enabled, you need to enter the domain name of your company on the device, e.g.:
democompany.itime.minrevaoit.com.

Add function lets to add the mounted Device to the software.

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

i

Connection Request Intervalisec) o Enable Access Confrol®  No

Transfer Inserval® 1 Transfer Time®  O0:00;14:05

Enter the details

Add the mounted Device

On the Device interface, click Add to add the newly mounted Device to the software.

Device Name: Enter the unique Device Name.

Serial Number: Enter the Device Serial Number.

Device IP: Enter the Device IP specified in the Device, under Network Settings.

Area: Select the mounted Area name of the Device from the drop-down list.

Time Zone: Select the common standard time of the specified Area from the drop-down list.
Registration Device: Select from the drop-down list whether the Device is for User Registration or not.
Attendance Device: Select from the drop-down list whether the Device is for tracking Attendance or not.
Connection Request Interval: Enter the time-interval for the Device's pulse oscillation.

Enable Access Control: Enable the access control for the Device.

Transfer mode: Select from the drop-down list whether to transfer the Device data in real-time or to be sent
at the predefined time.

Transfer Interval: Enter the transfer-interval for the Device's.
Transfer Time: Enter the transfer time for the Device.

Click Confirm to save the newly mounted Device to the software.
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Assigning the Device to an Area

New Area

New Area function lets you create a new name for an Area or a Sub area with a unique Area Code.

Add New Area

Area Code™ 17127
Area Mame®

Parent

Enter the details

Create New Area

+ Onthe Deviceinterface, click New Area to create a new Area or a Sub-area name.
« Enteraunique Area Code (by default it takes the next Code number from the Area interface) and

the required Area Name.

o On the Parent field, select the required Area name from the list to define as the Parent area, if

creating a new name fora Sub area.

o Afterentering the details, click Confirm to save and update the newly created Area or the Sub area

name.
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48.2 Device Data Management

- ®
R

Bio-template means the templates (Fingerprint, Face, Palm, Finger Vein) registered for the Employees. Our
Bio-Template interface aid you to view the detail (mainly the major version number) information of the
Employees bio-templates. It gives an idea about the Major Version of the templates.

Bio-Template

On the Device module, click Data, and then click Bio-Template to go to the Bio-Template Interface.

Accwoss

A brief note about the columns displayed on the Bio-Template Interface
Employee: Displays the unique identity number of the Employee.

Last Name: Displays the last name of the Employee.

Bio-Type: Displays the type of registered Bio-template.

Bio-Index: Displays the arrangement of the registered Bio-template.

Major Version: Displays the algorithm version of the registered Bio-Template.
Minor Version: Displays the algorithm minor version of the registered Bio-Template.
Serial Number: Displays the Device serial number.

Update Time: Displays the last update time of the Bio-template.

Bio-Photo

Bio-Photo means the uploaded photos of the employees. During the initial step of adding employee,
Admin/HR can upload employees’ photo. Apart from this, employees too can also upload their photo using
mobile or scanning QR code. Our Bio-Photo interface aid you to view the registered Bio-Photo information
the Employees.

On the Device module, click Data, and then click Bio-Photo to go to the Bio-Photo Interface.
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Attendance

1

Access

Personnel Device System

& Bookimarks= Filtess =

Peet2 Approve/Reject (R Codz ImporT Bo-Fhoio

Employee la First Name Last Name Email serlal Number User Photo Bio-Pholr Reglster Time

Mabin 2004-D1-11 0%26:51

2024-01-11 042410

A brief note about the columns displayed on the Bio-Photo Interface
Employee ID: Displays the unique identity number of the Employee.

First Name: Displays the first name of the Employee.

Last Name: Displays the last name of the Employee.

Email: Displays the E-mail ID of the Employee.

Serial Number: Displays the serial number of the Device.

User Photo: Displays the Employee's uploaded photo. (Only JPEG, JPG format)
Bio-Photo: Displays the Employee's Device captured photo.

Register Time: Displays the photo registered time of the Employee.

Remark: Displays the comments (Approval or Disapproval reason) updated by the admin.
Status: Displays the approval or the disapproval status of the Bio-photo.

Approval Time: Displays the time of the approval or the disapproval status.

How to Upload User Photo via Mobile Phone
QR Code

QR Code function lets you upload the user photo to the software by scanning the machine-readable code by
the camera on a smartphone.
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QR Code

Upload Bio-photo using QR Code

»  On the Bio-Photo interface, click QR Code to scan and upload the User photo via smartphone to
the software.

» Use the smartphone to scan the displayed readable code by the camera.

« The URL navigates you to the page displayed below. In case of any error kindly contact your
software User admin.

Close @& kdubai.biotimecloud.com »A (,

@ ©
—— 0
—©
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Upload Photo: Tap the camera button to capture the User's image for Bio-Photo.
Employee ID: Enter the Employee Identity Number.
Remark: Enter the required information.

Click Submit to upload the captured photo from the mobile device to software.

How to Import Bio-Photo via System

Import Bio-Photo

Import Bio-Photo function lets you import the User photo via software.

Import User Bio-Photo

On the Bio-Photo interface, click Import Bio-Photo to a photo.
On the Import Bio-Photo window, click +Upload to upload the photo from the local system.

- No ARMATURA

Company Settin

2T ee photo must be Jpg. Jpeg, .pag snd bemp format Fhe pemas | m
gpen

Overwrite: Select either Yes to overwrite or No if the overwrite is not required from the drop-down list.

Ignore Error: The filename of the Bio-Photo should be the Employee ID number. When we try to upload the
bio-photo, the system will match the filename with all the Employee IDs present in the system. If the filename
does not match with any employee ID, then the system will prompt an error “Employee (filename) not found”.
If you select Yes, then system will Ignore this error.

Click Confirm to save and update the Bio-Photo.
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Approve/Reject the User’s Bio-Photo

Approve

Approve function lets you approve the User photo as the registered Bio-Photo.

Personnel

Approve/Reject

Shyam - shya

| Status®:  Approved ﬂ
— p e - 3 = i

4, Select the desired

photo
3 Mobin 3 =

2020 mobin

ancel

4 : R ———-%fmm———fl-'

Approve the User Photo

On the Bio-Photo interface, select the required unapproved User photo from the list to approve.
On the Bio-Photo interface, click Approve to approve the User photo.
On the Approval window, proceed with the following.

Status: Select either Approval Passed or Rejected from the drop-down list.
Overwrite: Select either Yes to overwrite or No if the overwrite is not required from the drop-down list.
Remark: Enter the description for the approval or the disapproval of the Photo.

Click Confirm to save and update the Bio-Photo.

Reject

Reject function lets you disapprove the User photo as the registered Bio-Photo. The operation is same as
Approve above.
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Removing a Bio-Photo
Delete

Delete function lets you delete the registered, pending, or approved Bio-Photo from the list.

Prompt X

Are you sure you want to delete the selected 1
irem?

Cancel

6. Confirm to Delete

Delete Bio-Photo

¢ Onthe Bio-Photo interface, select the required Bio-Photo to delete or remove from the list.
¢ Click Delete to delete or remove the selected Bio-Photos.
¢ Click Confirm to delete the selected Bio-Photos from the list.

Uploading the Device Data Transaction
Transaction

Our Transaction interface avails you to view the recorded attendance transaction information of the
Employees.

On the Device module, click Data, and then click Transaction to go to the Transaction Interface.

Page | 85 Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Access

Personne! Device Attendance ]

L

A brief note about the columns displayed on the Transaction Interface
Employee ID: Displays the unique identity number of the Employee.

First Name: Displays the first name of the Employee.

Last Name: Displays the last name of the Employee.

Department: Displays the Employee's Department name.

Position: Displays the Employee's Position name.

Date: Displays the last Punch Date of the Employee.

Punch Time: Displays the last Punch Time of the Employee.

Punch State: Displays the last Punch State of the Employee.

Punch Date: Displays the last Punch date of the Employee.

Verify Type: Displays the Punch verification type of the Employee.

Work Code: Displays the last punched unique Work Code of the Employee.
GPS: Displays the Employee's last punched Device's GPS location.

Longitude: Displays the Employee's last punched Device's GPS longitude location.
Latitude: Displays the Employee's last punched Device's GPS latitude location.
Area: Displays the Employee's last punched Area of the Device.

Serial Number: Displays the Device serial number.

Device Name: Displays the Device name.

Upload Time: Displays the last upload time.

Actual Temperature: Displays the temperature.

Upload USB Transaction

If you want to upload any transaction downloaded from a device, then you can use this interface.
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Upload the USB transactions

On the Transaction interface, click Upload USB Transaction to upload the attendance transaction via
a USB device to the software.

On the Upload File, click Choose file to choose the file from your PC or a USB Disk. This filename should
be same as Device Serial Number. And make sure the system has the employees for whom all you want
to add transaction.

Click Confirm, to upload the attendance transaction from the USB device.

Clearing Pending Commands from Device

Clear Pending Command function lets you clear the pending or the awaiting commands orinstructions
from the Device.

2 & Bookmarks= Fitars «

Serial Number = Device Name < Device IP Stalus  Last Activity Usel
- i Auto add = K-} 2024-01-26 113430 132
L I Auto add 1 " 2024-02-26 185125 -
= M2 Intersec 2024 ] ] 2024-01-11 002945 31
== VaL Intersec 2024 9 Ll 2024-01-16 13:53:06° 32

6. Confirm to clear
all commands

Clear the pending or the awaiting commands
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* On the Device interface, select the required Devices from the list to clear the pending or the awaiting
commands.

e C(Click Clear Pending Commandes, to clear the awaiting or the pending commands from the selected
Devices.

» Click Confirm, to clear the awaiting or the pending commands from the selected Devices.

How to clear Data from Device

Clear Data

Clears away or erases the stored data from the Devices.

BioTime . ) Personnel Device Attendance Access

® Q= 1

& Device Management & Bookmarks~

Filters =

Add Delete Add New Area Clear Commands Clear Data Data Transfer D
Serial Number Device Name Area Al Clear Attendance Data  otatus  Last
4 ; y ad S 4 9 - - . 2024

| Auto add Intersec 202 9 Glear Captured Photo ] 202
Auto add Mot Authorized 1 1 2024
M2 Intersec 2024 g Clear All Data ) 2024
V3L Intersec 2024 9 =] 2024

Log

Mobile App

Configurations

Functions available under Clear Data

o Clear Attendance Data
e (Clear Captured Photo
e Clear All Data

Clear Attendance Data

This function lets you clear or erases the stored Attendance information from the Device. Clear or erase the
stored Attendance data
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Personnel Device Attendance Access System

1

va=
Device Management 2 & Bookmarks - Filters ~
Add Cielate Add New Area Clear Commands
Serial Nugl: Device Name Area = Al Useq
b 7 Ut ad I 4 9 13
Auto add niersec 202 s Captured Pho ?
f Autc add Not Authorized 1
w2 Intersec 2024 g Clear All Data 19
Vil Intersec 2024 9 32
Clear Attendance Data b'4
Start Time
End Time

Clear Al

6. Select the data
range

Cancel

e On the Device interface, select the required Devices from the list to clear or erase the
attendance data from the Devices.

¢ On the Clear Data menu, click Clear Attendance Data to clear or erase the attendance data from
the selected Devices.

o Select the desired period and click Confirm, to clear or erase the attendance data from the
selected Devices.

Clear Captured Photo

This function lets you clear or erases the Employees captured attendance Photo from the Device. Clear or
erase the captured attendance photo.

Personnel Device Attendance Access System

v o =[] L

& Device Management s 2 & Bookmarksw  Filters

Add Delete Add New Area Clear Commanids Clear Data Data Transfer

; 5 Serlal Numbet Device Name Area Al s Atiacdaccs Dats ,i.hl(_::: Activity
® Firmware Managemer B 7= Auto add Intersec 2024 9 o) 2024-01-26 11:34:3
Auto add Not Authorized 1 1 20 1
¥ Message ha? Intersec 2024 9 legr AL Ditn ° 2024-01-11 09:29:41
m VoL Intersec 2024 9 = e 2024-01-18 13:53:04
Prompt »

Mobile App T . T TN TIPS
Are you sure 10 clear the capture of selected 1

device(s)

gurations

Cancel

6. Confirm to delete
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e On the Device interface, select the required Devices from the list to clear or erase the
Employees captured attendance Photo from the Devices.

e On the Clear Data menu, click Clear Captured Photo to clear or erase the Employees captured
attendance Photo from the selected Devices.

o C(lick Confirm, to clear or erase the Employees captured attendance Photo from the selected

Devices.

Clear All Data

This function lets you clear or erases all the stored data from the Device. Clear or erase all the stored data

Bio ' 5 Personnel

®QAQE

Device Management =

fmmand

(R Firmware Management

Message

Log

Mobile App

Device

1

Filters =

Add Mew Area
Device Name
Auto add
Auto add

M2

V3L

Attendance Access System

Clear Commanids Clear Data Bata Transfer Device Menu
Area Ar
Intersec 2024 9 - - G e
Clear Captured Photo
Not Authorized 1
Intersec 2024 g
T -]

Intersec 2024 9

Status  Last Activity
2024-01

2024-02-2

Clear Attendance Data

Prompt b4

Are you sure to clear all the data in device?

6. Confirmto clear

all data

¢ OntheDeviceinterface, select the required Devices from the list to clearorerase all the stored data

from the Devices.

¢ On the Clear Data menu, click Clear All Data to clear or erase all the stored data from the

selected Devices.

o Click Confirm, to clear or erase all the stored data from the selected Devices.
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How to Transfer Data

Data Transfer lets you send the stored data from the Device to the Software. Functions available under Data
Transfer.

Personnel Device Atlendance Access System

1

$QE

Device Management 4 5 Bookmarks - Filters —

Add Delete Add New Nea Clear Commands Ciear Data m_'[[aﬂﬁg[ Device Meanu
Serial Number Device Name Area Area Code Devld Upload User Data from device Lsg
75 Auto add Intersec 2024 9 - 0 132
Upload Transaction from Device
Auto add Not Authorized 1 25 -
M2 Intersec 2024 0 5195 SACERlE o DEvEE 5 3
Vit Intersec 2024 2 - L] 2024-01-18 12:53:06 32

2 n ®
LONgurauons

e Upload User Data from Device
e Upload Transaction from Device
e SyncDatato Device

Upload User Data from Device
This function lets you upload the User's or the Employee's data from the Device to the Software. Upload the

User data from the Device to the Software.

Personnel Device Attendance Access System

L

® Q E | Device

Device Management « B Bonkmarks=  Filters -

Device Menu

3 Add Delete Add New Area Clear Commanids Clear Clata

Serial Number Device Name Area Ares Code Devidl User ¢
anagement = B s Auto add Intersec 2024 3 £.19% 30 132
Auto add Net Authorized 1 176.4
: M2 Intersec 2024 9 5.106 R SyREDam o beice 31
( Vil Intersec 2024 -] 2024-01-18 12:53:06 32
Upioad User Data from device x

Employee* Al

Employee ID

A af
Configurations

6. Confirm to Upload

Cancel
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On the Device interface, select the required Devices from the list to upload the Users or the
Employees' data to the software.

On the Data Transfer menu, click Upload User Data from Device to upload the Users or the
Employees' data from the selected Devices to the software.

On the Upload User Data from Device window, select from the drop-down list either All to
upload all the Users or the Employees data or select Specified to upload only the specific
Users' or the Employees' data.

If you select Specified, on the Employee ID, enter the unique Identity number of the Users or the
Employees whose data need to be uploaded from the selected Devices to the software.

Click Confirm, to upload the Users' or the Employees' data from the selected Devices to the
software.

Upload Transaction from Device

This function lets you upload the Device transactions to the software. Upload the Device transactions to the
software.

BioTime 5 Personnel Device Attendance Access System

® Q= 1
Device Management 2 & Bookmarks~ Filters <
3 Add Detete Add New Are: Clear Commands Clear Data Data Transfer Device Menu
Device Command n o = F
Serial Number Device Name Area Area Code Devl Upload User Data from device User Co
Firmware Management B = Auto add Intersec 2024 g 51985 Uplozd T ot Devi 1.20 2
Auto add Not Authorized 1 176.4 25
Sync Data To Device :
2 Intersec 2024 5195 SyncData o Device EL
¢ 8 ViL Intersec 2024 9 (-] 2024-01-18 13:53:06 32
Upload Transaction from Device X
Transaction®  All
1 Mobile App TRELTINY
Start Time End Time

Configurations

6. Confirm to Upload

all Transaction from Device

On the Deviceinterface, select the required Devices from the list to upload the transactions to the
software.

On the Data Transfer menu, click Upload Transactions from Device to upload the transactions
from the selected Devices to the software.

On the Upload Transactions from Device window, select from the drop-down list either All to
upload all the transactions or select Specified to upload only the specific transactions from the
selected Devices to the software.

If you select Specified, on the Start Time and the End Time fields select the required time to
upload the specific Device transactions to the software.

Click Confirm, to upload the selected Devices' transactions to the software.
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Sync Data to Device

This function lets you synchronize or update the data from the software to the Device. Sync Data to the Device

Personnel Device Attendance Access System

=3 L

2 & Bookmarks ~ Filters =

Add Delete Add New Area Clear Commands Clear Data Datg Transfer Device Menu
o Device Name ea rea Cod Davi - J
Serial Number Device Name Area AreaCode  Devi€ \yricad \iser Data from device Us
= Auto add Intersec 2024 9 5,195 e o $:30
Upload Transaction from Device,
Auto add Not Authorized 1 1764 /a',
M2 Intersec 2024 9 510z SymcData To Device o1
V3L Intersec 2024 9 ° 2024-01-18 12:53:06 32
Sync Data To Device X

Employee Photo

Fingerprint Face

Palm Finger Vein

6. Toggle to choose the

Cancel
desired data then Confirm

o On the Device interface, select the required Devices from the list to sync the Employee Data from
the software.

¢ Onthe Data Transfer menu, click Sync Data to Device to sync or update the Employee data from
the software to the selected Devices.

* On the Sync Data to Device window, select the required data, by switching the toggle button to

either Yes or No for the data options (Employee, Photo, Fingerprint, Face, Palm, Bio-Photo and
FingerVein).
o (lick Confirm, to sync or update the selected data from the software to the selected Devices.

Remote handling of Device Menu

Device Menu allows you to perform other specific Device functions via software.

Bi Personnel Device Attendance Access System

o =[] L

& Device Management _a 2 & Bookmarks = Filters =

3 Add Delete Add Mew Area Clear Commands Clear Data Data Transfer Device Menu /E

» Command

Serial Number Cevice Name Area = Area Code:  Device IP Status | Bkt = Lour
(B Frmware Management B+ Auto add Intersec 2024 9 o st tefortios 3
L L% Ll
Auto add Not Authorized 1

Enrall Remataly

1
M2 Irtersec 2024 9 -]
31 Intersec 2024 e

Duplicate Punch Period
Capture Settings

Upgrade Firmware

Daylight Saving Time

Mobile App

Configurations
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Functions available under Device Menu

e Reboot

¢ Read Information

o EnrollRemotely

e Duplicate Punch Period

o Capture Setting

* UpgradeFirmware

* DaylightSaving Time
Reboot

This function lets you restart or reset the Device. Reboot the Device

BioTime 3 Personnel Device Attendance Access

vax[E

& Device Managemenl &,

System

& Bookmarks=  Filters »

Ak el Arkd New Brea
Serlal Number Device Name

8

it Dt it Transte Devles Many )B
Area Code  Device IP Sats  mene ar Count  Finge

145 204,100

6. Confirm to restart

e On the Device interface, select the required Devices from the list to restart or reboot.
¢ Onthe Device Menu, click Reboot to restart or reboot the selected Devices.
o Click Confirm, to restart or reboot the selected Devices.

Read Information

This function lets you read or pull Device information. Read Device Information

Biolim e Personnel Device Attendance Access

System
®QE
& Device Maragement

2 @ Bookmarks~

Clear Datu

6. Confirm to read info
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* Onthe Deviceinterface, select the required Devices from the list.
¢ Onthe Device Menu, click Read Information to read or pull the selected Devices information.
o Click Confirm, to read the selected Devices information.

Enroll Remotely

This function lets you communicate with the Device via software, for Employees Bio registration.

Personnel Device Attendance Access System

Q= 1
fanagement 4 2 ® Bookmarks~ Filters ~
Add Dielete Add New Area Cledr Cormmands Clear Data Diata Transler Device Meny
Serial Number Device Name 2 Area Area Code  Deviee IP Status Rehoat rCoint  Fingerprint Count F
i Auto add ] 2 1
B = : : o Head Information
Auto add | t =
M 2 9 ® SHCIES 1
Vi Intersec 2024 1 -] 7 1
Frmitiemately e

Bio Type*  Fingerprint
Employee ID*

Finger® [Right Hand)Fore Fing

6. Choose the type and

Finger

Enroll remotely via software

e On the Device interface, select the required Devices from the list to communicate
for Bio registration.

¢ OntheDevice Menu, click Enroll Remotely to start registration.

¢ OntheEnrollRemotely window, enter the following.

Bio Type: From the drop-down list, select the type of Bio-registration. At present, only the Fingerprint option
is available to register.

Employee ID: Enter the Employee’s ID for registration.
Finger: From the drop-down list, select the required hand and the finger for use, to register.

o Click Confirm, to communicate to the selected Device for registration.
Duplicate Punch Period

This function lets you indicate the Employees about the duplication of the punch on the Device by setting the
time duration.
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E.g. If the Duplicate Punch Period is set to 2 minute, and the employee punch twice at 18:00 and 18:01,
then the system will only consider the punch at 18:00, the punch at 18:01 will be considered as duplicate punch
and will not be reflected in the report.

Personnel Device Attendance Access System

®» Q=

Management .

Digplicate Punch Perlod (m)*: 1 t Daylrant Saving T

6. Input the duration

Set Duplicate Punch Period

e Onthe Deviceinterface, select the required Devices from the list.

o OntheDevice Menu, click Duplicate Punch Period to set the time on the selected Devices.

e On the Duplicate Punch Period field, set the time (minutes) until which the Device
should consider the repetitive punch as Duplicate Punch.

e Click Confirm, to set the time on the selected Devices.

Capture Setting

This function lets you set the image capturing mode in the Device. Some devices let you capture the photo of
the employee during verification.

Fersonnel Device Aftendance Access System

Capture Settings x

Caplure™.  Caplure and Save

6. Input the duration
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e Onthe Device interface, select the required Devices from the list to set the mode.
¢ Onthe Device Menu, click Capture Setting to set the capturing mode in the selected Devices.
e On the Capture field, select the required capture mode from the drop-down list.
Do not capture: The Device will not capture the image.
Capture photo but don’t save: The Device will capture the photo but will not save in the Device.
Capture and save: The Device will verify the captured photo and save it even if the verification is not
successful.
Save only when verification is successful: The Device will save only those photos whose verification was
successful.
Save only when verification is failed: The Device will save only those photos whose verification is failed.

Click Confirm, to set the mode on the selected Devices.

Upgrade Firmware

In case if you need to upgrade the Firmware for whatsoever reason, then this function lets you upgrade or
enhance the Firmware of the Device. You must have an upgrade firmware file before operating this function.

BioTime Personnel Dievice Attendance Access System
®QE

& Device Management = 2 & Bookmarks  Filters =

Upgrade Filz": | Chogse File | No file chosen

6. Input the duration

¢ Onthe Deviceinterface, select the required Devices from the list to upgrade the Firmware.

e On the Device Menu, click Upgrade Firmware to upgrade or enhance the Firmware
of the selected Devices.

¢ On the Upgrade File field, click Choose file to select the configuration file from your
PC to upgrade.

o Click Confirm, to upgrade the Firmware of the selected Devices.

Upgrade Firmware of the Device
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OntheDeviceinterface, select the required Devices from thelist to download the maintenance file.
On the Device Menu, click Download File to download the file.

On the File Path field, enter the path of the folder to save the downloaded file.

Click Confirm, to download the selected Device's maintenance file

Day Light Saving Time

The Daylight-Saving Time is a function to adjust the official prescribe local time to save energy. The unified
time adopted during the implementation is known as the "DST". Typically, regions that use daylight saving
time adjust clocks forward one hour to standard time close to the start of spring in the summer to make people
sleep early. It can also help in conserving energy. In the autumn, the clocks are set back to get up earlier. Various
countries have different regulations. DST is now used in nearly 70 nations.

B:'o.?'e';:. ) Personnel Device Attendance Access System

®QE

& Device Management & P) & Bockmarks=  Filters =

Area Area Code  Device IP

Intersec 2024

Mot Authorized 1
Intersec 2024 g 5195204700 o
Intersec 2024 9 e
x
6. Input the duration
BTl e
LUy  Cance

On the Device interface, select the required Devices from the list to set the mode.

On the Device Menu, click Daylight Saving Time to set the daylight-saving time in the
selected Devices.

On the Daylight-Saving Time field, enter the required details from the drop-down list.
Click Confirm, to enable the selected Device

How to delete Device instructions
Device Command

Device Our Device Command interface facilitates you to set up instructions to the Biometric Devices to take
some action.

On the Device module, click Device Management, and then click Device Command to go to the Device
Command Interface.

On this Interface, you can view and delete the Device commands that are being initiated to the Devices.
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Personnel Device Attendance Access System

Device Command

& Device Management 2 & Bockmarks»  Filters »

Delate Clear Commancs

Serial Number Device Name Content Operate Date/Time + Transter Time Return Time 5 Return Value
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Auto add DATA USER PIN=E171 Name~Hessa Abdull... 2024-01-2509:04:02  2024-01-25 09:04:13  2024-01-2509:04:12  Successful

Auto add DATA USER PIN=E169 Name=Mahmoud Pr.. 2024-01-25 09:04:02 ' 2024-01-25 09
Auto add DATA USER PIN=E164 Name=Tamer Pri=0 2024-01-25 09:04:02  2023-01-25
Auto add DATA USER PIN=E119 Name=Mustakali Pri_. 2024-01-25 09:04:02  2024-01-25 09:04:
Auta add DATA USER PINSE109 NamesEssam Pris( 2024-01-25 09:04:02  2024-01-25 09:04:
Auto add DATA USER PIN=E079 Name=Ahmed Pri=0... 2024-01-25 09:04:02 | 2024-01-25 09:04 25 3 Successful
Auto add DATA USER PIN=EO73 Name=Kama! Pri=0 .. 2024-01-2503.04:02 2024-01-2509.04:13 2024-01-2509.04:13 Successful
Autn add DATA LISER PIN_ENR3 Mame-Rinech Pd_0 024.01.26 0004 N2 2N24.01.280004-13 20240196 000412 Succpeciiyl
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=13 Successful
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A brief note about the columns displayed on the Device Command Interface
Serial Number: Displays the unique serial number of the Device.

Device Name: Displays the Device name.

Content: Displays the command content.

Operate Date/Time: Displays the last command operated time.

Transfer Time: Displays the last command transfer time.

Return Time: Displays the last command return time.

Return Value: Displays the last command return value.

Functions available on the Device Command Interface
Delete

Delete function lets you delete or remove the successful and the pending Device instructions via software.

Prompt x

Are you sure you want 10 delete the selected 1
item?

Confirm Cancel

6. Confirm to delete

Delete the Device commands
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On the Device Command interface, select the required Devices from the list to delete or
remove the instructions.

Click Delete to delete or remove the pending or successful Device instructions.

Click Confirm to delete or remove the selected pending or successful Device instructions from the
list.

Clear Commands

Itis explained here.
Discontinuing the Device from the Software

Delete function lets you remove or discard the existing Devices from the software.

Personnel Device Attendance Access System

| | Serigl Number =  Device Name = Area 5 Area Code  Device IP Status  Last Activity U
[ K : ] Auto add Intersec 2024 9 e 2024-01-26 11:34:30 1
[ M2 Intersec 2024 9 - @ 2024-01-1109:29:45 3

' V3L Intersec 2024 9 L 2024-01-18 13:53:06 32

Prompt X

Are you sure you want to delete the selected 1

item?

Cancel

6. Confirm to delete

Delete the existing Devices

On the Device interface, select the required Devices to be removed from the list.
Click Delete, to remove the selected Devices.
Click Confirm, to remove the selected Devices from the list.

4.8.3 Where to view the Device Logs

Log Ilﬂ

Our Log module facilitates you to view the recorded events or day-to-day activities that have occurred on the
connected Devices.

On the Log module, you can view the list of generated logs recorded on the Device. On the Device module,
click Log to go to the Log module.

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Operation Log ErrorLog Upload Log

Defining Operation Log

Our Operation Log interface aid you to view the events that took place on the connected Devices. On the
Device module, click Log, and then click Operation Log to go to the Operation Log Interface.

A brief note about the columns displayed on the Operation Log Interface

Device: Displays the Device serial number.

Time zone: Displays the Device time zone.

Administrator: Displays the total number of Admin Users of the Device.

Action: Displays the activity or the operation that took on the Device.

Object: Displays the description of the activity that took place on the Device.
Parameters: Displays the specifications of the activity that took place on the Device.
Action Time: Displays the time of the action took place on the Device.

Upload Time: Displays the uploaded time of the action that took place on the Device.

Personnel Device Attendance Access System

1
H Bookmarks»  Filters =
Delete
limezone Administrator Action Parameters Action Tir
Fic/GMT +4 0 0
ELc/GMT +4 0 Enter menu o
ELC/GMT +4 L] 0
Etc/GMT +4 0 Enter menu i
Etc/GMT +4 0 Detete palm 1]
ELc/GMT +4 0 Enrcil fingerprint it
Q Enroll new user 0
0 Register user name 00055 0
0 Enter meny EA ] 0
Li] TimeSet o
CIPMZ140 L] 00013 0
CIPM214E ) TineSat 0
CIPm2 Li] 00013 o
CIPM2 Etc/GMT +4 0 222 0
CIPN2 Eic/GMT +4 (1] Enrall fingerprint 242 o

Delete

Delete function lets you remove or discard the Devices’ event records via software.
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Prompt

Are you sure you want to delete the selected |
itermn?

Confirm to delete

Delete the records from the operation log

¢ OntheOperation Loginterface, select the required Devices’ event records to remove or delete from
the log list.

o C(lick Delete to remove or delete the selected Devices’ event records from the list.

e (lick Confirm, to discard or delete the selected Devices’ event records from the log list.

Defining Error Log

Our Error Log interface facilitates to maintain a record of critical errors that are encountered by the Devices
while in operation.

On the Device module, click Log, and then click Error Log to go to the Error Log Interface.
A brief note about the columns displayed on the Error Log Interface

Serial Number: Displays the Device serial number.

Device Name: Displays the Device name.

Error Code: Displays the unique code of the Error captured by the Device.

Error Message: Displays the Error message.

Error Command: Displays the Error command.

Command ID: Displays the unique identity number of the error command.

Extra Message: Displays any added messages available for the error.

Upload Time: Displays the error uploaded time.
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= BioTime 5 Personnel Device Attendance Access System

Delete

Delete function lets you remove or discard the event errors detected by the Device. The process of deletion
is same as in operation log.

Defining Upload Log

Our Upload Log interface facilitates to maintain a record of the transmission of Device commands and
instructions from the software to the Devices.

On the Device module, click Log, and then click Upload Log to go the Upload Log Interface.

== Bio ) Personnel Device Attendance Access System

*a =[]

a Devic gemen -

E Bookmarks= Filters =

@ Finmware Management

Delete

By, Message Serial Number Euvent Content Count
Operation Log

Data ( Crperation Log

Operation Log

Log Operation Log

Operation Log

U Operation Log
Error Log Crperation Log
- Crperation Log
U Hod 0 104g
Crperation Log
Operation Log

B Mobile App

Operation Log

L™ Configurations

Crperation Log
Operation Log
Crperation Log

|
1
|
|
1
|
|
1
Crperation Log |
1
|
1
1
l
l
Operation Log 1

|

Operation Log

A brief note about the columns displayed on the Upload Log Interface
Device: Displays the Device serial number.
Event: Displays the occurrences took place on the Device.

Content: Displays the description of the event that took place on the Device.
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Count: Displays the total count.
Error Count: Displays the total number of errors.

Upload Time: Displays the uploaded time.

Delete

Delete function lets you remove or discard the transmitted Device commands' logs from the software to the
Device. Delete the records from Upload log. The process of deletion is same as in operation log.

Setting Up the Organization

Our organization module simplifies you to make up major teams of employees structured to achieve in close
coordination with each other and to thrive in categorizing a requirement or sustaining collective
determinations.

On the Organization module, you can create, modify, or delete the Department, Employees and their roles,
establishment of the Areas and the Request flows of your organization.

On the Personnel module, click Organization to go to the Organization module.

Personnel

Organization g

|
Holiday

Department Position

Location

49.1 How to Set Up the Department

Our Department interface facilitates you to enhance and manage the functional space, such as accounting,
marketing, planning, which adds value to the overall strategy and targets of your organization.

On the Personnel module, click Organization, and then click Department to go to the Department
Interface.
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= BioTime 3 Personnel Densien Attendance Access System

v a = [T |

& Organization -

2 Approval Workflow -

On this Interface, you can create a new Department or a Sub-department, modify or delete the existing
Departments or the Sub-department and can manage employees in existing Departments or the Sub
departments.

With design to the Corporate Structure, “Marketing”, “Finance”, “Operations management”, “Human
Resource”, and “IT” are some of the common Departments.

A brief note about the columns displayed on the Department Interface
Department ID: Displays the unique code number of the Department.
Department Name: Displays the name of the Department.

Parent: Displays the Superior Department name.

Employee Count: Displays the total count of the Employees in a Department.

Resigned Count: Displays the total count of the resigned Employees in a Department.

Functions available on the Department Interface.

Add

Add function lets to create a new name for a Department or a Sub-department, with a unique Department
Code.
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Personnel Device Attendance Access

1
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1 CAIAT AUTUADIZEN < 305

2 Add X WHORIZED 8

3 i 0
Employee Management a 4 Department ld* 5 iTHORIZED 0

Department Name

Enter the details
Parent

im0

Create a new name for a Department or a Sub-department

On the Department interface, click Add to create a new Department or a Sub-department name. Enter the
unique Department Code and the required Department Name.

On the Parent field, select the required Department name from the list to define as the Parent department
if creating a new name for a Sub-department.

After entering the details, click Confirm to save and update the newly created Department or the Sub-
department name.

Removing a Department

Delete function lets you remove the existing data of the Departments or the Sub department from the list.

Page Copyright ©2024 ZKTECO CO., LTD. All rights reserved.
9



BioTime Cloud Admin Help User Manual

Personnel Device Attendance Access System

Department

L] raanization
& Organizatior & Bookmarks~

Filters ~

Department Name < Parent

NOT AUTHORIZED -
< test N NOT AUTHORIZEI
- = Prompt x B test
ks L NOT AUTHORIZEI

Are you sure you want to delete the selected 1
item?

Confirm to delete

Cancel

Delete the existing Department or a Sub Department

On the Department interface, select the required Department or the Sub-department data from the
list.

Click Delete, to delete the selected Department or the Sub-department data.

Click Confirm, to ensure and delete the selected Department or the Sub-department data from the
list.

How to import Department details from the system

Import function lets you add a new or update the existing Department or the Sub-department data to the
Software.
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Attendance

6. Download template, add
data in it and then save the
file in the local PC

Import a new or update the existing Department or the Sub-department details

On the Department interface, click Import to import a new or update the existing Department or
the Sub-department details on the Software.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Department and the Sub-department on the Software need to be
updated with the imported data.

Choose Ignore, if the modification is not required for the existing Department or the Sub-
department on the Software.

Click Confirm, to ensure and import the saved data file to the software.

How to allocate Employees to Departments

On the Personnel module, click Organization, and then click Department to allocate Employees to the
departments.

Personnel Transfer

Personnel Transfer function lets you transfer the existing Employees from another Department or the Sub-
department to the specified Department or the Sub-department based on the Organization system.

’

— Note: Only one Department or a Sub-department can be selected at a time to modify.
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Personnel Device Attendance Access System

& Bookmarkss  Filters «
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= Department Name < Parent
B NOT AUTHORZED

Q Selected

select required
Employee(s)

Manage and modify Employees Departments

On the Department interface, select the required Department or the Sub-department from the list

to move in the Employees.

Click Personnel Transfer to transfer the required Employees into that selected Department or the

Sub-department.

On the Personnel Transfer window, select the required Employees from the list displayed on the

left.

The selected Employees list will reflect on the right side of the Adjust Employee window.
Use the Department drop-down list or the Search option (search by Employee name or Employee

ID) to search for Employees.

Click Confirm, to ensure and adjust the Employees to the selected Department or the Sub-

department.

4,9.2 Classifying the Department to an Area

Area

Our Area interface benefits you to shape the workplace zone and the Department space, which in turn have

a remarkable effect on both the employees and the business as a whole.

On the Personnel module, click Organization, and then click Area to go to the Area Interface.
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Personnel Device Attendance Access System
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On this interface, you can create a new Area or a Sub-area, edit or delete the existing Areas or the Sub- areas,
based on the rules and requirements of the Organization.

Area defines your Employee’s service location whether geographically or by sector such as,
“Manufacturing Floor”, “Experience Centre”, “Server Room”, “Development”, “Marketing”, and more.
A brief note about the columns displayed on the Area Interface

Area Code: Displays the unique code number of the Area.

Area Name: Displays the name of the Area.

Parent: Displays the Superior Area name.

Device Count: Displays the total count of the Devices connected in an Area.

Employee Count: Displays the total number of Employees in each Area.

Resigned Count: Displays the total number of Employees resigned in each Area.

Face Count: Displays the registered Face count of each Employee.

FP Count: Displays the registered Function of each Employee.

VL Face: Displays the registered Face count captured from the Visible Light Devices.

Creating an Area

Add function lets you create a new name for an Area on a Sub-area with a unique Area Code.
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System
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details ’
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Confirm to add
details

Create a New Area or a Sub Area name

On the Area interface, click Add to create a new Area or a Sub-area name.

Enter a unique Area Code and the required Area Name.

On the Parent field, select the required Area name from the list to define as the Parent area, if creating
a new name for a Sub-area.

After entering the details, click Confirm to save and update the newly created Area or the Sub- area
name.

How to remove an Area

Delete function lets you remove the existing data of the Area or the Sub-areas from the list.

Personnel Device Attendance

Parent Device Count Employee Count Resigned Count

- 0 2 0
Testing. 0 1 0

B o = 0 0
i/ 84 0
CIié [ 230 0

Are you sure you want to delete the selected |

Lance

Confirm to
delete

Delete the existing Area or a Sub-area
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On the Area interface, select the required Area or the Sub-area data from the list.
Click Delete, to delete the selected Area or the Sub-area data.
Click Confirm, to ensure and delete the selected Area or the Sub-area data from the list.

Importing the Area details from System

Import function lets you add a new or update the existing Area data to the Software.

7. After adding the
data, browse to select
the filesaved instep b _

6. Download template,
add data in it and then save
the file in the local PC

Import a new or update the existing Area or the Sub-area details on the Software

On the Area interface, click Import to import a new or update the existing Area or the Sub-area
details on the Software.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Area or the Sub-area on the Software needs to be updated with
the imported document.

Choose Ignore, if the modification is not required for the existing Area or the Sub-area on the
Software.

Click Confirm, to ensure and import the saved data file to the software.

How to move Employees between Areas

Personnel Transfer function lets you transfer the existing Employees from another Area or the Sub- area to
the specified Area or the Sub-area based on the Organization system.

Only one Area or a Sub-area can be selected at a time to modify.
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Manage and modify Employees Area

On the Area interface, select the required Area or the Sub-area from the list to move in the

Employees.

Click Personnel Transfer to transfer the required Employees into that selected Area or the Sub-

area.

On the Personnel Transfer window, select the required Employees from the list displayed on the

left.

The selected Employees information will reflect on the right side of the Adjust Employee window.
Use the Department drop-down list or the Search option (search by Employee name or Employee

ID) to search for Employees.

Click Confirm, to ensure and adjust the Employees to the selected Area or the Sub-area.

49.3 Creating Regions for Holiday

If you have multiple branches of your company in different location. Then you can configure holiday
according to different locations. You can create location here and assign personnel to the particular

location.

A brief note about the columns displayed on the Holiday Interface

Location Code: Displays the unique code number of the Location.

Location Name: Displays the name of the Location.

Parent: Displays the Superior Location name.

Employee Count: Displays the total number of Employees in each location.

Resigned Count: Displays the total number of Employees resigned in each location.

Page |

Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Personnel Device Altendance Access System

ricflow

Configurations

Create a New Holiday Location

On the Holiday Location interface, click Add to create.
Enter a unique Code and the required Name.

On the Parent field, select the required Holiday Location from the list to define as the Parent Location,
if creating a new location for a Sub-location.

After entering the details, click Confirm to save and update the newly created Location or the Sub-
location name.

Add

Add function lets to create a new name for a department or a Sub-department, with a unique Department
Code.

Personne Device

& Bookmaerks~  Filters ~

Location Code Location Name & Parent: Employee Count
11 Location = 0

Add

Location Code* 2

Location Name”

Parent

Confirm to add
details

Removing Holiday Location

Delete function lets you remove the existing data of the Location from the list.
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Confirm to delete

Delete the existing Holiday Location

On the Location interface, select the required location data from the list.

Click Delete, to delete the selected location or the Sub-location data.

Click Confirm, to ensure and delete the selected holiday location or the Sub-location data from the
list.

Manage and modify Holiday Location

The operation is same as shown in Personnel Transfer.

o)
5 Personnel Management 4%

Our Personnel module eases the employee creation in the system by directing you only to the relevant
and the mandatory fields.

This feature allows updating employee details; manage request flow, area, job title, department, joined
date, and add or remove positions of each employee.

The powerful reporting tools create both productive and pre-defined reports.
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Employee
Enrolment

Employee \ : Profile
Tracking _ A\ Management

Integration

of
lnformatlon

Features of Personnel Module

e Area-based Check-In and Check-Out

e Biometric Device synchronicity

e Customized access for different Roles

e Tracking of Employees process requests and workflows
¢ Centralized System of Employee information

* Quick and accurate retrieval of information

e Easy (and paperless) arrangement of Employee records

Personnel Device Attendance Access System

W Q E| Devic
=i N Click here

Filters »

& Device Management a & Boakiirkss

Add Delete Add New Area Clear Commands Clear Data Data Transfer Device Menu
Serial Number +  Device Name =  Ares = Arca Code  Device P Status  Last Activity User C
Auto add Not Authorized | | 2024-05-08 19:56:04 e
DXBOFFICE dxb-att 2 L) 2024-09-16 08:27:08 48

oo 2
ki Conliguralions

Device Management

Our Device Management of simplifies you to mount and manage the Biometric Devices in your
organization with necessary configurations to track and maintain the Time and Attendance data of your
Employees.
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On the Device Management, you can set instructions to the Devices, and add, remove, or modify Devices
and its locations.

On the Device module, click Device Management to go to the Device Management module.

Device

Our Device interface eases you to set up and administrate the Biometric Devices and its locations of your
organization.

On the Device module, click Device Management, and then click Device to go to the Device Interface.

Personnel Device Attendance Access System

W-QE 1

& Device Management a S il

3 Atid Delete Add New Ares Clear Commands Cleal Data Data Transfer Device Menu
Device Command

Serial Mumber Device Name Area Area Code  Device IP Status  Last Activity
® Firmware Management v Auto add Not Authorized 1 3 2024-05-08 19.56.04
DXBOFFICE dxb-att 2 @ 2024-09-16 08:27.08

< Message
= Data
D Log

O Mobile App

W Configurations

On this Interface, you can add a new Device, Edit, or delete the existing Devices, manage the existing Device
locations, transfer Data and more.

A brief note about the columns displayed on the Device Interface
Serial Number: Displays the unique Serial Number of the Device
Device Name: Displays the Device Name

Area: Displays the Device's Area Name

Area Code: Displays the Device's Area code Name

Device IP: Displays the Device IP address

Real IP: Displays the actual IP address of the Device

Device Model: Displays the Device model name

Time zone: Displays the Device Time zone

Firmware Version: Displays the Firmware version of the Device
Status: Displays the Device (Active or Inactive) Status

Last Activity: Displays the Device last activity date

User Count: Displays the User count registered in the Device
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Fingerprint Count: Displays the registered Fingerprint count stored in the Device
Face Count: Displays the registered Face count stored in the Device

Palm Count: Displays the registered Palm count stored in the Device
Transaction Count: Displays the total transaction count of the Device

Command: Displays the total Device command count stored in the Device

How to Set Up Document ID
O

Configurations o

Our Configurations module facilitates you to accomplish in managing the successful verification of
Employees document, which eases your work and reduces the confusion on documents that need to be
submitted and left pending.

On the Configuration module, you can add the type of Document and unique ID based on your
organization's requirement.

On the Personnel module, click Configurations to go to the Configurations module.

Employee Document

Our Employee Document interface eases you to manage paperless documents more proficiently and
retrieve them in no time.

It also maintains concealment by providing access only to the relevant Employees and also manages in
purging trivial documents.

On the Personnel module, click Configurations, and then click Employee Document to go to the
Employee Document Interface.

Personnel Device Attendance Access System

®Q = Employee Dot 1

Ciranrizatio -
&% Organization ¥ E Bookmarks s Filters =

28% Employee Management~ 5
Add Delete Import

B Approval Workfiow - Document No, - Document Titd

2

Passport

Bn Configurations

On this Interface, you can add a new document type, remove the existing document type, and even can
import the document.

A brief note about the columns displayed on the Employee Document Interface
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Document No: Displays the unique code number of a Document
Document Title: Displays the name of a Document

Functions available on the Employee Document Interface

Add

Add function lets you create a new document template, for the submission or the update of your Employee’s
document.

Add
Decument No?*

Documens litle™

Confirm Lancel

Add Detalls

Add a new Document

® On the Employee Document interface, click Add to add a new Document type.
®  On the Document No field, enter the unique Document number for the new Document type.
®  On the Document Title field, enter the name of the Document

® Click Confirm, to update the new Document type.
Delete

Delete function lets you delete the existing document template, which is not required, from the list.
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4, Select

Prompt A

Are you sure you want to delete the selected 1
item?

Cancel

Confirm to delete

Delete the existing Document

® On the Employee Document interface, select the required Document types from the list to
remove.

® Click Delete to delete the selected Document types.
® (Click Confirm, to remove the existing Document types from the list.

Import

Import function lets you add a new or update the existing Document type details to the Software.
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Device Attendance Access System

Add | Defete | Impor 7. After adding the

i data, browse to select Document Tite &

the file saved instep 6 g B

| Import x

Impert File: [Choose File|

Existing Data:  Ignore

Sample Template: &Dowmload Template

6. Download template,

add data in it and then save
the file in the local PC

itle is required

mats are supported

Confirm  JEKETSI

Import a new or update the existing Document type details

On the Employee Document interface, click Import to import a new or update the existing
Document type details.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.
Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Document type details on the Software needs to be updated with
the imported document.

Choose Ignore if the modification is not required for the existing Document type on the Software.

Click Confirm, to ensure and import the saved data to the software.

Our Employee Management module helps you to stay organized by maintaining all your employee data
up to date, which saves you an ample amount of time and also helps you to retrieve employee information
of your Organization at any pointin time.

Managing an Employee Account

On the Employee Management module, you can add, modify, terminate, or revive the Employee details of
your Organization.

On the Personnel module, click Employee Management to go to the Employee Management module.
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Employee

@
Employee 1B
Our Employee interface facilitates you to update, sync, upload and retrieve Employees' personal, medical,
and identity information so that you need not delve into multiple papers and documents; and thus, eases
your work and saves your time.

On the Personnel module, click Employee Management, and then click Employee to go to the Employee
Interface.

Personnel Device Attendance Access System

= [k

B Bookmarks»  Filters =

Impord Persorne] Transfer App More seitings

First Name = Department Position Code  Device Privilege Area Fingerprint 'Face Palm VL Face Update Time

NTS & ADMIN 1 Employes dxb-att Ver 10:2 | 2024-08-14 15:29
1 Employes dxb-atl Ver 10:1 - = 1 2024 t

Employee dxb-att 2024-05-23 15229
RIBUTION 1 Employee dxb-att Ver 10:2 1 2024-00-04 D831
S & ADMIN 1 Employee dxb-att Ver 10:1 | 2024-04-26 15:44
T SALES 1 Employea dxb-att Ver 10:1 | 2024-07-24 1044
PROJECT SALES 1 Employes dxb-att Ver 10:1 - - 1 2024-00-04 1459
ECHNICAL 1 Employea dyb-att Ver 10:1 1 P 12 DB:AE
JHOAME PROJECT SALES 1 Employes dxb-att Ver 10:2 | 2024-05-07 14:2¢
LALAIME TECHNICAL 1 Super Administrator  deb-att Ver 10:3 1 20240814 150

On this Interface, you can add a new or delete the existing Employee information and even enables you to
transfer, modify and terminate a temporary or permanent Employee of your Organization.

Some common examples of the Employee Information include "Employee Name", "Identity Proof",
"Biometric details", "Personnel Information" and more.

A brief note about the columns displayed on the Employee Interface

Employee ID: Displays the identity number of each Employee.

First Name: Displays the First name of each Employee.

Last Name: Displays the Last name of each Employee.

Card NO: Displays the Card number of Employee if the Card access is registered.

Date of joining: Displays the joining date of each Employee.

Department: Displays the Department names of each Employee.

Department Code: Displays the unique Department Code of each Employees' Department.

Position: Displays the Position name of each Employee.
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Device Privilege: Displays the Employees' Device privilege.

Area: Displays the located Area of each Employee.

Area Code: Displays the unique Area code of each Employee's located Area.

Mobile App Status: Displays the Mobile Application (Active or Inactive) Status of each Employee.
Fingerprint: Displays the registered Fingerprint count of each Employee.

Face: Displays the registered Face count of each Employee.

Palm: Displays the registered Palm count of each Employee.

VL Face: Displays the registered Face count captured from the Visible Light Devices.

How to create an Employee Account

On the Personnel Module, go to Employee Management, click Employee Interface to create an Employee
Account.

Add

Add function lets you add the new Employee details with the unique Employee ID and to update the
Employee's personal information.

Bio Personnel Device Attendance Access System

X ey O

& Organization 2 f & Bookmnarks = ilters =
2¢¢ Employee Management a Click to Add :
Add mport Personnel Transfer App More settings

Employee Id First Name Department Position Code Device Privilege Area Fir]
Resign 3 SOWMYA ACCOUNTS & ADMIN 1 Employee dxb-att Ve
SNEHA TECHNICAL 1 Employee dxb-att Ve

B Approval Workflow v JONATHAN WAREHOUSE 1 Employee dxb-att -
SIMOUNETTE DISTRIBUTION 1 Employee dxb-att Ve
B Configurations CHRISTINE ACCOUNTS & ADMIN 1 Employee dxb-att Ve
JUNAIS PROJECT SALES 1 Employee dxb-att Ve
VIMOD PROJECT SALES 1 Employee dxb-att Ve
CRIZALDE TECHNICAL 1 Employee dxb-att Ve

Add a New Employee
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Add b4
Profile
Employee Id* First Name*
Department*  -———- Last Name
Pesition®  -—---—-- Areg®  —---—e-
Employment Type  -——--— Date of Joining
Holiday Location  -——--—-- OutDoor Mng  Disahle P

Personal Information Device Settings Attendance Settings Maohile App Settings WhatsApp Seftings Sms Settings

Mational 1D Local Mame Gender | —-——
Passport No. Mohile Mectorcycle License
Contact no. Office Tel Automobile License
Card No Religion City
Permanent Address Pincode Email
Birthday Nationality

Cancel

® On the Employee interface, click Add to add a new Employee.

® Enter the mandatory fields, the unique Employee ID, Employee's First Name, Last Name, and
then select the Department, and the Area (Employee's work department and location) from the
drop- down list.

® After entering the mandatory details, click Confirm to save created Employee Account.

Where and how to update Employee Information

On the Personnel module, go to Employee Management, click Employee interface and then either click
Edit or click the required Employee ID to update Employee Information.

Profile

On the Add window, under Profile, you can enter the following data.

Profile
Employee Id* First Name*
Department® --——-—-—- Last Name
Position®  ---—---—- F YT ] [——
Employment Type Date of Joining
Holiday Location --—---—- CutDoor Mng  Disable Photo
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Position: Select the Organization Position or the designation of the Employee from the drop-down list.
Employee Type: Select the Organization Position or the designation of the Employee from the drop-down
list.

Date of Joining: Choose the date of joining or the joined date of the Employee from the calendar.

Photo: Click on the photo to upload the image of the Employee.

Holiday Location: Location of the employee where he is working.

Outdoor Mng: This function is for the employees who visit the client's place for business/service purposes.
It tracks the attendance and location of the employees who have been to the client's location. It is

primarily used by sales, support, service teams when comparing to other teams.

Personal Information

On the Personal Information tab, you can update the Employee's specific data.

Personal Information Device Settings Attendance Settings Mobile App Settings WhatsApp Settings Sms Settings
Mational ID Local Name Gender —————
Passport No. Mobile Motorcycle License
Contact no. Office Tel Automobile License
Card No. Religion City
Permanent Address Pincode Email
Birthday Nationality

Cancel

National ID: Enter the Employee's 15-digit unique identification National ID number issued by the
government.

Gender: Select the sociocultural expression of the Employee from the drop-down list.

Passport No: Enter the Employee's official travel document number issued by the government.
Motorcycle License: Enter the Employee's driving authorization number issued by the government.
Automobile License: Enter the Employee's driving authorization number issued by the government.
Contact No: Enter the personal or official contact number of the Employee.

Mobile: Enter the alternative or the wireless cellular phone number of the Employee.

Nationality: Enter the legal Nation or the Country name of the Employee.

City: Enter the Employee's city name.

Permanent Address: Enter the Employee's permanent address.

Email: Enter the Employee's official Email ID.
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Birthday: Enter the Employee's birth date. User can generate the Birthday report in Attendance Module.
Office Tel: Enter the Employee's Office desk contact number.
Religion: Enter the religious practice of the Employee.

Pincode: Enter the postal code number of the Employee.

Device Settings

On the Device Settings tab, you can set the Employee's Device Registration data.
Persanal Information Device Settings Attendance Seitings Mobile App Settings WhatsApp Settings Sms Settings

Verification Mode Any Device Privilege  Employee
Device Password

Enroll Device FP Registered(v10)

Cancel

Verification Mode: This will be the mode of authentication through the device. Select the Employee's
Device verification mode from the list.

Card No.: Enter the Card number which will be used of authentication of the Employee.

Device Password: Set the personnel password for the device. The black-and-white T&A device supports
passwords with only five digits. The color-screen T&A device supports passwords with only eight digits.
Passwords with digits exceeding the specified length are cut out by the system automatically. When you
change a password, clear the old password in the text box and then enter the new password.

Enroll Device: This field is automatically updated with the Device Serial Number after the Employee is
registered in that Device.

Device Privilege: Select the Device authorization type of the Employee.

PIN: Enter the Employee's Device verification password.

FP Registration(v10): Using this function, you can remotely enroll personnel fingerprint. For this, you
need to connect a USB fingerprint reader to your PC. Once reader is successfully connected to the PC, click

Enroll, to register the Employee’s Fingerprint.

The below interface appears after clicking Enroll.
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Fingerprint Register X

Click on required
finger to select

Attendance Settings

On the Attendance Settings tab, you can set up the presence and absence settings for the Employee.

Personal Information Device Settings Attendance Settings Mobile App Settings WhatsApp Settings Sms Settings

Enable Attendance Yes Enable Holiday Yes

Password ssssssssssssssssssssssssnnnns Workflow Role  ---------—-

Enable Attendance: The attendance will be enabled for the Employee by default. You can disable the
attendance by selecting No from the list.

Enable Holiday: The holidays will be enabled for the Employee by default. You can disable the holidays by
selecting No from the list.

Self-Password: Enter the password for the Employee login.

Workflow Role: Select the required request process administration flow for the Employee.

Mobile App Settings

On the Mobile App Settings tab, you can set mobile application access for the Employee.

Personal Information Device Settings Attendance Settings Maobile App Settings WhatsApp Settings Sms Settings

Mobile App Status Disable APP Role Employee

Mobile Att Punch Enable
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Mobile App Status: It lets the Employee view the Organization's message or status through the mobile
application interface. The Status will be in Disable mode by default, and you can enable for the Employee if
required.

App Role: Here you can select the privilege of the Employee on the mobile application interface as

"Employee" or "Administrator".

WhatsApp Settings

On the WhatsApp Settings, you can set WhatsApp application access for the Employee.

Personal Information Device Settings Attendance Settings Mobile App Settings WhatsApp Settings Sms Settings

WhatsApp Push  No

Status Exception Option No

Punch Option  No

WhatsApp Push Status: If this action is enabled for Organization WhatsApp message, it automatically
reports in the Employee's mobile, about the organization message through push notification. The Status
will be in Inactive/No mode by default, and you can select Yes to enable it for the Employee if required.
Punch Option: This action allows the Employee to punch for attendance through the WhatsApp message
link. This option will be in disabled/No state by default, and you can select Yes to enable it for the
Employee if required.

Exception Option: This action allows the Employee to punch for attendance through the WhatsApp
message link. This option will be in disabled/No state by default, and you can select Yes to enable it for

the Employee if required.

SMS Settings

On the SMS Settings, you can set the SMS access for the Employee.

Personal Information Device Settings Attendance Settings Mobile App Settings WhatsApp Settings Sms Settings

SMS Push Status  No Exception Option No

Punch Option No

SMS Push Status: If this action is enabled for Organization SMS message, it automatically reports in the
Employee's mobile, about the organization message through push notification. The Status will be in

Inactive/No mode by default, and you can select Yes to enable it for the Employee if required.
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Punch Option: This action allows the Employee to punch for attendance through the SMS message link.
This option will be in disabled/No state by default, and you can select Yes to enable it for the Employee if
required.

Exception Option: It lets the Employee send or notify their Organization message or status through the
SMS. The Status will be in disabled/No mode by default, and you can select Yes to enable it for the

Employee if required.

Where to update the Employee’s Original Certificates and Documents

On the Personnel module, go to Employee Management, click Employee interface and then either click
edits Edit or click the required Employee ID to update Employee documents. Refer Employee Doc for
more info.

Document

® On the Document tab, you can update the verified or submitted document details of the
Employee.

® This option gets enabled only when the new Employee is added successfully.

Personnel Device Attendance Access

vaz[me il

Organizatiol 1 4 .
«h Organization 2 B Bookmarks~  Filters

System

42 Employee Management «
i ki - Add Delgte Impaort Fersonnel Transter App More settings

Click an

E Employed employeelD § Department Position Code Device Privilege Area Fingerprint

ign 3 A ACCOUNTS & ADMIN 1 Employee dxb-att Ver 10:2
SNEHA TECHNICAL 1 Employee dxb-att Ver 10:1

Approval Workfiow v 00005 JONATHAN WAREHOUSE 1 Employes dxb-att -
SIMOUMETTE DISTRIBUTION 1 Employes dxb-att Ver 10:2

Configurations :] CHRISTINE ACCOUNTS & ADMIN 1 Employee dxb-att Ver 10:1
JUNAIS PROJECT SALES 1 Employee dxb-att Ver 10:1
VIMOD PROJECT SALES 1 Employee dxb-att Ver 10:1
CRIZALDE TECHNICAL 1 Employes dxb-att Ver 10:1
IINAKIE PDOUCCT CALLEG 1 Conmlasas il st Vap 100
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Edit x
Profile

Employee d*® First Name®  jeff

Department® Department Last Name

Position®™  Position Area® dub-att
Employment Typs Date of Joining
1. Open the
Holiday Location  --—---—- OutDoor Mng  Disabl Document tab Photo

Personal Information Device Settings Attendance Settings Document Mobile App Settings WhatsApp Settings Sms Settings
2.Click to
il
Dacument Valid up fo Email Alert Alert Before File Name
None
Confirm Cancel
ADD g
Select from
dropdown -
Document®*  ---—--—-- geaoo  2024-09-16
Email Alert No Mert Before

Document |Choose File File MName

© On the Employee Interface, on the Employee ID column, click Employee ID to update the
documents of the required Employee.

® Onthe Editwindow, on the Document tab, click Add to add the required documents.

© Please make sure that the specific Documents' ID, to be submitted, is already added in the
configuration console.

Employee Documents: Enter the Document ID number that has been provided while adding the
Document name under Configuration

Valid Up to: Select the Employee's submitted or verified document's validity.
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Email Alert: Select either YES or NO from the drop-down list to acknowledge when the document's
validity ends.
Alert Before: To intimate the expiry date of the specific document, select the days from the Alert

Before field.
Click Confirm, to save the updated information.

Deleting an Employee Account

On the Personnel module, click Employee Management, and then click Employee interface to remove
or delete an Employee account.

Delete

Delete function lets you remove the existing data of the Employee from the list.

Personnel Device Attendance Access System

= Bookmarks=

n = First Name = Department  Position Code  Device Privilege Area Fingerprint Face Paim VL Face
ASHURE Department 1 Employes dxb-atr Ver 10:1 = 1
222 Department | | Employes dub-att Ver 10:1 - - 1
I 26 CONNOR  DISTRIBUTION 1 Employee dyp-att Ver10d - - 1
ES LAUREL  DISTRIBUTION 1 |Employee dxb-att Ver 10:1 1
| I7 S Prompt w (e dxb-att - = 1
4043 j _!Em‘mistratcr dxb-att -

Are you sure you want to delete the selected 1

item?

Cancel

Confirm to delete

Delete the existing data of the Employee

On the Employee interface, select the required Employee data from the list.
Click Delete, to delete the selected Employees' data.

Click Confirm, to ensure and delete the selected Employee's data from the list.
Managing Employees’ Designation

Our Position interface helps you to manage and maintain the nomination, selection, or ranking of an
employee into a distinct category from one another.

On the Personnel module, click Organization, and then click Position to go to the Position Interface.
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On this interface, you can create a new Position or a Sub position, edit or delete the existing Positions or
the Sub positions, based on the rules and requirements of the Organization.

Personnel Device Attendance Access System

& Bookmarks -

Add Delete Impart Persannel Transfer
Positicn Code Position Name Farent Employee Count
Pasition = 46

Configurations

Position reveals both the role and the job responsibility of an employee in the Organization such as
"Director”, "Head Chief", "Manager", "Lead Accountant", "Developer", "Project Engineer", and more.

A brief note about the columns displayed on the Position Interface

Position Code: Displays the unique code number of the Position.

Position Name: Displays the name of the Position.

Parent: Displays the Superior Position name.

Employee Count: Displays the total count of the Employees in a Position.
Resigned Count: Displays the total count of the resigned Employees in a Position.

How to create Designation for the Employees

On the Personnel module, click Organization, and then click Position to create Employee designation.

Add

Add function lets you create a new title for a Position or a Sub position with a unique Position Code.
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1. Click here to add

Add 2. Enter Details
Position Code* 2
Position Name*

Parent| —-—-—--

Confirm Cancel

3. Confirm to finish

Create a New Position or a Sub position name
¢ On the Position interface, click Add to create a new Position or a Sub position name.
e Enter a unique Position Code and the required Position Name.
e On the Parent field, select the required Position name from the list to define as the Parent
position, if creating a new name for a Sub position.
o After entering the details, click Confirm to save and update the newly created Position or the Sub
position name.

Removing the Designation of an Employee

On the Personnel module, click Organization, and then click Position to remove the Employee
designation.

Delete

Delete function lets you remove the existing data of the Positions or the Sub potions from the list. The
operation is similar like the common delete in our software.

Importing Employees’ Designation

On the Personnel module, click Organization, and then click Position to import Employee designation to
the software.

Import

Import function lets you add a new or update the existing Position data to the Software. The operation is
similar like import function on other interfaces.

How to move an Employees’ Designation
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Personnel Transfer function lets you transfer the existing Employees from another Position or the Sub
positions to the specified Positions or the Sub positions based on the Organization system. The operation
is similar like personnel transfer function on other interfaces.

Only one Position or a Sub position can be selected at a time, to modify.

Import Employee Details

Import function lets you add a new or update the existing data to the Software.

Personnel Device Attendance Access System

Employee 1
L]

Organizatio :
@ Uigantzaton & Bookmarks~  Filters =

& Employee Managementa _ )
Delete Import nel Transfer App More settings

Employee ployee Id F Import Employee nent Position Code Device Privilege

Resign 3 11 5 lmport Documesnt NTS & ADMIN 1 Employee
S CAL 1 Employee
Approval Workflow 00005 j ImportPhoto OUSE 1 Employee
J0006 SIMOUNETTE DISTRIBUTION 1 Employee
i Configurations : TINE ACCOUNTS & ADMIN 1 Employee
m PROJECT SALES 1 Employee
s ap D PROJECT SALES 1 Employee
30011 CRIZALDE TECHNICAL 1 Employee
JHOANE PROIJECT SALES 1 Employee

LALAINE TECHNICAL 1 Super Administratg

STEVEN Department 1 Super Administratc
ALDOUS DISTRIBUTION 1 Employee
VOLTA DISTRIBUTION 1 Employee
GARVEY TECHNICAL 1 Employee
SHYAM TECHNMICAL 1 Employee

Functions available under Import

e Import Employee
e Import Document
e Import Photo

Importing Employees from Device to the Software

On the Personnel module, click Employee Management, and then click Employee interface, to import
the newly registered Employee from the Device to the Software.

Import

Import Employee function lets you add a new or update the existing Employee data to the Software. The
operation is similar like import function on other interfaces.
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Import a new or update the existing Employee data on the Software
On the Employee interface, click Import, and then select Import Employee from the drop-down
list to import a new or update the existing Employee data on the Software.
Click Download Template, to view and imply the same structure format specified on the template
document.
Please make sure that the employee details, which is to import, follows the guidelines specified on
the description of the Import window.
On the Import window, click Choose File to select the file from the PC to import.
Based on the import type, there are two options available on the Existing Data field.
Choose Overwrite, if the existing Employee data on the Software needs to be updated with the
imported document.
Choose Ignore if the modification is not required for the existing Employee data on the Software.
Click Confirm, to ensure and import the saved data file to the software.

Importing Employee documents from the Software

On the Personnel module, click Employee Management, and then click Employee interface, to import
the Employee documents to the Software.

Import Document

Import Document function lets you add a new or update the existing Employee verification document
submission to the Software. The operation is similar like import function on other interfaces.

Import a new or update the existing Employee verification document on the Software

On the Employee interface, click Import, and then select Import Document from the drop-down
list to import a new or update the existing Employee verification document submission on the
Software.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window and the specific Documents' ID, to be imported, is already added
in the Configurations console.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Employee verification document information on the Software
needs to be updated with the imported document.

Choose Ignore, if the modification is not required for the existing Employee verification document
on the Software.

Click Confirm, to ensure and import the saved data file to the software.

Importing Employees’ Photo from the System

On the Personnel module, click Employee Management, and then click Employee interface, to import
the Employee photo to the Software.

Import Photo
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Import Photo function lets you add a new or change the existing Employee's Photo to the Software. The
operation is similar like import function on other interfaces.

Import a new or change the existing Employee Photo

¢ On the Employee interface, click Import, and then select Import Photo from the drop-down list
to import a new or to change the Employee's existing Image.

e Please make sure that the image, which is to import, follows the guidelines specified on the
description of the Import window.

¢ On the Import window, click Upload to select the image file from the PC to import.

e C(lick Clear if the image uploaded is not needed or does not meet the standards provided on the
description.

» Based on the import type, there are two options available on the Overwrite field.

o Choose Yes if it is required to revise the Employee's existing image with the imported image.

o Choose No if itis not required to revise the Employee's existing image with the imported image.

» Choose Ignore Error, if the modification is not required for the existing Employee's image on the
Software.

o Click Confirm, to ensure and import the saved image to the software.

Transferring Personnel
Personnel Transfer function eases the employee's migration or transference from one area, team,
department, or one position to another at the same or different location, which helps an employee gain
extensive and wide-ranging experience within the Organization.

Personnel Device Altendance Access Systermn

e :
& Organization & Bookmarks~  Filters ~

W Eopbees Mgt i Defete Import Personnel Transter B More settings
= e mployee |d First Name Depariment Iranster  Position Code  Device Privilege Area Fingerpri
Resign 3 SOWMYA Pasitan Transter 1 Employee db-att Ver 12
SNEHA 1 Employee dxb-att Ver 10:1
i= Approval Workflow JONATHAN Move to New Area Employee dxb-att -
C SIMOUNETTE Copy to New Area 1 Employee dxb-att Ver10:2
¥ Configurations 00008 CHRISTINE Holiday Transfer 1 Employee dxb-att Ver 1u1
JUNAIS 1 Employee dyb-att Ver10:1
B oot VIMOD s Eivbatian 1 Employee dyb-att Ver 10:1
g CRIZALDE Reslgnation 1 Fmployee dyb-att | Ver 10:1
JHOANE PRUTEL | SALES Frployee dyb-att  Ver 10:2
LALAINE TECHNICAL br Administrator  dxb-att  Ver 10:1
STEVEN Depariment SN ST/ inistrator dyb-att Ver 10:1
ALDOUS DISTRIBUTIO location oyee dxb-att Ver 1(u1
VOLTA DISTRIBUTION 1 Employee dub-att Ver 10:1
GARWEY TECHNICAL 1 Employee dvb-att -
SHYAM TECHNICAL i Employee dyb-att Ver 10:1
BETTY KOSHY  TECHNICAL 1 Employee dxb-att Ver 11

Functions available under Personnel Transfer

e Department Transfer
e Position Transfer
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* Move to New Area
o Copyto New Area
o Holiday Transfer

» Pass Probation

e Resignation

How to move an Employees’ between Departments

On the Personnel module, click Employee Management, and then click Employee to move Employees
between Departments.

Department Transfer

This function lets you transfer the Employees between Departments or the Sub departments within the
Organization. The operation is similar like Personnel import function on other interfaces.

Personnel Device Attendance Access System

& Bookmarks = Filters =
Department Transfer : 4
| Peleie Import Personnsi Transfer Maore set
- pee  Departments: ———--—--——
went lransfer s
SIRI e e
L=

emplo

Ic Ariz [ .

Remarks:

Select the #H
Dropdown

Transfer Employees Department or the Sub-department

* On the Employee interface, select the required Employees from the list to move to another
Department or the Sub-department.

e On the Personnel Transfer menu, click Department Transfer to transfer the selected
Employees.

¢ On the Department field, select the required Department or the Sub-department from the drop-
down list.

e Use the Expand/Collapse option or the Search option to search for the specific Department or
the Sub-department.

¢ On the Remarks field, write the reason for transferring the Employees.

e Click Confirm, to ensure and transfer the selected Employees to the required Department or the
Sub-department.

How to move Employees’ Positions
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On the Personnel module, click Employee Management, and then click Employee to move Employees'
positions.

Position Transfer

This function lets you move the Employees from the existing Position or the Sub position to another
Position or the Sub position within the Organization. The operation is similar like Department Transfer
function on other interfaces.

Transfer Employees Position or the Sub-department
On the Employee interface, select the required Employees from the list to modify their Position or
the Sub position.
On the Personnel Transfer menu, click Position Transfer to transfer the required Employees'
existing Position or the Sub position
On the Position field, select the required Position or the Sub position from the drop-down list.
Use the Expand/Collapse option or the Search option to search the specific Position or the Sub
position.
On the Remarks field, write the reason for moving the Employees.
Click Confirm, to ensure and move the selected Employees to the required Position or the Sub-
department.

Transferring Employees’ Area

On the Personnel module, click Employee Management, and then click Employee to move Employees
between Areas.

Area Transfer

This function lets you shift the Employees from the existing Area or the Sub-area to another Area or the
Sub-area within the Organization. The operation is similar like Department Transfer function on other
interfaces.

Transfer Employees area or the Sub-area
On the Employee interface, select the required Employees from the list to modify their Area or the
Sub-area.
On the Personnel Transfer menu, click Area Transfer to shift the required Employees' existing
Area or the Sub-area
On the Area field, select the required Area or the Sub-area from the drop-down list.
Use the Expand/Collapse option or the Search option to search the specific Area or the Sub- area.
On the Remarks field, write the reason for shifting the Employees.
Click Confirm, to ensure and shift the selected Employees to the required Area or the Sub- area.

Transferring Employees’ Location for Holiday Update

On the Personnel module, click Employee Management, and then click Employee to move Employees'
Location
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Location Transfer

This function lets you migrate the Employees from the existing Location or the Sub location to another
Location or the Sub location in order to update the Employees Holiday calendar. The operation is similar
like Department Transfer function on other interfaces.

Transfer Employees Location or the Sub-Location

¢ On the Employee interface, select the required Employees from the list to modify their Location or
the Sub-Location.

¢ On the Personnel Transfer menu, click Location Transfer to transfer the required Employees'
existing Location or the Sub-Location

¢ On the Location field, select the required Location or the Sub location from the drop-down list.

o Use the Expand/Collapse option or the Search option to search the specific Location or the Sub
location.

* On the Remarks field, write the reason for migrating the Employees.

» Click Confirm, to ensure and migrate the selected Employees to the required Location or the Sub
location.

How to move Employees to Permanent

On the Personnel module, click Employee Management, and then click Employee to move Employees
to Permanent.

Pass Probation

This function lets you offer the Employees a regular or permanent position after the successful completion
of one's trail period served in your organization.

Perscnnel Device Attendance Access

1

L 0 alzatio .
= Organizatior & Bookmarks = Filters =
=3 Employee Management = e
| Jelete mport Permonnsl Transier Mare settings

mployee [d Firsl Name

System

Department Transter Jition Code  Device Privilege  Area gerprint Face Palm VL Face

SIBIL Pasition Transfer diy att
MOUFAL Employee dub-att | Ver 11
MARY-ANNM Move to New Area dxb-att  Ver 10:1
-] VY Copy lo New Ar=a Employee dub-att  Ver 101
Configurations VINCE g s 5 C"ck Employee dxb-att | Ver 10:1
ROSEANNE * Employee dxb-att  Ver 101
BENIO) Fass Prabation B
EAHEEM lgnati B et i
NAFIH
SHIRE Are you sure Probztion period of the selacted
NIKITA amployes Is over?
BOYRA BHSTRIBUTION = =
WAYNE | Confirm Cancel
DARVISH dnb-att | Ver 1 E =
ANDRE e dxb-at m
Department 1 Employee dxb-att | - = =
ETHEL Drepartment 1 Employee dxb-ait | Ver 10:2

Pass Employees’ Probation

¢ On the Employee interface, select the required Employees from the list to pursue as their position
permanently.
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¢ On the Personnel Transfer menu, click Pass Probation to give the selected Employees, the
permanent or regular role.
» Click Confirm, to grant the selected Employees' job to a permanent role

How to move Employees Profile to Terminated Account

On the Personnel module, click Employee Management, and then click Employee to terminate
Employees' Accounts.

Resignation

This function lets you authoritatively terminate, relocate the Employees' reqular or permanent position
based on your organization standards.

Personnel

1

AiLianizatiin & Bookmarks~  Fllters -
Employes Management.a B e = et
i [Delete Impart Persannel Transfer. - L ir

mployee Id First Name

Device Attendance Access System

ssition Code.  Dievice Privilege  Area Fingerprint Face Palm VL Face Update Time En

Department Transfer
SIRIL

NOUFRA,

MARY-ANN | Mavet

Position Transfer

oy 1o New Area

VINCE

Hollday Transfer

Pass Probation m ArtEndsree®t Dok _ 02:26 .I%.—'.‘:'-..a'
Resit n Hesign Hewse: 1 241712432
LIS TRIBUTION Enter the 4-09-04 14:55:50
TECHMNICAL Erm)| details 2024-02-20 13:39:44

PROJECT SALES
DISTRIBUTION

1
1
|
1
|

TECHNICAL 1
1
1
1
1

Department
m Carce
Department dxb-att  Ver 107 = -
Department dib-att
ETHEL Department dub-att  Ver 102
jeft Department dxb-att -

Employees’ Resignation

* On the binterface, select the required Employees from the list to terminate or transfer their
position permanently.

¢ On the Personnel Transfer menu, click Resignation to officially terminate or transfer the selected
Employees.

» On the Resignation Date field, select the last working day of the Employee and on the
Resignation Type, select the mode of Resignation.

¢ On the Attendance field select Enable to calculate attendance till the last working date or select
Disable to stop the attendance calculation and on the Reason field, write the reason for resigning
or transferring the selected Employees.

» Click Confirm, to grant the selected Employees either the transfer or the resignation from their
responsibility.
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Setting Up the Process Work Code
Our Data module facilitates you in obtaining, authenticating, storing, protecting, and processing required
data to ensure the accessibility, reliability, and timeliness of the data for its users.

On the Data module, you can view and maintain the registered Biodata, add, modify, or delete a Work
Code and upload transactions via USB.

On the Device module, click Data to go to the Data module.

Work Code

Our Work Code interface aid you to create labour codes that are relevant to the services provided by your
organization which eases to identify the different sections of work carried out by the Employees.

On the Device module, click Data, and then click Work Code to go to the Work Code Interface.

BioT: Personnel ~ Device  Attendance  Access System

* o = [ee

p Device Management & Rookmarks Filters

®) Firmware Management = = z : P
Add Delete Send 1o Device Femowve From Device

< Message - Wark Code Work Code Mame

client visit out
Data client visit in

Transaction

red Transactions
On this Interface, you can create a new Work code, modify, or delete the existing Work Codes, and even
can set up or remove the Work Code to the required Devices.

A brief note about the columns displayed on the Work Code Interface
Work Code: Displays the unique work code number.

Work Code Name: Displays the work code name.

Last Activity: Displays the time of the last activity of each work code.

Functions available on the Work Code Interface

Add

Add function lets you create a new Work Code.
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Personnel Device Attendance Access

H; Fllters «
- | SendTo Device- R
— Work Code Name:
: chlent vlsitoul
client visit In
Add N
Work Code*:
Work Code Name™

Lancel

Add or create a new Work Code

On the Work Code interface, click Add to add or create a new Work Code.
On the Work Code field, enter a unique code number.

On the Work Code Name field, enter the name for the Work type.

Click Confirm to save the newly created Work Code.

Delete

Delete function lets you delete the required existing Work Codes.

Personnel

& Cookmarks « gﬂ.
“Add Delate ;. To Device Remove From Device
B - client visit out

1 client visit in

Prompt X

Are you sure you want to delete the selected 1

item?

Cancel

Confirm to delete

Delete a Work Code

On the Work Code interface, select the required Work Code to delete or remove from the list.
Click Delete to delete or remove the selected Work Codes.
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Click Confirm to delete the selected Work Codes from the list.
Send to Device
Send to Device function lets you send or transmit the required Work Codes to the connected Device.

After transferring to the Device, you can set up the Work Code based attendance registration in the Device
which eases to identify your Employees' different type of work process.

Personnel Device Attendance Access System

1 Waork Code

& lookmarks-  Filters -

Waork Code Name
client visit out
client visit in

Send To Devica *

Device* | ————

& & A v Q v
O oxeosFice
O Auto add

Cancel

Confirm to send

Send the Work Code to Device
On the Work Code interface, select the required Work Code from the list.
Click Send to Device to send the selected Work Codes to the required connected Device.
On the Device field, select the required Device from the drop-down list.
Click Confirm to send the selected Work Codes to the Device.

Remove from Device

Remove from Device function lets you to remove or eliminate the transmitted Work Codes from the
Device.
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Personnel Device Attendance System

& Bookmarks=  Filters =

Work Code Mama
client visit ot
client visit in
Remove From Device x

Device* --——-—-—

6. Select from dropdown

Cancel

Remove the Work Code from Device
On the Work Code interface, select the required Work Code from the list.
Click Remove from Device to remove the selected Work Codes from the Device.
On the Device field, select the required Device from the drop-down list.
Click Confirm to remove the selected Work Codes from the Device.

Employee Data Management

On the Personnel module, click Employee Management, and then click Employee to manage Employee
data in Device and Software.

More Settings

More Settings lets you to the following functions.

Bfo]l'_';";"e : Personnel Device Attendance Access System

Cirganization B Bockmarks - Eilters =
& Fmployee Managemerit g %
nsie App More sefiings:

Acld Delete Import Persannel Transier

3 Fingerprint

™ 4. Selec gl Deapartment Fosition Resynchronize o device

Resign ACCOUNTS & ADMIN 1 R o] e e J-att Ver 10:2
TECHMNICAL 1 J-at | Ver 101

B Approval Worklow : NAREHOUSE 1 e B e niens, ) |
SIMOUNETTE  DISTRIBUTIO! 1 Employes dxb-att Ver 10:2
@ Configurations CHRISTINE ACCOUNTS & ADMIN 1 Employee dxb-atl 1

IUMNAIS PROJECT SALES 1 Employee dxb-att

VIMOD PROJECT SALES 1 Employee dxb-att | Ver 10:1
CRIZALDE TECHNICAL 1 Employee dxb-att Ver 1011
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Functions available under More Settings
* Resynchronize to Device
e Re-upload from Device
e Delete Biometric Template
How tot Resynchronize Data to Device
On the Personnel module, click Employee Management, and then click Employee to resynchronize
Employee data to Device.
Resynchronize to Device

This function lets you sync or merge the Employees' data from the Software to the Device.

Personnel Device Attendance Access Systemn

Employee =

E & Bookmarks -

Filters

Add Delete Import Personnel Transfer Apo
tment Position §

S & ADMIN 1

Update Time

14 15:]

2024-06-13 103

IOMATHAN JUSE 1 st iomsblonpisis F024-05-23 16:4

SIMOUNETTE IBUTICN 1 Employee t 1 0 E
CHRISTINE UNTS & ADMIN 1 Employes b-att  Wer 10:1 1
JUMAIS SALES 1 Employee dab-att Ver 10:1 1
VinonR SALES 1 Employee oxb-att Ver 1001 1
CRIZALDE TES Drompt N " dxb-att Ver 10:1 |
IHOANE PR drb-att Ver 10:2 1
LALAINE TE strator dyb-att Ver 101 |
STEVEN e Are you sure you want to resynchronize User strator | dxb-att Ver 1001 |
ALDOUS oy data to device? dyb-att Ver 10:1 !
VOLTA Di dxb-att Ver 1001 1
GARVEY TE Cancet chib-att - 1
[T LRy dxb-att  Ver 10:1 |
TECHNICAL mployee dxb-att Ver 10:1 1
TECHNICAL ¥ Iib-att  Wer 1001 |
e Confirm to resynchronize |

{ED PROJECT SALES 1 2024-06-25 004
1

2024-09-04 14:1

.'L(;i-NI-_,‘-L 1 Employee
Resynchronize Employee Data from Software to Device
e On the Employee interface, select the required Employees' data from the list to sync or merge to
the Device.
¢ On the More Settings menu, click Resynchronize to device, to sync or merge the selected

Employees' data to the Device.
o Click Confirm, to sync the selected Employees' data to the Device.

Re-uploading Employee Data from Device

On the Personnel module, click Employee Management, and then click Employee to re-upload
Employee data from Device.

Re-upload from Device

This function lets you sync or merge the Employees' data from the Device to the Software.
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Attendance Access

Organization & Hookmarks » Filters =
Employee Management:s 2 53

Personnel Device

Tale! Delete Import Personnel Transfer App More settings

Emme Department Position Resynclronize 1o device ] Fingerprint Face Palm VLFa
- BAPIAVA ACCOUNTS & ADMIN 1 m !

Re-upload from device
SNEHA TECHNICAL 1 sl yun Tt - - ]

= Approvi Flow a0 ONATHAN WAREHOUST 1 Delete Blometric Template

D-a1t
SIMOUNETTE DISTRIBUTION 1 Employee dxb-atr | Wer 10:2 1

Configurations 0 CHRISTINE ACCOUNTS B ADMIN 1 Employze fer 10:1 1
UMNAIS PROJECT SALES 1 Employee T Ver 101 1

VinoD PROJE' Re-uplcad from device = dxb-att  Ver 10:1 1

CRIZALDE TECHM dxb-att | Ver 10:1 1

JHOAME PROJE! Desice® | All dxb-att Ver 10:2 1

LALAINE TECHM  corigt Number strator | dxb-att | Ver 10:1 1

STEVEN Depar strator | dxb-att “er 101 1

ALDOUS DISTRI dxb-att  Ver 10:1 1

VOLTA DISTRI dib-att Ver 10:1 - - 1

GARVEY TECHM 1

SHYAM TECHN 1

BETTY KOSHY  TECHAM 1

JANE TECHNICAL |

JULIO DELA WAREHOUSE 1

RIVAS AHAMED PROJECT SALES 1

MORBIN TECHNICAL 1

Re-upload Employee Data from Device to Software

¢ On the Employee interface, select the required Employees' data from the list to sync or merge
from the Device.

¢ On the More Settings menu, click Re-upload from device, to sync or merge the selected
Employees' data from the Device.

¢ On the Device field, select from the drop-down list either All, to sync or merge the selected
Employees' data from all the connected Devices, or select Specified, to sync or merge the selected
Employees' data from the specific Devices only.

* On the Device field, if you select Specified, then on the Serial Number field enter the serial
numbers of the Devices from which you need to sync the Employees' data to the Software.

o Click Confirm, to sync the selected Employees' data from the Device to the Software.

How to remove Bio-metric Template of an Employee

On the Personnel module, click Employee Management, and then click Employee to delete the Bio-
metric template of the Employees.

Delete Biometric Template

This function lets you delete or remove the Employees’ retained biometric impression from the device.
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Access

Personnel Device Attendance Systermn

& Bookmarks=  Filters = B
e Delete It Personnel Transfer App Maore settings
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CRIZALDE att Ver i1 - 1 20

JHCANE e L att Verilkz - 1 20
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ALDOUS DESTRIBUTION amr Ver 11 | 20

VOLTA CISTRIBUTIOM VLkaten No att Ver 10:1 1 20

GARVEY TECHNICAL 3 1 20

SH?‘“M < TE?“\: '_jJ:‘“ Select the dropdown : <0

BETTY KOSHY  TECHMNICAL 1 20

JANE TECHNICAL att Ver 10¢1 I 20

JULIO DELA WAREHOUS Rl cnel o overion 1 20

RIYAS AHAMED PROUECT SALES 1 Employee  dxb-att Ver 101 = 1 20

Delete Biometric Template from the Device

* On the Employee interface, select the required Employees from the list to delete their Biometric
Impression from the Device.

¢ On the More Settings menu, click Delete Biometric Template to delete the retained Biometric
Impression of the selected Employees from the Device.

* On the Fingerprint, Face, Finger Vein, and Palm drop-down list boxes, select Yes, to delete the
retained Biometric Impression or select No, to keep the same (it is No by default).

e Click Confirm, to remove or delete the unrequired Biometric Impressions of the selected
Employees.

Managing Employee’s Resignation

Our Resign interface manages the discrete resignations professionally and systematically, which simplifies
your work and avoids unnecessary interruptions and obstructions. Resignation plays a crucial role in
proficient organizations primarily in thriving enterprises.

On the Personnel module, click Employee Management, and then click Resign to go to the Resign
Interface.
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Personnel Device Attendance Access System

Organizatio :
igstizaon & Bookmarks>  Filters =

Employee Management a

Delete Rehire Import Disable Atfendance

Employee mployee Id First Name Last Name Department Position Resign Type
ANAS YOUSEF = PROJECT SALES Position Excessive absences
' 3 MIOHAMED AL - TECHNICAL Position Excessive absences
Approval W : - Department Position Excessive absences
robin - Department Position Excessive absences
Configurations : SUSAN = Department Position Excessive absences
Department Position Excessive absences
Department Position Excessive absences
Department Position Excessive absences
Department Position Excessive absences
Department Pocition Excescive absences
Department Position Bucessive absences
- Department Position Excessive absences
KEVIMN = Department Position Fucessive ghsences

On this Interface, you can add a new, delete or restore the resigned Employee information and even
enables you to transfer, modify and terminate a temporary or permanent Employee of your Organization.

A brief note about the columns displayed on the Resign Interface
Employee: Displays the Employee name

Department: Displays the Employees’ Department

Position: Displays the Employees’ Position

Resign Type: Displays the Employee’s Resignation type

Resign Date: Displays the Employee’s Resign or the last working date
Attendance: Displays the Employee’s Attendance status

Resign Reason: Displays the Employee’s relieving reason

Report Generation End Date: Displays the End date of the report

How to Terminate the Employees

On the Personnel module, click Employee Management, and then click Resign to terminate the
Employee’s Account.

Add

Add function lets you add the Employees' data who are getting dismissed from their responsibility in your
Organization.
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Altendance Access System

& Employee Management a
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Provide the Resign Type®  Excessive absences Attendance™  Enable ||

details N ~ i
z Resi J] neason

Add the Employee’s Resignation details
On the Resign interface, click Add to include the Employees' resignation information.
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.
Use the Department drop-down list or the Search option (search by Employee name or Employee
ID) to search for the required Employees.
On the Resign Date field, select the last working date of the selected Employees.
On the Resign Type field, select the kind of resignation from the drop-down list.
On the Attendance field select Enable to calculate attendance till the last working date or select
Disable to stop the attendance calculation.
On the Resign Reason field, based on the type of resignation write the reason for resigning the
selected Employees.
Click Confirm, to update the resignation details for the selected Employees.

Deleting Employees from the Terminated list

On the Personnel module, click Employee Management, and then click Resign to delete the
Employee’s Account from the terminated list.

Delete
Delete function lets you remove or discard the existing resignation details of the Employees from the list.
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Personnel Device Attendance Access Systemn

Wl¥fie  Import  Disable Attendance
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Confirm to delete

Delete the existing Department or a Sub Department
On the Resign interface, select the required Employees' resignation details from the list.
Click Delete, to delete the selected Employees' resignation details.
Click Confirm, to delete the selected Employees' resignation details from the list.

How to Reinstate the Terminated Employee’s Account

On the Personnel module, click Employee Management, and then click Resign to reinstate the
terminated Employee’s Account.

Rehire

Rehire function lets you revive or restore the Employees from the resignation list.
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Personnel Device Attendance \CCEsS System
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Reinstate the Employees from the Resignation list

On the Resign interface, select the required Employees from the resignation list.
Click Reinstate, to restore the selected Employees from the resignation list.

Click Confirm, to restore the selected Employees from the resignation list.
Disabling Employees’ Attendance

On the Personnel module, click Employee Management, and then click Resign to disable the
Employee’s Attendance.

Disable Attendance

Disable Attendance function lets you end the attendance calculation for the resigned or the transferred
Employees based on your organization standards.
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onnel Device Attendance Access System
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attendance

Disable Attendance for the Employees

On the Resign interface, select the required Employees from the resignation list.

Click Disable Attendance, to stop the attendance calculation of the selected Employees from the
resignation list.

Click Confirm, to disable or end the selected Employees' attendance calculation from the
resignation list.

Importing Employee’s Account to Termination

On the Personnel module, click Employee Management, and then click Resign to import the
Employee’s Account to termination.

Import

Import function lets you add a new or update the existing Employees' resignation details to the Software.
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7. After adding the
data, browse to select
the file saved in step 6

6. Download template,
add data in it and then save
the file in the local PC

1 Generation End Date Attendance Resign Reason

T'TT‘I‘IHIH]'IH]‘I‘I’] |"'

sign Date Resign Type Report
| 10001 2 8-07-18 Cruit 2018-07-18 Enable/Tisabie

e template are required
Diate Resign Type Report Generation end date, Attendance are Required fields

rmats are supported

Import a new or update the existing Employees’ Resignation details

On the Resign interface, click Import to import a new or update the existing Employees'
resignation details.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.
Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Employees' resignation details on the Software needs to be
updated with the imported document.

Choose Ignore if the modification is not required for the existing Employee data on the Software.

Click Confirm, to ensure and import the saved data file to the software.

6 Setting up the Employee’s Attendance

The Attendance Management module is an effective and efficient platform to track and manage all the
attendance related operations such as Employee's attendance, Overtime calculations, Leave Calculations,
Shift Details, Holiday Details, Employee Schedules, and more. This is a hassle-free and user-friendly
interface that displays all the attendance related information and corresponding reports on a single
screen.
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- Predefined Rules

- Shift Assignment

- Flexible Schedule Assignment
- Holiday Management

- Leave Management

- Accurate Report Generation

Attendance Management

\Hassle-free attendance calculation

Advantages of Attendance Management

® Easyto access

® Biometric Integration

® Up-to-date attendance statistics
® Absence/Leave Management

® Flexible scheduling

® Payroll Integration

® Configured policies

© Comprehensive attendance reports
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Customize On-Duty Attendance

The Outdoor Management under Attendance module deals with the employees who visit the client's
place for business/service purposes. It tracks the attendance and location of the employees who have
been to the client's location. It is primarily used by sales and support teams when comparing to other

teams.
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Client Details

The Client Details displays the names of client places where the employees are scheduled to visit.

Personnal Devica Attendarioe Mrcess Sy=tem
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The columns are described as follows:

Client ID: Displays the ID of the client

Company Name: Displays the name of the client

Address, Branch: Displays the address and branch name of the client location

Contact Person: Displays the name of the person whom to be contacted in the client location.
Contact Number: Displays the Contact number of the corresponding contact person.

Longitude, Lattitude: Displays the geographical coordinates of the client location.

Add Client Details

Perform the following step to add a new client:

¢ Click Add to add a new client. A window appears as shown in the below image:
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EEEEEEE

Contact Number=
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after selecting locaiton Latitude™ 352048492
on the map.

Enter the following details:

Client ID: Enter the ID of the client

Company Name: Enter the name of the company.

Branch: Enter the branch name to which the employee will be visiting.

Address: Enter the address of the company (automatically updated after selecting the location on map).
Contact Person: Enter the name of the contact person who can be contacted for queries.

Contact Number: Enter the contact number of the contact person.

Latitude and Longitude: Enter the geographical coordinates of the company (automatically updated
after selecting the location on map).

Punch Radius: Enter the distance range within which the employee is allowed to make the attendance

punch.

If you do not know the geographical coordinates exactly, you can search the company name in the
google map and the coordinates will be automatically fetched by the system.

Click Confirm after entering the details.

Edit Client Details

Perform the following steps to edit the client details:

Click the Client ID or icon.
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The client details window appears as shown in the image below:
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Make necessary changes and click Confirm.

Delete Client Details

Perform the following steps to delete the client details:

Ly sk ot
system
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Select the Client and click Delete or click @' icon of the corresponding client.

On the appearing pop-up, click Confirm if you are sure to delete the client details.
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Schedule Planner

The schedule Planner enables you to create a schedule by incorporating multiple clients at the same time.
E.g.: If a schedule is created for 3 clients, it will be assigned to an employee who needs to visit all three
client places on the same day.

Personnel Device Attendance Access System

= | Schedule Planner

B Bookmarks— Filters -

Add Delete
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The columns are described as follows:

Schedule Name: Displays the name of the created schedule.
Map View: Displays the location of the client.

Text View: Displays the check-in and check-out of the employee in the client’s location.

Add a Schedule Planner

Perform the following steps to add a schedule planner:

® C(lick Add to create a new schedule. A window appears as shown in the image below:
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Enter the following details:

Schedule Name: Enter the Schedule name.

Company Name: Select the Client Name from the drop-down list.

Date: Select the schedule created date.

In Time: Select the time at which the employee should check-in in the client's place.
Out Time: Select the time at which the employee should check-out in the client's place.
Location: This is for reference about the location of the company.

If you want to ad more client locations to the same schedule, click Add.

Another field to add client details appears as shown in the image below:

Page | 159 Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Add

Lchedule Mame®

Company Mame’  --Selecf-- Date  2024-09-01

InTime | 00:00:00 Cut Time 000000

RS

Click to Add

more client.

Enter similar details and click Confirm.

In a schedule, you can add a maximum of 4 clients apart from the default one. If you wish to remove a
company's details, click Remove.

Edit Schedule Planner

Perform the following steps to edit a schedule planner:

® C(Click the Schedule Name or 4 icon. A window appears as shown in the image below:
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Make necessary changes and click Confirm.

Delete Schedule Planner

Perform the following steps to delete of schedule:
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Select the Client and click Delete or click @- icon of the corresponding client
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® On the appearing pop-up, click Confirm if you are sure to delete the schedule.

Outdoor Schedule

Outdoor Employee allows you to assign schedules to employees. You can assign schedules which are
previously created in Schedule Planner. Make sure Outdoor Mng for the desired employee(s) is enabled
here.

Profile
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Department® ACCOUNTS & ADMIN Last Name
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Holiday Location  -—---——-- QutDoor Mng Enable

Personnel Lievice Attendance Access
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The columns are described as follows:

Employee: Displays the name of the employee to whom the schedule is assigned.
Schedule Name: Displays the name of the schedule which is assigned to the employee.
Start Date: Displays the start date of the schedule.

End Date: Displays the end date of the schedule.

Text View: Displays the check-in and check-out time of the employee in the client location.

Map View: Displays the location of the client.
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Add Employee Schedule
Perform the following steps to assign a schedule to an employee:

Click Add to assign a schedule to an employee. A window appears as shown in the image below:

Attendance Access System
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Enter the following details:

Employee: Select the employee to whom the schedule is to be assigned
Start Date and End Date: Enter the Start Date and End Date of the schedule

Schedule: Select the schedule from the schedule list.

Click Confirm after entering the details.
Delete an Employee Schedule

Perform the following steps to delete an employee schedule:

Select the employee and click Delete or click ]ﬁ' icon of the corresponding employee.

On the appearing pop-up, click Confirm if you are sure to delete the employee schedule.
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Define Global Rules

The set of predefined parameters that apply to an organization's employees are known as rules. The
Global Rule applies to every employee in the company. Basic Settings, Weekend Settings, Overtime
Settings, Calculation Settings, and App Settings are all accessible through a tab menu.

The Global Rule page will be displayed as shown in the image below:

Basic Settings:
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Duplicate Punch Period: The duplicate punch period defines the time duration in which the system
considers only punching for the first time, even if the user punches several times within the defined punch
period. The unit is minutes.

Example: Assume that the duplicate punch period is 2 minutes. If you make several punches within 2
minutes, the system considers only the first punch time.

Click Save after setting the value.

Weekend Settings:
Weekend Settings enables you to set the weekend for the Employees.

Personnel Device Attendance Access Systemn

Global Rule
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The columns are explained as follows:

Week Off: A day can be set as a weekend by enabling the toggle button.

Working On Day: If Employees work on weekends, then you can define that worktime by choosing; Do
not calculate/Calculate as Normal Work/ Calculate as Normal OT/ Calculate as Weekend OT/ Calculate as
Holiday OT as per your company's policy.

Do not calculate: Working on the weekend will be ignored by the system.

Calculate as Normal Work Time: Working on the weekend will be moved to normal work.
Calculate as Normal OT: Working on the weekend will be moved to normal overtime.
Calculate as Weekend OT: Working on the weekend will be moved to weekend overtime.
Calculate as Holiday OT: Working on the weekend will be moved to holiday overtime.

OT Level 1/0T Level 2/0T Level 3: You can set the levels for overtime according to the worked hours.

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.
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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.

Click Save after scheduling the weekend.

Overtime Settings

Overtime Settings helps you to set a framework based on the attendance punch or OT application to
calculate the overtime of an employee. Using the option, overtime can also be disabled.

Perconnel Device Attendance Access Syctem

1
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Disaile Overlimne
Approval OT
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Schedule
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Disable Overtime: Disables the overtime function so that overtime is not calculated for the employee.
Calculate OT: Calculates overtime based on the attendance punch of the Employee i.e. based on check-
in/check-out.

Approval OT: Calculates overtime based on the overtime request raised by the employee.

Approval OT Priority: Preferentially calculates overtime based on the overtime request over the

attendance punch of the employee.
Click Save to save the Overtime settings.

Calculation Settings

The Calculation Settings enables you to calculate the employee's attendance by including exceptions such

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

as late arrival, early Leave, missed check-in, missed check-out, and more.

Personnel Device Attendance Access System
Global Rule 1
Basic Sellings  Week Off Setlings  Gverlime Sellings Calculalin L AP? Sellings

CaleLlalion Rule

Yihien ate exceeds® | 340 Min Coasider s Absent More Than 0 Times Consider b« Absent
Schedule When esry-leave exceeds' | 5340 Min Consdsr A3 Absent More Than 0 Times Consider & Absent
When work duration is less than® | 270 minutes, court == half day

M Approvals

Calculate Missed Check-In as*  Present
+] Hollday

Calculate Missed Check-Outas®  Present

Caleulation lNem
CheckIn® 0 Check Cut™ |
Bredk (Cul)* 2 Ereak (m® 3
Overtime In* | & Overtime Cut* 3
Leave Calculatior Rule
Condition for leave management®  Enable
Full Month
_eave calculation start day® 26 L=ave calculation end day™ 3G

Calculation Rule: The calculation rule must be set to the following exceptions:

When the employee is late by N minutes, it will be counted as absent. E.g.: Consider that the value
is set to 100 minutes. If the actual check-in time is 9:00 am and the employee checks-in at 11:05 am,
it will be considered as absent.

When the employee leaves N minutes early, it will be counted as absent. E.g.: Consider that the
value is set to 180 minutes. If the actual check-out time is 6:00 pm and the employee leaves the
office at 2.50 pm, it will be counted as absent.

When the total working hours of an employee is less than N minutes, it will be counted as half
working day. E.g.: Consider that the value is set to 600 minutes. When the total working hours of
the employee is less than 600 minutes, it will be considered as half-a-day of working.

If the employee forgets to check-in, it will be considered as Late/Absent/Incomplete if the missed
check-in exceeds by N minutes (based on configuration)

If the employee forgets to check-out, it will be considered as Early Leave/Absent/Incomplete if the
missed check-out exceeds by N minutes (based on configuration)

Calculation Item: These are the default function key values for the attendance parameters based on the
attendance status. In normal usage, it is not recommended to change this value.

Click Save after setting the attendance parameters.

App Settings
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The App Settings enables you to decide whether the Attendance Photo, Work code, and the Function Key
to be uploaded in the application or not.

Personnel Device Attendance Access System

® Rule

2 Basic Settings Week Off Settings Overtimea Settings Calculation Settings

Department Rule Capwre® Mot Required Work Cede* Mot Recuired
B Shift Function Key® Required

m Schedule

Approvals

Holiday

&% CutDoor Management

Y Leave Maridyement

3 Reports

& Confi gurations

Capture: You can select whether or not the attendance photos can be uploaded.

Work Code: You can select whether or not the Work code of the Employees can be uploaded.

Function Key: When the employee wants to punch using the Mobile App, then on the mobile interface he
has the option to select the function key (check-in/out, Break In/Out, Overtime In/out, etc). This will be

considered as the attendance state. You can select whether or not the Attendance Status can be uploaded.

Click Save after setting the parameters.

Define Department Rules

The Department Rule is Applicable to an employee group. E.g.: Employees in a specific department. You
may set the rules that apply to a group of employees who work within a particular department.
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Perconnel Device Attendance Accecs System

Department Rule 1

& Bookmarks - Filters =

Global Rule
Add Celets

Department Nams

n

Shift Departmer wh

Schedule
Approvals
Holiday
% CutDoor Management
) Leave Management
Reports

€ Configurations

Add a Department Rule

Perform the following steps to add a new department rule:
Click Add to add a new department rule.

Enter the required fields such as Rule Name, applicable Department and Attendance calculation
rules in the appearing window as shown in the image below:

Device Aftendance Access

1

& Bookmares=  Filters =

Name

o e R

Mame

Department | ————

Dwertime Setting

When late exceeds®  Absart 50

When corly lcave oxceeds™  Absort 60
When work duration is less than®™ 270 mingtes, count as half day

Calculate Milssed Check-ln as*  Present a0

Caleulate Missed Check-Chut as®  Present a0

Cencel

Calculation Rule

For setting the calculation rule, kindly refer to Calculation Settings.

Click Confirm after defining the calculation rules.

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Overtime Settings

Select the Overtime Settings tab to set the Overtime Settings as shown in the image below:

Add 4

Name*

Department®

Calculation Rule

Owvertime Rule* | Calculate OT

Disable Overtime
":-':;:‘T' 33';:?:: b (T
_Calculate O

Approval OT
Approval OT Priority

Cancel

For setting the overtime rule, kindly refer to Overtime Settings.

Click Confirm after setting the overtime rule.

Edit a Department Rule

Perform the following steps to edit an existing department rule:
Click on the Department or edit icon.

On the appearing rule page, make the necessary changes and click Confirm.

Delete a Department Rule

Perform the following steps to delete a department rule:

Select the department rule and click Delete or click delete icon ]ﬁ of the corresponding
department rule.

Click Confirm if you are sure to delete the department rule.

Allocate Break Time

Break time is a scheduled time period when the employees stop working for a brief period. It can be set in
between the employee's normal work routine. The columns are described as follows:
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Personnel Device Atendance Access

:

B Bookmarks»

System

Filters =

GeleTa
MName Start lime End Time Curation Calculate Type
13:00:00 140004 L] Auta Deduct

W
=

onfiquraticns

Name: Display the Name of the break time.

Start Time: Displays the starting time of the break.

End Time: Displays the ending time of the break.
Duration: Displays the total duration of the break time.

Calculation Type: Displays the method by which the break time is calculated.

Add a Break Time

Perform the following steps to set the break time:
® C(lick Add to set the employee’s break time.

© Enter the required fields in the appearing window as shown in the image below:
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Personnel Device Attendance Access System

E Bookmarks=  Filters =
“Start Time End Time: Duration Calculae Type
| 12:00:00 {14000 20 (Auto Deduct.
=
Name* Calculate Trps®  Auto Dedy
Rule Settings
Start Time™ | 12:00:00 End Time® 13:00:00

Durction* 5D

Cance

Name: Enter the Name of Break Time

Calculation Type: Select the Calculation Type of Break Time. If it is Auto Deduct, the time will be
deducted automatically from the total working time. If it is Required Punch, the employee must punch for
both in and out time.

Basic Settings:
Start Time: Enter the start time of the break.
End Time: Enter the end time to the break.

Duration: The duration must fall between the Start time and End time. Enter the total duration of the

break.
E.g.: If you want to give a tea break of 15 min in between 10 am to 11 AM, then enter 10 am in Start Time,

11 am in End Time and 15 in Duration.

Rule Settings:
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Add X

Name* Calculate Type* | Auto Dedu

Basic Settings

Duplicate Punch

Duplicate Punch Period* Rule Basec Period(min)*

Punch State Type* No

Cancel

Duplicate Punch Period: Select whether the Duplicate Punch Period is User-defined or rule-based. Rule
defined is the setting according to the Global Rule.

Based on Punch State: Select whether or not the break duration is calculated based on the attendance
punch state.

Duplicate Punch Period (min): If the Duplicate Punch Period is user-defined, enter the duration of the
duplicate punch period. The unit is minutes.

Click Confirm after setting the parameters.
Edit a Break Time

Perform the following steps to edit an existing Break Time:

Click edit on the Break Time name oricon.

On the appearing break time page, make the necessary changes and click Confirm.

Delete a Break Time

Perform the following steps to delete an existing Break Time:

Select the break time and click Delete or click delicon ]ﬁ of the corresponding break time.

On the appearing pop-up, click Confirm if you are sure to delete the break time.

Set up a Timetable
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The Timetable enables you to set a Framework within which the employee's work will be carried out. The
columns are described as follows:

Personnel Device Attendance

@ Q = IR Timetable

B Frakmanss Fliters =

Delcte Add Mermal Timetabic

nNEE
=== 1=

]
a8
E?
ol
B

ﬂ‘

Name: Displays the name of the timetable.

Type: Displays the type of shift.

Check-in: Displays the check-in time of the shift.

Check-out: Displays the check-out time of the shift.

Work Time: Displays the total working hours of the shift.

Break Time: Displays the break-time allotted for the shift.

Work Day: Displays the unit of working hours.

Work Type: Displays the type of work assigned to the shift.

First Half (Check-out time): Displays the check-out time of the first half shift.

Second Half (Check-in time): Displays the check-in time of the second half shift.

Add Normal Timetable

Perform the following steps to add a normal timetable:

® C(Click Add Normal Timetable.

© Enter the required details in the appearing window as shown in the image below:
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Personnel Device Attendance Access Systemn

Break Time Timetable

B Bookmarks»  Filters -

Work Time Areak Time WorkDay Work Typs  First Half {Check O

| 600 i) |10 Nermal Work_ 13:00:00
% 0
0
0
Name* |
BreakTime Settings Unscheduled Time Settings OT Level Settings Rule Settings Half L ~.
Cherk-in®  09:00:00 Check-Cut*  18:00:00  Cross 0
Day(s)
Check-In Start*  08:0000  Cross 0 Check-Out | 17:00:00  Cross 0
Dayls) Start* Day(s)
Check-In End™ 10:00:00  Cross 0 Check-Out End*  13:00:00 Cross
Cayis) Dayis]
WorkDay* 1.0

Name: Enter the Timetable name.

Basic Setting

Check-In: Enter the time of check-in.

Check-Out: Enter the time to check-out.

Check-In Start: Enter the start time of check-in for a day.
Check-Out Start: Enter the start time of check-out for a day.
Check-In End: Enter the end time of check-in for a day.
Check-Out End: Enter the end time of check-out for a day.
Wok day: Enter the work day of check-in day.

Click Save after entering the time details.

Break Time Setting

This allows you to set the Break Time for the Timetable.
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Add Normal Timetable X
Name*
Basic Settings Unscheduled Time Settings OT Level Settings Rule Settings Half C «~
Name Start Time End Time Duration Calculate Type
Lunch 13:00:00 14:00:00 60 Auto Deduct

Total 1 Records 10 +

Cancel

Enter the break time name.

From the list, select the applicable break time and click Confirm.

Unscheduled Time Setting

This allows you to set the operation to be performed when the check-in and check-out are unscheduled. All
the work time after the defined Check-In and Check-Out falls under unscheduled time, to set or define that
work time, you need to set the settings on this interface.

Early In/Late Out: When an employee arrives early or leaves late, it can be handled in compliance with
your company's policy. You can choose not to calculate it or consider as Normal Work or Normal OT or

Weekend OT or Holiday OT.
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Add Normal Timetable %
Name*

Basic Settings BreakTime Settings OT Lewvel Settings Rule Settings HalfC ~r

Early In* Do not cal Minimum Early In* Ui

(aia Giitr | Donot cal Minimum Late Out{min)*

Cancel

Do not calculate: If this option is set, then the system will ignore the extra time.

Calculate as Normal Work: If this option is set, then the extra time will be moved to normal work.
Calculate as Normal OT: If this option is set, then the extra time will be moved to normal overtime.
Calculate as Weekend OT: If this option is set, then the extra time will be moved to weekend overtime.
Calculate as Holiday OT: If this option is set, then the extra time will be moved to holiday overtime.
You can also set the minimum time for early check-in/late check-out (in minutes).

Click Confirm after making the necessary changes.

OT Level Setting

You can set the level of OT working hours in OT level settings.
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Add Normal Timetable *
MName*
Basic Settings BreakTime Settings Unscheduled Time Settings Rule Settings ~

Half Day Settings
OT Level 1(hrs)*

OT Level* Ignore

OT Level 2(hrs)* OT Level 3(hrs)*

Cancel

OT Level: Select whether the Overtime level depends on the number of hours worked or overtime.

OT Level 1/0T Level 2/0T Level 3: Define the number of hours per level.

How to calculate overtime?
Assume that the OT Level 1 is 8 hours, OT Level 2 is 11 hours and OT Level 3 is 13 hours.

If an employee worked for 9 hours in a day, he/she will have 1-hour OT Level 1 overtime.

If an employee worked for 12 hours in a day, he/she will have 1-hour OT Level 2 overtime and 4
hours OT Level 1 overtime.

If an employee worked for 14 hours in a day, he/she will have 1-hour OT Level 3 overtime, 3 hours
OT Level 2 overtime and 6 hours OT Level 1.

Rule Setting

The Rule Setting enables you to set the rules regarding employee's check-in/check-out.
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Add Normal Timetable X
Name*
Basic Settings BreakTime Settings Unscheduled Time Settings OT Level Settings N

Half Day Settings

Clock-In Required® Yes Clock-Out Required® Yes

Allow Late-In* 0 Allow Early-Out* 0

Duplicate Punch

Punch Interval Type* Rule Base« Period(min)* mMinutels

Punch State Type* No Day Change Time* (00:00:00

Cancel

Necessary Clock-In/Clock-Out: Select whether the Clock-In/Clock-Out is required for the predefined time
range.

Allow Late-In/Allow Early-Out: This allows you to set the relaxation time for Late coming and Early going.
Punch Interval Type: The time interval between two attendance punches can be user-defined or rule-
based.

Duplicate Punch Period: If the punch interval is user-defined, then you must set the duplicate punch
period.

Based on Punch State: This option enables you to calculate the attendance based on the punch state like
check-in, check-out, and more. If "no" is selected, attendance will be calculated automatically based on the
time.

Day Change Time: Set the time when the day changes. Click Confirm after making the necessary changes.

Half Day Setting

The Half Day Setting enables you to set the rules regarding check-in/check-out for Half Day calculation.
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Add Normal Timetable *
Name®*
Basic Settings BreakTime Settings Unscheduled Time Settings OT Level Settings Rule Settings N

Half Day Settings

First Half (Check In Time) Second Half (Check In  14:00:00
* Time)*
First Half (Check Out  13:00:00 Second Half (Check QOut
Time)* Time) *

Confirm Cancel

Add Flexible Timetable

Perform the following steps to add a flexible timetable:

® C(Click Add Flexible Timetable.

© Enter the required details in the appearing window as shown in the image below:

Add Flaxible Tunelable
Narne®
Scttings Unscheduled Time Settings 0T Lowel Settings Rule Settings Half Day $cttings
Chack-Ir* 0000200 Check-Out™  O0LUU  Cross

Cay(s)

Wirk Time® 440 WinrdkDay* 10

Minutes Davlsy
‘Work lyoe®* Mormal W ~

*Netice
1,211 the cross-davs setting is based on chedk-in,

Cancel
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Name: Enter the Flexible Timetable name.

Basic Setting

Check-In: Enter the time of check-in.

Check-Out: Enter the time to check-out.

Cross-Day: Some company’s Check-In and Check-Out falls on two different date. Suppose the Check- In is
at 11:00 PM and Check-Out is at 9:00 AM on next day. So, in this case we need to select Cross Day as 1.
Work Time: Enter the Total Worktime in minutes.

Work Type: Select the Work Type from the drop-down list.

Work Day: Enter the number of Working days. It refers to how many workdays are calculated for each shift.
If a value is set for it, the workday will be calculated according to the preset value. Otherwise, the workday

will be calculated according to settings in the attendance rules.

Click Confirm after making the necessary changes.

Unscheduled Time Setting

This enables you to set the operation to be carried out when the and Check-Out is unscheduled. When the
Overtime is not set, then in the Normal and Flexible shift, whatever time falls after the defined Check-Out,
is considered as Unscheduled Time. So, for defining the Overtime, you need to define the Unscheduled
Time.

Add Flexible Timetable *
Name*

Basic Settings OT Level Settings Rule Settings Half Day Settings

Late Out* Do not cal Minimum Late Qut{min)*

Cancel

Late Out: When the employee leaves late, it can be processed in compliance with your company policy.
You can choose not to calculate it or consider as Normal Work or Normal OT or Weekend OT or Holiday OT.
You can also set the minimum time (in minutes) for Late Check-Out.

Minimum Late Out: This value is the minimum value to consider Late Out during attendance calculation.
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Suppose we have set the value as 60 minutes, and the employee Check-Out 50 minutes after the defined

Check-out time, then it will not be considered during attendance calculation.

Click Confirm after making the necessary changes.

OT Level Setting

In OT Level Setting, you can set the level of OT working hours.

Add Flexible Timetable X
Name*
Basic Settings Unscheduled Time Settings Rule Settings Half Day Settings
QT Level 1{hrs)*

OT Level* Ignore

OT Level 2{hrs)* OT Level 3{hrs)*

Cancel

OT Level: Select whether the Overtime level depends on the number of hours worked or overtime.

OT Level 1/0T Level 2/0T Level 3: Define the number of hours per level.

Rule Setting

The Rule Setting enables you to set the rules for employee's check-in/check-out.
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Add Flexible Timetable =
Name*
Basic Settings Unscheduled Time Settings OT Level Settings Rule Settings Half Day Settings
Clock-In Required* Yes Clock-Out Required* Yes

Duplicate Punch

Punch Interval Type* Rule Baset Period(min)* \inute(s

Punch State Type®* No Multiple In/Cut* No

Day Change Time* 00:00:00

Necessary Clock-In/Clock-Out: Select whether the Clock-In/Clock-Out is required for the predefined time
range.

Punch Interval Type: The time interval between two attendance punches can be user-defined or rule-
based.

Duplicate Punch Period: If the punch interval is user-defined, then you must set the duplicate punch
period.

Based on Punch State: This option enables you to calculate the attendance based on the punch state like
check-in, check-out, and more. If "no" is selected, attendance will be calculated automatically based on the
time.

Multiple In/Out: If this is enabled, employees can check-in or check-out multiple times. The first check-in
and last check-out will be considered for attendance calculation.

Day Change Time: Set the time at which the day changes. Click Confirm after making the necessary
changes.

Half Day Setting

The Half Day Setting enables you to set the rules regarding check-in/check-out for Half Day calculation.
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Add Flexible Timetable 4

MName*

Basic Settings Unscheduled Time Settings OT Level Settings Rule Settings

First Half (Check In Time) Second Half (Check In 14:00:00
* Time)*
First Half (Check Qut  13:00:00 Second Half (Check Qut
Time)? Time) *
Cancel
Edit a Time Table

Perform the following steps to edit an existing timetable:
Click on the Time Table name or edit icon.

Make the necessary changes and click Confirm.
Delete a Time Table

Perform the following steps to delete a timetable:
Select the timetable and click Delete or click del icon ]ﬁ of the corresponding timetable.

On the appearing pop-up, click Confirm if you are sure to delete the timetable.

Assign Shifts

Shift Management helps you to streamline your workflow without affecting the company. The Shift option
enables you to add Break time, Shift Timings and Timetable to the Employees.
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Personnel [evice Attendance Access

The columns are described as follows:

Shift Name: Displays the name of the shift.

Timetable: Displays the timetable which is assigned to the shift.
Unit: Displays the unit of shift. It can be daily/weekly/monthly.
Cycle: Displays the repetition cycle of the shift.

Auto-Shift: Displays whether the auto-shift is enabled or not.

Add a New Shift

Perform the following steps to add a new shift:

o (lick Add to add a new shift.

¢ Enter the required details in the appearing window as shown in the image below:
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Device Attendance Access System

B sookmaiks>  Flter -

g
R
%

Week OFf

Initt Wesk Cycle® 1 |
Sun Man Tue Wed Thu & |
5.Then click on here

1. FILLkee shiTL i 1 ighl sicke Ly selecting e Lable Do beflside ur FII weekolT oniighiL slde Ly seiecling WeekolT,

2. The gyde can not exceed 266 when unit [z day, The oycle can not cxceed 52 when unitis week. The cycle can not cecced 12 when unit is monthy

Shift Name: Enter the Shift name.

Auto-Shift: It is useful when HR has to assign multiple shifts to an employee. In that case, the HR has to
schedule shifts for each day separately, but this function allows system to automatically select the shift
from different random shifts based on the employees’ punch timing.

For example, in a company:

Morning shift is 8 AM - 16 PM; (MS) Afternoon shift is 16 PM - 23:59:59 PM; (AS) Night shift is 00:00:00 AM -
8 AM. (NS)

Now, HR or Admin has assigned all these above shifts to an employee. Employee Clock-In at 8 AM & Clock-
Out at 16 PM, then while calculation, the system will automatically consider the Morning Shift for this

employee and it will be reflected in the report.

Weekend: For defining a day as Weekend, select the Weekend checkbox, and then click on the Day name.
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x
Week Off 1. Select the checkbox
Urit* Week Cycle*
sun Mon Tue Wed Thu Fri
1
2.Click on the desired day
To remove the weekend, follow as shown below:
Add X
Shift Name* Auto Shift | No Weel OF 1. Select the checkbox
Timetable Q Unit*  Weaek Cycla® 1
Name Chack-In Check-Out  Break Time Sun Man Tue Wed Thu Fri

General Ti...  09:00:00 18:00:00 1
[8:15:00 | 7:40:00

2. Select the time table

3. Click on the desired day

Total 4 Records - 20 W

*Notice
1. Fill Lthe shill on right side by selecling lime lable rom lefl side or Fill weekolT on rightl side by selecling Weekoll
2. The cycle can not exceod 266 when unit is day. The cycle can not exceed 52 when unit is week. The cycle can not exceed 12 when unit is montt

Confirm Cancel

Timetable: Select a timetable.
Unit: Select the time duration of the shift as Day/ Week/Month. E.g.: If the unit is a day, you can assign the

shift to a day. If the unit is week, you can assign a shift to a week. If the unit is month, you can assign a shift

to a month.
Cycle: It refers to the repetition interval of the shift. E.g.: If the cycle is 2 and the unit is week, a shift can be
assigned for 2 weeks.

Click Confirm after adding shift details.

Edit a Shift
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Perform the following steps to edit an existing shift:

Click the Shift name or icon.

Make the necessary changes and click Confirm.
Delete a Shift

Perform the following steps to delete a shift:
Select the Shift and click Delete or click W icon of the corresponding shift.

On the appearing pop-up, click Confirm if you are sure to delete the shift.

Schedule Shifts to the required Departments

The Schedule option enables you to set the predefined time frames to an employee/a group of employees
on the same shift.

The Department Schedule allows you to create a schedule for the employees in the same department.

Parsonnel Davice Attendance Acress System

H Zcokmarksw  Flters =

Add Delets Import A 1 m e = Deail

Degartrent Id Department Name Employee Count Shift Name Stat Date End Date 2024-09-0

The columns are described as follows:

Department Code: Displays the Department Code to which the schedule is assigned.
Department Name: Displays the Department name to which the schedule is assigned.
Employee Quantity: Displays the number of employees in the Department.

Shift Name: Displays the Shift name which is assigned to the Department.

Start Date: Displays the starting time of the shift.

End Date: Displays the ending time of the shift.
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Add a Department Schedule

Perform the following steps to add a new department schedule:
Click Add to add a new department schedule.

On the appearing window, enter the required details as shown in the image below:

Persarnel Device Attendance Arcess System
Department Schedu 1
B Bookmarks  Filters +
D g«ld Depantment Neme Employee Count Shif: Name Stast Dare
Add b4

& Start Date*  2024-08-01 End Date® 2024-09-20 |
O Departmert St

[ ACCOUNTS & ADMIN Q &

[J PROICCT SALCS

[ TECHNICAL Shift Mame - Mame Unit Lycle Auto Shitt
. EesTRIBUEON Generel Shift General Ti..  Week 1 0

O WARFHOUSF wh-=ched 0

[J: MARKETING general-chift MEV i}

Carcel

Select the Department.
Enter the schedule start date and end date.
Select the Shift to assign a schedule

Click Confirm.
Delete a Department Schedule

Perform the following steps to delete an existing department schedule:

Select the department schedule and click Delete or @' icon of the corresponding schedule.

On the appearing pop-up, click Confirm if you are sure to delete the Department schedule.
How to import Department Schedule

Import function lets you add a new or update the existing Department or the Sub-department data to the
Software.
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-. 5. Download Template, add
B data init, and then save the file
= in your local PC

Import a new or update the existing Department or the Sub-department details

On the Department schedule interface, click Import to import a new or update the existing
Department or the Sub-department details on the Software.

Click Download Template, to view and imply the same structure format specified on the template
document.

Please make sure that the document, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.
Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Department and the Sub-department on the Software need to
be updated with the imported data.

Choose Ignore, if the modification is not required for the existing Department or the Sub-
department on the Software.

Click Confirm, to ensure and import the saved data file to the software.

Schedule Shifts to the required Employees

Employee Scheduling ensures that the workflow is maintained by the employees during their scheduled

working hours.
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The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the Employee.
Shift Name: Displays the shift name which is assigned to the employee.

Start Date: Displays the starting date of the shift.

End Date: Displays the ending date of the shift.

® If you select the checkbox next to the employee, the corresponding schedule will be displayed as
shown in the image below:
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Delete an Employee Schedule

Perform the following steps to delete an existing employee schedule:

® Select the employee and click Delete or click del icon ]Eof the corresponding employee schedule.

® On the appearing pop-up, click Confirm if you are sure to delete the employee schedule.
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Schedule Shifts Temporarily Based on Workforce

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.

Personnel Device Attendance Access System
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The columns are described as follows:

Employee: Displays the Employee Name.

Timetable ID: Displays the Timetable ID which is assigned to the employee.
Start Time: Displays the starting time of the temporary schedule.

End Time: Displays the ending time of the temporary schedule.

Work Type: Displays the work type of the temporary schedule.

Temporary Schedule Rule: Displays the rule which is applicable to the temporary schedule.

Add a Temporary Schedule

Perform the following steps to add a temporary schedule:

® Click Add Temporary Schedule to add a new temporary schedule.

® Enter the required details in the appearing window as shown in the image below:
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6. Select the time table

7. 5elect the desired dates

Employee: Select Employee(s) to assign a temporary schedule.
Date: The default date is the current date.
Temporary Schedule Rule: This Rule decides the priority or importance of the temporary schedule which

we are about to add

Active Temporary Schedule: This option will enable only this schedule to be in active state.
Another schedule assigned to the selected employee(s) will not be considered for the selected
period. And only this temporary schedule will be included in attendance calculation.

Add Additional Schedule: This schedule will be added to the schedule already assigned to the
selected employee(s). The attendance data will include both the current schedule and the
temporary schedule.

Work Type: This is used to classify the work done during this Temp Schedule. If you are adding this
schedule to compensate a temporary change in shift, then you can choose Normal Work. If you are adding
this schedule for just Overtime, then you can choose from the OT options.

Timetable: Select a timetable for the temporary schedule from the list.

Click Confirm.

— Notes: If the Temporary schedule rule is selected as an additional rule, the temporary schedule
overlaps with the existing schedule and the existing schedule will only be considered for attendance
calculation. Multiple Timetables may be selected for a temporary schedule, but their starting dates must
not be the same.

Delete a Temporary Schedule

Perform the following steps to delete a temporary Schedule:
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Select the temporary schedule and click Delete or del icon]ﬁ click icon of the corresponding
temporary schedule.

On the appearing pop-up, click Confirm if you are sure to delete the temporary schedule.

Set up the Attendance Report specifics

The Configurations option allows you to configure the settings for Reports. The Report Settings enables
you to configure the Display, function key settings, and the displayed report details.

Basic Display

The basic display settings facilitate you to set the Date format, time format and decide whether to display
the resigned employees.

Personnel Device Attendance Access System
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2 Configurations

Training Type

Function Key Display

A function key is a key on a terminal keyboard which can be programmed so as to cause an operating
system command interpreter or application program to perform certain actions. By default, below shown
value are the default value. The Function Key display settings enable you to set function names for various
function keys.
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Persaonnel Device Aftendance Access System
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Report Items Display

The Report Items Display Settings enables you to set the statistical rules and display units for various
attendance parameters.
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Personnel Device Attendance Access System -r
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Minimum Unit: It will define the output value of attendance parameter in report. The output value will
always be in the multiple of the Minimum Unit Value. E.g. if the minimum unit value is set as 1 for Early
Leave, and the actual value of Early leave is 100, the output value will remain same as 100 (Since 100 is a
multiple of 1). Now, if we change minimum unit value to 3. And the actual value is 100, then the output
value will be displayed as 99 (nearest multiple of 3).

Unit: Set the display unit for attendance parameter.
Round off: Select whether to round-off the attendance unit. The round-off method can be round-
down/round-off/round-up.
Round-down: Omit the decimal part smaller than the minimum unit.
Round-off: Count the minimum unit if the decimal part reaches half of the minimum unit.
Round-up: Count the minimum unit if the decimal part is smaller than the minimum unit.
Symbol: Set the symbol for each attendance parameter to display in the report.

Report Symbol Color: Set the symbol color for each attendance parameter to display in the report.

How to calculate Attendance

The Calculate option enables you to calculate the attendance for employees. To calculate the attendance

of an employee, perform the following steps:

Select the department to calculate the attendance by selecting the corresponding checkbox as

shown in the below image:
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® The employees in the selected department will be displayed.

® Select the employee and cIickm.

© A pop-up will appear after calculating the attendance as shown in the below image:
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L Note: You can filter the employee by the employee ID or First Name.

Set up Training for Employees
The Training Type option enables you to configure the training sessions which are given to the employees.
Add a Training Type

To add a training type, perform the following steps:

® (lick Add to add a new training type. A window appears as shown in the image below:
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Personnei Device Attendance Access System
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Training Name: Enter the Leave Name.

Minimum Unit: Enter the minimum day(s) or Hour(s) of training.

Unit: Select the unit of training days. It may be Minute/Hour/Working Day/HH: MM.
Round Off: Select whether to round-off the training.

Report Symbol: Enter the symbol for training which should appear in reports.

Click Confirm after making the necessary changes.

Delete a Training Type
Perform the following steps to delete a training type:

Select the Training Type and click Delete or click del icon ]ﬁ of the corresponding training type.

On the appearing pop-up, click Confirm if you are sure to delete the training type.

7 Holiday Management

The Holiday Management gives a wide range of flexibility to define global holidays and restricted holidays
which gives flexibility to the Employees and Management to selectively choose the holidays. It avoids
irregular processing errors and holiday entitlements.

The holiday management module further can be customized as per your business processes and you can
validate the number of leaves automatically from one department to another.

Further, Holiday Management helps the employees to view their number of leaves and create further
plans accordingly.
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How to set up Location-based Holidays

Our Holiday Location interface facilitates you to set up the location-based holidays to your Employees in
different regions by specifying the geographical place.

On the Personnel module, click Organization, and then click Holiday Location to go to the Location
Interface.

Personnel Device Atlendance Arcess System

Location Mamc

Location o o o

Bl

On this interface, you can create a new Location or a Sub-location, edit or delete the existing Locations or
the Sub-location, based on the necessity of the Organization.

Location defines your Organization territory and the service location whether geographically or by sector
such as “Head Office, Bangalore, India”, “Manufacturing,”, “Server Room, Dunedin”, “Development, India”,
“Marketing, Los Angeles”, “Sales, Seattle” and more.

A brief note about the columns displayed on the Location Interface

Location Code: Displays the unique code number of the Location.
Location Name: Displays the name of the Location.
Employee Count: Displays the total number of Employees in each Location.

Resigned Count: Displays the total number of counts of resigned employees.

Creating a Location

Add function lets you create a new name for a Location or a Sub-Location with a unique Location Code.
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Personnel Device Attendance Access System
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Create a New Location or a Sub Location name

On the Holiday Location interface, click Add to create a new Location or a Sub-Location name. Enter a
unique Location Code and the required Location Name.

On the Parent field, select the required Location name from the list to define as the Parent location if
creating a new name for a Sub location.

After entering the details, click Confirm to save and update the newly created Location or the Sub-
Location name.

How to remove the created Location

Delete function lets you remove the existing data of the Location or the Sub-Locations from the list.
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Click confirm to delete

Delete the existing Location or a Sub location

On the Location interface, select the required Location or the Sub-location data from the list.
Click Delete, to delete the selected Location or the Sub-location data.

Click Confirm, to ensure and delete the selected Location or the Sub-Location data from the list.
How to move Employees between Locations

Personnel Transfer function lets you transfer the existing Employees from another Location or the Sub-
Location to the specified Location or the Sub-Location based on the Organization system.

Only one Location or a Sub-location can be selected at a time to modify.
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Manage and modify Employees Locations

On the Location interface, select the required Location or the Sub-location from the list to move in
the Employees.

Click Personnel Transfer to transfer the required Employees into that selected Location or the
Sub- Location.

On the Personnel Transfer window, select the required Employees from the list displayed on the
left. The selected Employees information will reflect on the right side of the Adjust Employee
window.

Use the Department drop-down list or the Search option (search by Employee name or Employee
ID) to search for Employees.
Click Confirm, to ensure and adjust the Employees to the selected Location or the Sub-location.

Advanced Holiday Scheduling

The holiday option enables you to set the attendance framework for holidays. You may allocate holidays
to specific departments together with the Overtime levels.
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Personnel Device Attendance ACcess System
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The columns are described as follows:

Name: Displays the Holiday Name.

Location: Displays the location to which the holiday is applicable. Because the holiday may vary for each
location.

Start Date: Displays the starting date of the holiday.

Duration: Displays the holiday duration.

Working on Holiday: If an employee works during the defined holiday, it can be ignored or moved to

overtime. It displays the stated option.

Add Holiday

Perform the following steps to add a holiday:
® (lick Add to add a holiday.

© Enter the required details in the appearing window as shown in the image below:
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Cancel

Name: Enter the Employee name.

Holiday Location: Select the corresponding Location where this Holiday is applicable.

Start Date: Enter the start date of the Holiday.

Duration: Enter the duration of the holiday: E.g.: 1 day.

Working on Holiday: Select if you want to consider this worktime as overtime or normal work time
option.

OT Level 1/0T Level 2/0T Level 3: By default, the values are 0, that means OT levels are not defined here.
If you follow overtime calculation on level basis, then you can provide the values here or else leave it

default as 0.

Click Confirm after entering the required details.
Edit a Holiday

Perform the following steps to edit a holiday:
Click the name of the holiday or edit icon.

Make necessary changes and click Confirm.
Delete a Holiday

Perform the following steps to delete a holiday:
Select the holiday and click Delete or click del icon | of the corresponding holiday.

On the appearing pop-up, click Confirm if you are sure to delete the holiday.

8 Access Control Setup
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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. The Access Control module regulates the user access within the organization which is
the critical factor while considering the safety of the organization. To use these functions, the users must
install devices and connect them to the network first, then set corresponding parameters, so that they can
manage devices, upload access control data, download configuration information, output reports and
achieve digital management of the enterprise.

Restricts

unauthorized
access

Device Configuration for Access Control

Initially, you need to add an access device, then set the communication parameters of the connected
devices, including the system settings and device settings. When the communication is successful, you can
view here the information of the connected devices, and perform remote monitoring, upload, and
download operations etc.

Once the device is added successfully, you can view here.
Personnel Device Attendance

& Tookmarks = Filters =

Landel Marm; Set Parameter

e Door Alam Delay  Fewy Times To Alagm Valic Holidays
Mo

The fields are described as follows:

Serial Number: This displays the Serial Number of the device.
Device Name: This displays the Name of the device.

Status: The status of the device whether it is enabled or disabled.
Door Lock Delay: The delay time to lock the door (in seconds)

Door Sensor Delay: The delay time to enable sensor if the door is not locked (in seconds)
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Door Sensor Type: The type of sensor connected to the door
Door Alarm Delay: The delay time to alarm the door (in seconds)
Retry times to Alarm: The retry time to alarm the door (in seconds)

Valid Holidays: This displays the valid holidays of the device.

Door Configuration

The Open-Door feature enables to open the door which is connected to the Access Controller without
locking.

Personnel Device Attendance Access System

g Baohnap Filters =

=8 Dl Tiansier

erial Numbet Levice Name Status Door lock Delay  UoorSensorlelay  DoorSznsor lype  Dioor !/
B CENd1ale00EE LXBOHHCE ] 10 10 Normal Close(Ne) 30

[

Frempt "

Are you sure 10 uniock of selected deviceis)?
5. Confirm to
unlock -

Select the required device and click Open Door.

Cance

In the appearing prompt, click Confirm to open the door.

Alarm Configuration

The Cancel Alarm feature is used to disable the alarm of the door associated with the selected device. If
this feature is disabled, the alarm will not be triggered if the door is left open.
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Device Attendance Access System
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Prompit x

| Ars you sure to unalarm of selected device(s)?

5. Confirm to
unlock

Select the required device and click Cancel Alarm.
In the appearing prompt, click Confirm to cancel the alarm.

Lancel

Edit Device Details

The Set Parameter feature is used to set the access control parameters of the device. You can set the
following device features:

Access Control parameters
Duress parameters
Anti-passback features

Personnel Dlevice Atftendance Access

Select aither 1o set the device parameters

Access Control Parameters
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Personnel Device Attendance
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Door Lock Delay: Set the door lock delay for the device. The range is 0-10 second(s).

Door Sensor Delay: Set the door sensor delay for the device. The range is 1-255 second(s).

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. The range is 0-50.

NO Time Period: Set the normal open time period. The range is 0-50.

Retry Times to Alarm: When the number of failed verifications reaches the pre-set value (the value range
is 1-9 times), an alarm will be triggered. If there is no pre-set 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 pre-set
holiday time period. Disable this button to apply the NC or NO time period to the holiday.

Speaker Alarm: When it's enabled, the buzzer will raise an alarm when the device is dismantled.

Click Confirm after entering the required details.

Duress Parameters

The Duress option is used at the time of emergencies. Initially, it is required to register the duress
fingerprint/password on the access control device before using this feature.
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Set Parameter b4
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Alarm on Password

Enable ordisable the

desired feature

Confirm Cancel

Duress Function: Select whether to enable the duress function for the device or not.

Alarm on 1:1 Match: If it is enabled and a user performs 1:1 verification method to verify any registered
fingerprint, then the alarm will be triggered.

Alarm on 1:N Match: If it is enabled and a user performs 1:N verification method to verify any registered
fingerprint, the alarm will be triggered.

Alarm on Password: If it is enabled and the user performs the password verification method, the alarm

will be triggered.

Alarm Delay: Set the alarm delay for the device. The range is 1-999 second(s).

Anti-PassBack Setup

Set Farameter =

Mccess Control Options Duress Options Anti-PassBack Setup

Anli-PassBack Mode® | No Anli-passback Duwor Direcliun®  Oul

Chrr Anfi-passhack
In Anti-passback

In/OQut Anti-passback Select the desired
No Anti-passback save door status option

Confirm Cancel

Anti-PassBack Type: Select the type of anti-passback mode.
Door Direction: Set the door direction. It can be none, in or out.
Click Confirm after setting the parameters.
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How to transfer Data

Data Transfer lets you send the stored data from the Device to the Software. Functions available under
Data Transfer.

Personnel Device Altendance Access System
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® Sync Data to Device
Sync Data to Device

This function lets you synchronize or update the data from the software to the Device. Sync Data to the
Device

Personnel Device Altendance Actess Systerm

& Bookmares=  Filters = a
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@ Serigl Numier Fevice Name Status

mand
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m [y Dete To Nevice 2

Erivilege m

Access Control

Cancsl Toggle to choose the

desired data

® On the Device interface, select the required Devices from the list to sync the Employee Data from
the software.

® On the Data Transfer menu, click Sync Data to Device to sync or update the Employee data from
the software to the selected Devices.
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® On the Sync Data to Device window, select the required data, by switching the toggle button to
either Yes or No for the data options (Employee, Photo, Fingerprint, Face, Palm, Bio-Photo and
Finger Vein).

® Click Confirm, to sync or update the selected data from the software to the selected Devices.

Check Device Commands

This section is used to check the commands issued by the software to the device during communication.

Personnel Device Attendance Access System

]

2 & Fookmarks« Filters -

Delete Clear Commands

Serial Number Device Name Content

Arcess Contral CJPN214060038 DXBOFFICE DATA UPDATE USERINFO FIN=0005E Grp=1 TZ=0000000000000000 Verify=-1
CJPNZ14060038 DXBOFFICE DATA UPDATE USERINFO FIN=222 Grp=1 TZ=0000000000000000 Verlfy=-1
CIPN214060038 DXBOFFICE DATA UPDATE USERINFO FIN=18 Grp=1 TZ=0000000000000000 Verify= 1
CIPN214060038 DYROFFICF NATA UPDATF LISFRINFO EIN=00054 Grp=1 T7=0000000000000000 Verify=-1
CIPNZ140b0034 DABOFHICE DAIA UFDAIE USERINFO FIN=00052 Grp=1 1£=0000000000000000 Verity=-1
CIPNZ214060038 DXBOFFICE DATA UPDATE USERINFO FIN-00052 Grp—1 TZ-0000000000000000 Verify--1
CIPN214060038 DXBOFFICE DATA UPDATE USERINFO FIN=00051 Grp=1 TZ=0000000000000000 Verify=-1
CJPN214060038 DXBOFFICE DATA UPDATE USERINFCQ FIN=00050 Grp=1 TZ=0000000000000000 Verify=-1
CIPNZ214060038 DXBOFFICE DATA UPDATE USERINFO FIN=9993 Grp=1 TZ=0000000000000000 Verily=-1
CIPN214060038 DXBOFFICE DATA UPDATE USERINFO FIN—-0000% Grp—1 TZ-0000000000000000 Verify--1
CJPN214060038 DXBOFFICE DATA UPDATE USERINFC FIN=0033 Grp=1 TZ=0000000000000000 Verify=-1
CJPNZ 14060038 DXBOFFICE DATA UPDATE USERINFO FIN=00100 Grp=1 TZ=0000000000000000 Verify=-1
CIPN214060038 DXBOITICC DATA UPDATL USCRINTC FIN=0003C Grp=1 TZ=0000000000000000 Verify=-1
CIPN214060038 DYBOFFICE DATA UPDATE LISERINFO FIN=00022 Grp=1 TZ=0000000000000000 Verify=-1
CIPNZ140b0034 DABOFHICE DAIA UFDAIE USERINFC FIN=00014 Grp=1 1 £=0000000000000000 Verity=-1
CIPNZ214060038 DXBOFFICE DATA UPDATE USERINFC FIN-0002& Grp—1 TZ-0000000000000000 Verify--1
CIPN214060038 DXBOFFICE DATA UPDATE USERINFO FIN=0000& Grp=1 TZ=0000000000000200 Verify=-1
CJPN214060038 DXBOFFICE DATA UPDATE USERINFC FIN=00022 Grp=1 TZ=0000000000000000 Verify=-1
CIPN214060038 DXBOFFICE DATA UPDATE USERINFO FIN=00034 Grp=1 TZ=0000000000000000 Verlfy=-1
CIPN214060038 DXBOFFICE DATA UPDATE USERINFC PIN=00022 Grp=1 TZ=0000000000000000 Verify= 1

Delete Device Command

This feature is used to clear the commands issued by the software to the device during communication.

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Bio Personnel Device Attendance Access System

Device Command 1

& Device & Bo res= Filters =
Delete Clzar Commands
Serial Number Device Name Content
CJPN214060088 DXBOITICC CATA UPDATL USCRINTO PIN=00055 Grp=1 TZ=00000C0000000000 Verify=-1
L 01 A0A00RS DXBOFFICE CATA UPDATE USERINFD PIN=222 Grp=1 TZ=0000000C00000000 Verify=-1

4. Select CXBOFFICE CATA UPDATE USERINFD PIN=18 Grp=1 TZ=00000000C0000000 Verify=-1
DXBOFFICE CATA UPDATE USERINFD PIN=00054 Gip=1 TZ=C00000C0000000000 Verily=-1
CJPN214060088 DXBQOFFICE CATA UPDATE USERINFD PIN-00053 Grp—1 TZ-C00000C0000000000 Verify—-1
CJPN214060088 DXBOFFICE CATA UPDATE USERINFO PIN=00052 Grp=1 TZ=C0000C0000000000 Verify=-1
CJPNZ2 14060088 DXBOFFICE CATA UPDATE USERINFD PIN=00051 Grp=1 TZ=00000C0000000000 Verlfy=-1
CJPN214060088 DXBOFFICE CATA UPDATE USERINFD PIN=00050 Grp=1 TZ=C00000C0000000000 Verify= 1
CIPN214060N88 MXROFFICF CATA UPDATF USFRINFD PIN=8939 Grp=1 T7=000000C000000000 Verify=-1
CIPNZ214060088 DXBUHHICE LAIA UPDAIE USERINFD PIN=00005 Grp=1 1£=0000000000000000 Verity=-1
CJPN214060088 DXBOFFICE CATA UPDATE USERINFD PIN-0033 Grp—1 TZ-000000C000000000 Verify—-1
CJPN214060088 DXBOFFICE CATA UPDATE USERINFD PIN=00100 Grp=1 TZ=C00000C0000000000 Verify=-1
CJPN214060088 DXBOFFICE CATA UPDATE USERINFO PIN=00030 Grp=1 TZ=C0000C0000000000 Verify=-1
CJPNZ214060088 DXBOFFICE CATA UPDATE USERINFD PIN=00023 Gip=1 TZ=C00000C0000000000 Verily=-1
CJPN214060088 DXBQOFFICE CATA UPDATE USERINFD PIN-00014 Grp—1 TZ-C00000C0000000000 Verify—-1
CJPN214060088 DXBOFFICE CATA UPDATE USERINFO PIN=00028 Grp=1 TZ=C0000C0000000000 Verify=-1
CJPNZ214060088 DXBOFFICE CATA UPDATE USERINFO PIN=00006 Grp="1 TZ=00000C0000000000 Verify=-1
CJPN214060088 DABOITICC CATA UPDATL USCRINTD PIN=00022 Grp=1 TZ=C00000C0000000000 Verify=-1
CJPN214060088 DXBOFFICE DATA UPDATE USERINFD PIN=00024 Grp=1 TZ=00000C0000000000 Verify=-1
CIPNZ14060088 DXBUHHICE LAIA UPDAIE USERINFD PIN=00032 Grp=1 1£=0000000000000000 Verity=-1

® Select the command which is to be deleted and click Delete.

Time Period Configuration

The Time Period is usually set to define the operating hours of the access control device. It can be assigned
for every week. The time format is HH: MM: SS - HH: MM: SS.

Perconnel Deavice Attendance Accese Syctem

&% Deviee & Dookmarks +

Tilters -

Acces
Acd Delete Clone To Afeas
- aring M rind M3
123132 Time Feriod No Timie Period Mam
1

Add a Time Period
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Fllters =

4 e Enter the Detalls x B

Start Time End Time Status

Sunday R (HLEOD

Set the following details:

Area: It displays the area name. It can’t be modified in the interface.

Time Period Number: Enter the time period number. The time period number is unique for each area.
Time Period Name: Enter the time period name.

Start Time/End time: Set the start and end time for each time period within a week.

.

— Note: When the start time is greater than the end time, the following prompt will pop-up.
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Add X

Area*

Time Pericd No.*

Time Period Name*®

Remark
Start Time End Time Status
i
Sunday 00:00:00 23:59:00) —_—
Select Time
Monday 00:00:00
Hour Minute Second

W NEE
Tuesday 00:00:00 D

19 55 01

20 56 02

Wednesday 00:00:00 i £ 05

MNow | Confim

If you click Confirm, the door will not open for the specified employee for the entire day.
Status: The default is ON. Turn off the toggle button to disable the time period, the door cannot be open
for the whole day for a specific employee.

Click Confirm after entering the required details.

4.2.2 EditaTime Period
If you want to edit the time period, perform the following steps:

® C(Click the corresponding area on the left of the interface. The time period list of the corresponding
area will be displayed.
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Personnel Levice Attendance Access System

!

& Ronkmarkss  Flitars =

W Siheeriptinn

~
=] Add Dedate Clans To A
a5t
12313 | i Prtivnd s, = it 5t N 5

Aren Click here to edit the
Pariad Mo Time Period

g |

Moriday WRLELOL e A l]

In the time period list, select the time period number or click icon.
Modify the parameter settings based on the requirements.

Click Confirm to save the modified time period information.

Delete a Time Period

In the time period list, select the time period and click Delete on the upper part of the interface or click @-
icon.

Personnel Device Attendance Acress System

& Pookmarks~  Fltars »
= "
Add  Delete Elone 1o Areas
db-art
191170 - Time Period No. & Time Perioc Nams %
] 1
4. Select
Promot *®

Are you curs vou want to delete the zeleciad 1

itam?

Cancel

Confirm to Delete
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_ Note: The Time Period which is in use cannot be deleted.

Clone Time Period

The Clone option is used to copy the time period of one particular area to another area. It saves the time of
creating individual time period to each area.

Select the time period to be cloned. Click Clone To Areas to open the following interface.

Personnel Device Attendance Access Systern |
Time Meriod 1
&BLuknakay  Flitls
= hdd Oelte Clone o Amas -
]Lﬂ:‘: B fime Beriod No. 2 Tirme Berior Name &
-l 1

m Clana To Areas

Enter the parameters as shown below:
Area: Select the area (multiple areas can be selected)
Remark: Enter the remarks.

Click Confirm to save the clone details.
Holiday Assignment

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.
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Attendance

Personnel Device

Neme Sart Pate Firation(Day)

23, 024 1

Add a Holiday

Personnel Device Attendance

& Hookmarks=  bilters -

S |/ Name SwrDete. iraticr Byl
A X Nene
Arzat Enter the desired detalls
Hnilidzy Mame*  Dihal

StertDate * | 2024-03-23

DuratienDa © 1

Fimz Period® -————o-

Confirm to Add

Enter the parameters as shown below:
Area: Select the area from the area list.

Holiday Name: Select the holiday name from the drop-down list. These holidays are those added in the
Attendance Module.

Start Date: It will be automatically filled after selecting the holiday name and cannot be modified.
Duration: It will be automatically filled after selecting the holiday name and cannot be modified.

Time Period Name: Select the time period applicable to the holiday. The door opening time period
depends on this parameter.

Click Confirm to save the holiday details.
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Edit a Holiday

If you want to change the holiday details in the corresponding area, perform the following steps: In the

holiday list, click the holiday name or click icon.

Persannel Device Attendance Systam

B Bookmarks—

=t uicl Difete Clane iy Areas
deb-att
159135 Name: Start Dare Curanan{tay) Time Fenod

Dbl Sept. 23, 2029 1 101y & w

Edit 3 Click here to edit
Area’ Edit the details

Heliday Mame®  Dunai

Modify the parameter settings as per your requirements and Click Confirm to save the modified holiday
information.

Delete a Holiday

Select the holiday and click Delete on the upper part of the interface or click @‘ icon.

ystem

W

Personnel Device Attendance Access

L

& Bookimaks » Fillers =

L§ Access Contol 2 -
= Add | Delete | ClaneTo Arcas.
btk
12.‘,];, Name Start Date Duratinn(Day) Tirme Perind
B Jiinal Sepr 23, 2024 1 1013
Prompt X

Are you surc you want to oelete the selccted 1

termn?

', Conil Cancel
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Clone to Areas

Click here to know more about the Clone process.

Access Groups

The Group option enables you to manage the employees in groups. The access parameters specified here
are applicable to all the employees belonging to the specific group.

Personnel Jevice Attendance Access System

Mowe ToGrgap 1

iy ul 1, sroup Natme Verlfy hMode Time Perk., Thing Fero e Periv...  frichude Hu . n
123132 y A mplove.. Tirst Name

Add an Access Group

To create a new access group, follow the below procedure.

Fersonnel Device Attendance Access system ™ Siber
& Ronkmarks=  Fitters = p
2 Add || Delews | Seouphenu 7 /9D M A = MocTGmupl
INli-amt =y 5 - : = e ;. 5 . b
S L) Gruup Mo, Group Nanie Verlly Mude Time Pefo. TIHIIEP?ID.- _Thllt Petlu. Indiade Ho- - = gﬁlplnyu... =
i $ Any 1 a (] iy (730 |
Aried X
ER
Group Mo~ =
Add the deslred detalls
Group Mame® |
Time zore 1
Ti e
200C.
ify Mode

Initially, select the area in which you want to create the user group.
Enter the following details.
Area: Select the area name.
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Group Number: Enter a unique group number.
Group Name: Enter the name of the group.

Time Period: Set the time period of the group. Each group can have a maximum of 3 time periods. As long
as one of them is valid, the group can be verified successfully.

Verify Mode: Set the verification mode of the group. When the group verification mode overlaps the user
verification mode, then the user verification mode prevails.

Include Holiday: If it is set as [Yes], the door opening time period on holiday subjects to the time period
setin holidays.

Click Confirm to save the settings.

Edit an Access Group

Perform the following steps to edit an Access Group.

e -
MPersonnel Device Attendance Access System S
pE
& Buokinatks s Tillzis e
-------- — .
= JAdd Deldte Grotp Mena D m= ! MM‘E‘WN? 13
bt - 5 e :
A . fmup No. Goog Nams Verfy Mers 'I'Irm= Farin... .I.Imr Peiin_. Tim=Perin. Inchede Ho_ 1 Eplve Tt N =
- Il 1 Ay 1 " n Wi réi-!

Edit * Click here to edit

. Edit the details
Group Mame* |

Time zone* {1}

Click the corresponding area on the left side of the interface. The list of all the groups in the
corresponding area will be displayed on the right side of the interface.

In the group list, click the group name or click icon.
Modify the parameters as per your requirements.

Click Confirm to save the modified group information.

Clone to Areas

Click here to know more about the Clone process.
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Personnel Device Attendance Access Systemn .r
1 uge
& Bookmarks = Filters =
6. Click here to select
~
oz Add Lel=te Group Menu S S 9D M o~ = Ikave To Group |

ﬁ?, oup No- G5 Flons To Aress ﬂr:.- io... Time Perio.. TimePero. Incude Ho. - Employe. Fist Name
4 Selact the | L if L 0 Ne & &
— ==

Personnel Transfer

If you need to transfer the employees to a specific group, perform the below given steps:

Personnel Device Attendance Access

& Bookmarks« Filzers » g
6. Click here to select

Add Belcte Groig Meny

~
= & o [T
127133 B Gouphio. GO e T Aleac Time Perig.. Time Perioi. T Bri ciurde Hou. . Employe.. First Hame
4, Select the ] T ' 0 e 7 @
== I a

System

= Move To Group 1

® Select the area in which you need to transfer the employees.

® Then, select the Group and click Group Menu -> Personnel Transfer. The interface appears as
shown below:
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Personnel Transfer ¥

Oeoartrsnt Employese Q Selected |

Employe . Flrst Name Last Mame tmploye... First Name Last Name Department

D000 SCWIMYA

1. Select
the employe

20 v Total 46 Records

m Cancel

® Now, select the employee whom you need to transfer to the selected group and click Confirm.

Access Control Combinations

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 setin 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.

Personnel Diovice Attendance Access

Edit Access Control Combination

To edit the Access Control Combination, perform the following steps:

® (lick 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.

® C(lick the corresponding combination number to edit the combination.
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6. Enter the desired datails

Epripioyae from S
Cmplayes from G
Cplayse fram 5

Emnpiayee frem Sroug . -—----s

Confirm

Enter the parameters as shown below:

Area: Select the area name.

Combination Number: The combination number 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<N<5. You can combine two or more employees to
achieve multi-verification and security advancement.

Click Confirm to save the settings.

2.6.2 Clone to areas

Click here to know more about the Clone process

Page| 223 Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Personnel Device Attendance Access Systern
&. Click hare ta clone
fad ey
Arees.
d0 ot s s I I U = I 12
e [ iNo. Lo Marre pioyes from Group  Employee from Group  Employes fror
! 1 L Q i}
4, Select the u :

Area | 2 ¢ L] ]

il E! ] o il

L 1 it 18 L

5 5 0. i 0

15 B Clone To Areas ® 3

[Ny ¥+ || B

: p At - —— Enter th desired detalls
B u

T —— F&=-AvO - —

110 0 Remark: i

= i O raut Authurizay i

O[3 dub-ane
O 12m32

Privilege

The privilege option is used to view and assign access privileges to all the employees.

Personnel Device Attendance Access

& Bookmarks

System

Filters -

1 ast Nam Ginlp

Edit Employees Access Privilege

If you need to edit an employees’ access privilege, you can do as per the following:

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.
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Click the corresponding employee ID or icon to edit the employee privilege.

S 2 2 Mme
Firud Mene. Lol Bame  Goey T Beud Wode Tie P | T P £ T Feanl ¢ sl Mude

R : - B sert ot e
LA - L D a o Epeily Cim o hied

1]

5. Click here to edit
Apply Garoup Meds
Apphy Grea Mess

.r.p!'-;, TN Mo
Al Groy Mogs

»
= WRE Y

N R R R W R

Edit the details as shown below:
Employee: The employee field cannot be edited.

Group: Adjust the access group for the employee from the drop-down list. The corresponding verification
mode and time period will be updated automatically.

Verify Mode: If Group is selected, the employee can be verified by using the verification mode of the
group to which this employee belongs. If Personnel is selected, you can customize the verification mode
for this employee from the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period for this employee. The time period of this
employee does not affect the time period of any other employee in this group.

Click Confirm to save the details.

Adjust Employee’s Access Privilege

The employee’s access privilege can be altered as per your requirements. Perform the following
steps:

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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Personinel Device Attendarce Access System

& Bookmarls~  Fliters =

- Adlim ,
g

dxb-att

Emplovee ld Last Narmi: Group Tire Perlod Mode Thne Period 1 Time Ferind 2
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0
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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.

9 Setting Up the Employee Announcements

Our Announcement interface enables you to send both Organizational announcements and confidential
messages to your Employees connected through our mobile software within the same network.

On the Device module, click Mobile App, and then click Announcement to go to the Announcement
Interface.
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9 log
0 Mobile App

e Ut Em|

2 Configurations

Personnel Device Attendance Access
Anncuncement 1
& Bookmarks- Filters =
Oekete Push Fuhlin Natice Pish Private Notice
Subject Category Seceiver Emplo

vee {D

System

Content Sender System Sencer

A brief note about the columns displayed on the Announcement Interface

Subject: Displays the subject of the message sent.

Category: Displays the type (Private or Public) of the message sent.

Employee ID: Displays the message receiver's unique Employee Identity number.

Content: Displays the message content.

Sender: Displays the sender’s Username.

System Sender: Displays the Admin sender’s Username.

Notice Time: Displays the acknowledgment time of the message

How to Push Public Notice

Push Public Notice lets you broadcast Organizational public messages or announcements to the

Employees.
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Personnel Device Attendance Access System
Announcemernt

& Boukitatks=  Fillers =

| | Subject Category Recsiver Employes ID Cant=it Send=

MNong
Push Puslic Nullee x

Subject=:

dd

Send public notice to the Employees

On the Announcement interface, click Push Public Notice to send Organizational public
messages or announcements to the Employees.

On the Subject field, enter the caption of the message.
On the Content field, enter the detailed information.

Click Confirm to send the public messages or announcements to the Employees.

How to Push Private Notice

Push Private Notice lets you send Organizational personal or confidential messages to exclusive
Employees.
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Perzonne Device Attendance Access System T = Sub
& Bookmarks=  Fllters = ﬂ
Lentent Sender Sysmm Sender
X
AT (v} = a
ploye... Firsl Name Lach Mame Dzpartment pa Employe.. Firct Name Last Name Department
SNIHA TECHNICA

'

Send private notice to an Employee

On the Announcement interface, click Push Private Notice to send Organizational personal or
confidential messages to the required Employees.

On the Push Private Notice window, select the required Employees' names from the list on the
left.

The selected Employees' names will reflect on the right side of the Push Private Notice
window.

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.

On the Subject field, enter the caption of the message.
On the Content field, enter the detailed information.

Click Confirm to send the confidential or the private message to the selected Employees.

Discarding the Sent Announcements

Delete function lets you delete or remove the required unessential messages from the registry.
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Click confirm to Delete

Delete the messages

On the Announcement interface, select the required unessential messages to delete or remove
from the list.

Click Delete, and then click Confirm to delete or remove the selected unessential messages from
the list.

10 Announcement Status

Our Notice interface eases you to view whether the Employees see the message sent by your organization.

On the Device module, click Mobile App, and then click Notice to go to the Notice Interface.

Personnel Device Attendance Access System -T-

Guihe

EBockmarkss  Filters =

Frmware Man

Herener

Meccage
Data
D Loy

Mabila App

Oy Conligurations

A brief note about the columns displayed on the Notice Interface
Receiver: Displays the receiver's unique Identity number.

Category: Displays the sent message type.
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Content: Displays the content of the message.

Source: Displays the source where the message commenced.
Sender: Displays the sender’s Username.

Send Time: Displays the messages sent duration.

Read Status: Displays the read condition or the status of the message.

Discard Announcement status log

Delete function lets you delete or remove the required inessential messages from the registry.
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Delete the notes

On the Notice interface, select the required inessential records to delete or remove from the list.

Click Delete, and then click Confirm to delete or remove the selected inessential records from the
list.

11 Configure Employee Notifications on Device

Our Message module eases you, to convey your Organizational announcements to the Employees. It
enables you to set messages to the Employees both as a public announcement and as a private message.

On the Message module, you can add or remove the Device Messages, select the Employees to send a
message, set the retain duration for the public announcement or private messages.
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On the Device module, click Message to go to the Message module.

Personnel Device Attendance Access System

»aQE

& Devicz Management v B Jcokmarks - Fiftars +
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‘:’ Log
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5 Con figurations

How to Set Up Public Notification

Our Public interface benefits you to set up and convey the Organizational announcements to the
Employees.

On the Device module, click Message, and then click Public to go to the Public Interface.

On this Interface, you can add a new Device, modify, or delete the existing messages, and set public
messages to the required Devices.

A brief note about the columns displayed on the Public Interface
Device Name: Displays the Device name.

Serial Number: Displays the unique Device serial number.

Start Time: Displays the message start time.

Duration: Displays the message transfer duration.

Content: Displays the content of the message.

Functions available on the Public Interface
Add

Add function lets you add and set messages to the connected Devices.
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Add

Device”
Start Time~
Duralive™ 6
Lorntent®

Click to Canfirm

Add the newly mounted Device

® On the Publicinterface, click Add to add the connected Device to set the message.

® On the Add window, proceed with the following.
Device: Select the required connected Device from the drop-down list.

Start Time: On the Start Time field click and select from the calendar, to commence the created message
to Device.

Duration: Set the retainment duration for that message on the Device.
Content: Enter the message to announce.

Click Confirm to save the newly created message.

Delete

Delete function lets you delete or remove the successful and the pending announcements via software.

T oL

A1 40U BUTE pOU WANE 10 dciany The schecaed 1
TN

[ e JETR

Delete the public announcements

Page| 233 Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

On the Public interface, select the required Device announcements to delete or remove from the
list.

Click Delete to delete or remove the selected pending or successful Device announcements.

Click Confirm to delete the selected pending or successful Device announcements from the list.
Send Message to Device

Send Message to Device function, lets you send that created message announcement to the respective
Device via software.

Personnel Device Attendance Access System

B EBookmarks-  Fiters = p

‘Add  Delete | Send 2 10 Devics
. 2 H Nevice Mame Serial Numher Start Time
B nRorEcE CIEN2140600R3 2074-08-75 D000

3

Frompt *
Are you sure 1o send the message?

Cancel

Send Message to the Device

On the Public interface, select the required message announcements to send to the respective
Devices from the list.

Click Send Message to Device to send the selected message to the respective Devices.

Click Confirm to send the selected message to the respective Devices.

How to Set Up Private Notification

Our Private interface benefits you to set up and convey the messages to the Employees privately or
individually.

On the Device module, click Message, and then click Private to go to the Private Interface.
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Personnel Device Attendance Access System
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By Conflgurations

On this Interface, you can add a new Device, modify, or delete the existing Devices, and set individual or
private messages to the required Employees.

A brief note about the columns displayed on the Private Interface

Employee: Displays the unique Employee ID.

Start Time: Displays the message start time.
Duration: Displays the message transfer duration.
Content: Displays the content of the message.

Last Send: Displays the time of the last sent message.

Functions available on the Private Interface

Add

Add function lets you add and set private messages for the Employees to the connected Devices.
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Personnal Devica Attendance Access Systerm - |
-] = Fllters =
| Empioyes First Name Last Nama iart Time Dursren Cantent

Di2pdiline Erngluyes Q Sekcled

Add Employee's Private Message
On the Private interface, click Add to add the Employees, set the message and the duration.
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.

Use the Department drop-down list or the Search option (search by Employee name or Employee
ID) to search for the required Employees.

Start Time: On the Start Time field click and select from the calendar, to start the created message to
Device.

Content: Enter the message to announce.

Duration: Set the retainment duration for that message on the Device.

Click Confirm to save the newly created message.

Delete

Delete function lets you delete or remove the successful and the pending private messages via software.
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Access

Personnel Device Allendance
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Click confirm to Delete

Delete the private messages

On the Private interface, select the required Employee messages to delete or remove from the list.
Click Delete to delete or remove the selected pending or successful Employee's private messages.

Click Confirm to delete the selected pending or successful Employee's private messages from the
list.

Send Message to Device

Send Message to Device function, lets you send that created private message to the respective Device via
software.

Personnel Device Attendance Access

1

E Bookmarks~  Filters - p

Add | Deeie || SendMessoge D Device

System

Message B Employes First Name Last Name Start Time
B 0013 ALAINE LALAINE o 2024-09-25 00
Prompt X

Are you sure to send the message!

Cancel

Click confirm to Send

Send Message to the Device
On the Private interface, select the required private messages to be sent to the respective Devices

from the list.

Click Send Message to Device to send the selected message to the respective Devices.
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® (lick Confirm to send the selected message to the respective Devices.

11.2 Enable/Disable Mobile App Logins

Disable

Disable function, lets you change an Active Employee's mobile device account to the disabled state.

Prampt b &

MAre you sure to dizable the device T item

Make an Active Employee’s mobile device account to the Disabled state

® On the Accounts interface, select the required Employees' mobile device accounts to change to
disabled state from the list.

® (lick Disable, and then click Confirm to change the selected Active Employee's mobile device
accounts to the disabled state.

Enable

Enable function, lets you change an inactive Employee's mobile device account to the active state.
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Prampt *®

Hre you sure 0 enablz the device 1 item

Make an Inactive Employee's mobile device account to Active state

® On the Accounts interface, select the required Employees' mobile device accounts to change to
active or enabled state from the list.

® Click Enable, and then click Confirm to change the selected Active Employee's mobile device
accounts to the disabled state.

12 Mobile Application Management

Our Mobile App module makes it easier to use our mobile device software with defined services PCs.

On the Mobile App module, you can make specific operations available for mobile users and manage
mobile device notifications.

On the Device module, click Mobile App to go to the Mobile App module.

Device

Mobile App
| | | | | | |
Geo-fence of Geo-fence of Account Announments Notice Operation Log Events
Employee Department

Accounts

Our Accounts interface is designed to view and deliver your Employees helpful and timely information
that keeps your Employees engaged with their process.

On the Device module, click Mobile App, and then click Accounts to go to the Accounts Interface.
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Personne| Device Attendance Access
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By Configuraiions

A brief note about the columns displayed on the Accounts Interface

User Name: Displays the User's name.

Login Time: Displays the Login or the Check in Time of each Employee.

Last Active: Displays the Mobile account's last active date.

Client ID: Displays the Employee's mobile Device unique identity number.

Device Token: Displays the encoded unique identifier for the app-device combination issued by the push
notification gateway.

Client Category: Displays the connected mobile Device software platform.

Running Status: Displays the (Active/Inactive) status of the connected Mobile Devices.

Mobile App Status: Displays the (Active/Inactive) status of the Mobile Application.

Enable/Disable Mobile App Access to Employees

On the Personnel module, click Employee Management, and then click Employee to enable or disable
Mobile Application Access to Employees.

App

App function lets you authorize the Employees to operate our Application Software on the mobile device.
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Perconnel

Device

Atterndance Access
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Functions available under App

® Enable

Disable

Enable
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More settings
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This function lets you allow the Employees to operate our Application Software on the mobile device.

rsonnel Device
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On the Employee interface, select the required Employees from the list to permit the use of
Application Software in their mobile device.

On the App menu, click Enable to function the Application Software on the selected Employees'
mobile device.

Click Confirm, to allow the selected Employees to operate the Application Software on the mobile
device.

Disable

This function lets you disallow the Employees to operate our Application Software on the mobile device.

Personnel Device Attendance Access

o U

B Bockmarks - Flitars -

System

Add
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| . = ; 1
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Emplayes dib-att | Ver 1051

e 09200

P 000 @2

Disable Mobile App

On the Employee interface, select the required Employees from the list to deny the use of
Application Software in their mobile device.

On the App menu, click Disable to stop the Application Software on the selected Employees'
mobile device.

Click Confirm, to disallow the selected Employees to operate the Application Software on the

mobile device.
Set Up Geo-Fenced Check-In for Employees L)QT

Our Geo-fence of Employee interface eases you to set a geographical boundary using GPS or RFID
technology which limits your Employee to access Attendance Punch via mobile devices.

On the Device module, click Mobile App, and then click Geo-fence Of Employee to go to the Geo- fence
of Employee Interface.
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Personnel Dievice Allendance Acvcess
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A brief note about the columns displayed on the Geo-fence Of Employee Interface

Employee: Displays the unique identity number of the Employee.

Location: Displays the Employee's location.

Longitude: Displays the Employee's location's longitudinal coordinates.

Latitude: Displays the Employee's location's latitudinal coordinates.

Range (Meters): Displays the Employee's geo-fenced punch access distance in meters.
Start Date: Displays the Employee's geo-fenced punch access start date.

End Date: Displays the Employee's geo-fenced punch access last valid date.

Add

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.

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Employes (=% Selected

50 % Total 40 Records
4, Glve Range

Ranpe(Pieters

Star
5. Glve dates tnd Datc®

Add the Geo-fence Of Employee
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.

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.

On the Add window, drag down the scroll box to enter the following fields.

Search Map: Enter the address or the name of the place and select the exact location name from the
search results.

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

Location: Automatically updated after selecting the location on map.

Latitude: By default, it takes the automatic latitude coordinates based on the selected location.
Longitude: By default, it takes the automatic longitude coordinates based on the selected location.

Start Date: Select the mobile attendance access start date.

End Date: Select the mobile attendance access end date.

Click Confirm, to save the update.

Deleting the Geo-fenced Check-In of an Employee

Delete function lets you delete or remove the geographical access limit provided to the Employees for
using attendance punch via mobile devices.

e
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Froanpl X
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o

Click confirm to Delete

Delete the Geo-fence Of Employee

® On the Geo-fence Of Employee interface, select the required geographical access limit to remove
or delete from the list.
® C(Click Delete to delete or remove the selected geographical access limit.

® (lick Confirm to delete or remove the selected geographical access limit from the list.

12.2 Setup Geo-fenced Check-In for a Department

Our Geo-fence of Department interface eases you to set a geographical boundary using GPS or RFID
technology which limits all your Employees of each Department to access Attendance Punch via mobile
devices.

On the Device module, click Mobile App, and then click Geo-fence Of Department to go to the Geo-
fence of Department Interface.
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A brief note about the columns displayed on the Geo-fence of Department Interface

Department: Displays the Department name.
Department ID: Displays the Department ID.
Location: Displays the geographical location name.
Longitude: Displays the longitudinal coordinates.
Latitude: Displays the latitudinal coordinates.
Range (Meters): Displays the access zone in meters.
Start Date: Displays the access activation start date.
End Date: Displays the access activation end date.

Add

Add function lets you set the attendance punch limit for all the Employees in each Department to access
Attendance Punch from the mobile device based on the work location.
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Attendance Access System
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Add the Geo-fence Of Department
On the Add window, enter the following fields.

Department: Select the required Departments from the drop-down list.

Search Map: Enter the address or the name of the place and select the exact location name from the
search results.

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

Location: Automatically updated after selecting the location on map.

Latitude: Normally it takes the automatic latitude coordinates based on the selected location.
Longitude: Normally it takes the automatic longitude coordinates based on the selected location.

Start Date: Select the mobile attendance access start date.

End Date: Select the mobile attendance access end date.

Click Confirm, to save the update.

How to delete the Geo-fenced Check-In of a Department

Delete function, lets you delete or remove the geographical access limit provided to all the Employees in
each Department for using attendance punch via mobile devices.
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Confirm to delete

Delete the Geo-fence Of Department

® On the Geo-fence Of Department interface, select the required geographical access limit to
remove or delete from the list.

® (lick Delete to delete or remove the selected geographical access limit.

® C(Click Confirm to delete or remove the selected geographical access limit from the list.

12.4 Send a Push Notification

Push Notifications lets you send Organizational messages to your Employees both as public and private
notifications as per the requirement.
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Puch Notification

Content®; Stay Healthy

Enter content

Send a Push Notification

® On the Accounts interface, select the required Employees from the list to send the message.
® (lick Push Notification to send the message to the selected Employees' mobile devices.
® On the Content field, enter the required message to be sent.

® (lick Confirm to send the message to the selected Employees' mobile devices.
Deleting the Notification records

Delete function lets you delete or remove the required Active or Inactive Employee mobile device
accounts based on the necessity of the Records.
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Prompt x
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Confirm

Delete the records in Accounts
® On the Accounts interface, select the required Employees' mobile device account to delete or
remove from the list.
® (lick Delete, and then click Confirm to delete or remove the selected Employees' mobile device

account from the list.

12.5 How to forcefully disable active Mobile login
If you want to revoke a mobile account login of any employee, then you can Force Offline. If a user is active

in multiple mobile phones, you can use Force Offline Function to turn the other mobile phones inactive. It
lets you forcefully change the current Active status to offline.
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Make an Active Employee's mobile device account to the Inactive state

On the Accounts interface, select the required active login to change to offline from the list.

Click Force Offline, and then click Confirm to change the selected Active Employee's messages to
the inactive state.

Managing the Mobile Application Operation Log
Our Operation Log interface aid you to view the events that took place on the connected Mobile Devices
of the Employees.

On the Device module, click Mobile App, and then click Operation Log to go to the Operation Log
Interface.
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A brief note about the columns displayed on the Operation Log Interface

User: Displays the User’s unique identity number.
Client: Displays the client ID or the name.
Action: Displays the activity taken place.

Action Time: Displays the time of the activity.
Status: Displays the status of the activity.

Describe: Displays the description of the activity.

Delete

Delete function lets you remove or discard the Mobile Devices' event records via software.

Frompt x

Are you sure you want to delete the selected 3
items?

Click hera

Delete the records from the Operation log

© On the Operation Log interface, select the required Mobile Devices' event records to remove or
delete from the log list.

® C(lick Delete, and then click Confirm to remove or delete the selected Mobile Devices' event
records from the log list.

13 Approve Requests

The requests raised by the employees will be processed by the Approving Authority based on the
hierarchy. To create a hierarchy of approval, please refer Approval Workflow.

The major advantages of Approval Workflow are
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Simplified seamless online approval process
Keep everyone in the loop notified

Accurate approval records

How does the Admin process Approval requests?

The Approvals option facilitates the Admin to Add/ Delete/ Approve/Reject the Manual Logs, Leaves
requests, Overtime requests, Training requests.

Manual Log

When the employee forgets to punch for check-in/check-out/break time-out/break time-in, the
attendance details can be logged in manually. The appropriate Approver will process it.

Personnel Device Attendance Access Systern
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§ Reports
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The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee who applied for the manual log.

Punch Time: Displays the attendance punch time.

Punch State: Displays the attendance punch state.

Apply Reason: Displays the reason for manual punch.

Apply Time: Displays the time of the manual log.

Approval Status: Displays the status of approval of the manual log.

Remarks: Displays the remarks for the processed manual log.

Approval Time: Displays the time of approval of the manual log.
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Approver: Displays the name of the approver.

Add a Manual Log

Perform the following steps to add a manual log:

Click Add to add a new manual log.

Enter the required details in the appearing window as shown in the image below:

Departmen

slectsd 1

Employe... Last Mame Ermpioye... First MName = 15T Narme Department
LLLY)
| 00004
| 00005 ¥ AN
| 00006 SIMOUMNETTE
0008 CHRISTINE
0008 JUNAIE
TT o0 VIMOD
03012
LEHE
13l
- >
Punch State®  Check In Work Code ﬂ
Click Confirm to Add
o 5
pr—

et

Employee: Select the Employee(s) from the list.

Punch Time: Enter Punch Time.

Punch State: Select the Punch state from the drop-down for which you are applying.

Work Code: Enter the Work code of the Employee.

Apply Reason: Enter the reason for applying.

Approve or Reject a Manual Log

Perform the following steps to approve/reject a manual log:

Select the manual log and click Approve/Reject. A pop-up will appear as shown in the image

below:
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4. Select Approve/Reject

Status* | Approvsd - ﬂ
Approvsl Remark:

Confirm Cancel

Click Confirm

® Select the state as Approved/Rejected.
© Enter the remarks of approval.

® C(Click Confirm.

Edit a Manual Log

Only the logs which are not Approved/Rejected can be modified. Perform the following steps to edit a
manual log:
® (lick the Employee ID or edit icon.

© A window will appear as shown in the image below:
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Fersonnel Device

Manual Log

B Bockmarks « Finers =

Attendance Access System

A Deiote Approve/Rajset Revike
Ensloyee IE Flist Name Depdil.  Pumcl Tiipe Puind Slale AWI}'RE.::MN Apely Thie Apuioial Slawe - Appiuval Thioe - Apphower

B oacze SHYAM TECHNL. 2024-08-06 .. |Checkn Pbisaed Chec.  2024-08-06 . Fending = 3 o n
L] CRIZALDE TECHML. 2024-05-30.. |Check Out Fergol o pu.. | 3024-05-20 _  Fending - - g[{ '
DOz BETTY KOSHY W TECHMNI- 20 P AT St T S S Rpnfoved 224-05-07 ...  SOWMYE... r4 ﬁ

Edit -4
Empluy=e

Punch Thie*  2024-08-03 1 1.00:05

Purch State*  Check In ‘a
Work Code

Apply Reason  yecad checking Ir ADD

abudhak

Click Confirm

Make necessary changes and click Confirm.

Delete a Manual Log

Perform the following steps to delete a manual log:

Mersonnel Device Attendance Access

B Buckimai ks e pms .
Med

Dalnte | Approwe/Reject  Reuoke
Employee [d  First Name Deperte.  Punch Time Punch Stats - Appyflessan  Apply Time Approvel Status . Approvel Time - Approyer

System

B ooze SHYAM TECHNIL | 20240806 .. Check in Missed-chec.. | 20240806 Pending [ﬁ .
Appreweds B oo CRIZALDE TECHNI.. 2024-05-20.. Cheek@ut Fergottopl. 2024-05-20.. Pending - - i
00 BETTY KOSHY, TECHNL . -2024-€5-06 _  Check Out 2024-05-07 . Approved 2024-05-07 . sowrnya..  m

Are you sure you want to delzte the selected £

Click Confirm to delete

Cance

Select the manual log and click Delete or click del icon E of the corresponding manual log.

On the appearing pop-up, click Confirm if you are sure to delete the manual log.

Revoke a Manual Log
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Using Revoke, we can cancel an Approved or Rejected request. To revoke a manual log, perform the
following steps:

Select the Manual log to revoke and click Revoke.

A window will appear as shown below:

Personnel Device Attencance

Manual Log

B Bookmariks~  Filiers ~ a
| (e e )

| Employee ld  FirstMame  Depart.. Funch Time  Punch State Apply Feason  /Apply ime  Approva Status  Approval Tin
B ooox SHVAM TECHNL. 2024-08-06.. Checkln  Missed chec.. 2024-08-06.. Pencing E
) "N CRIZALDE  TECHNI. 2024:0520.. CneckOuf  Forgotiopu.. 2024-05-20.. Pencing -
BETTY KC Reoviokes % :!p;4—05—0]' « | Approved 2024-05-07 .

Revoke Reason®;

Confirm the reason

Enter the reason to revoke and click Confirm.

Leave

Leave option facilitates an employee to apply for leave. It can be a Sick Leave/Casual Leave/Maternity
Leave/Business Trip, and more.

The appropriate Administrator will process the leave request.
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Fersonnel Device Attendance Access

=[]

B Bockmarks~

System

Fliters -

Acdd Dieieie Approve/Rejet Revuke
bmployee Id  Hirst Name Last Name Lepartment Hosition L=ave Lategory  Sfart lime knd lime Days Leave lype
0] M ARY-ANN OO0 2024-09-2/ 130000 05 Unpaid Leave
Qoaio \IMOL SALES 3-25 18:00:00 | 0.5 Paid Leave
00001 SOUAIVE TS & ADMIM P 2024-00-; 24-05-25 18:00:00 1.0 Paid Leave

0 2024-03-19 18:00:00 1.0

CHRISTINE 2024-0%

TIRALS 2024-08- 0 2024-03-15 182000 1.0

SIRIL 2024-05-16 2024-03-1¢ 18:20:00 1.0
00029 BETTY <OSHY - TECENICAL 2024-08-17 0 A024-00-1718:30:00 1.0
0000 SMEHA = TECHNICAL 2024-08-05 0 2024-03-13 180000 400 i
00004 SMLTA TCCH NICAL s | 2024-03-16 O 0 | 2024-171-1%5 13:00:00  61.0 | Unpoid Leave
00051 MIKITA - EROUECT SALES 2024-08-12 03 -12 18:00:0%0 1.0 Paid Leave
(LR LAHVISH IECHEMICAL 2024-04 T o) 1.0 Fald Leave
00001 SOWNIYA - ACTOUNTS & ADMIN T 2024-08-1 3-02 18:.00.00 1.0 | Paid Leave
00045 FAHEETN TECHMICAL 202400 3-10 18:00:03 1.0
00023 BETTY <OSHY - TECENICAL 2024-0%-05 0 05 18:00:00 1.0 | Paid Leave
00023 BETTY ROSHY - TECENICAL 2024-08-21 0 -21 18:00:00 1.0 | Pald Leave
00005 SIMOUNETTE HSTRIBUTION 204 00 04 03:00:00 2024 00 0418:00:00 1.0 Maid Leave
nonds AFNID - ERDIFCT SAIFS A024-08-03 © 0 A2A-03-07 1R000 1.0 [Inpald Leave
0oous FINALS TSALES W 224008 0 M4-08-20 18000 10 Paid L
00001 SOWNIYEA = AC S & ADMIM Positicn  Annual Leave 2024-00-2 0 2024-03-21 18:30:00 1.0 | Pald Les
00054 DARVISH TECHMICAL Fosition | Sick Leaws 2024-08-23 05:00:00  2024-03-22 182000 1.0 F

The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee who applied for leave.
Leave Category: Displays the category of the applied leave.

Start Time: Displays the starting time of the leave.

End Time: Displays the ending time of the leave.

Day Type: Displays the type of leave as half-day or full day.

Leave Type: Displays the payment type of leave as paid or unpaid.
Apply Reason: Displays the reason for leave application.

Apply Time: Displays the time at which the leave was applied.
Approval Status: Displays the status of approval of the leave.
Approval Remarks: Displays the remarks for processed leave.
Approval Time: Displays the time of approval.

Approver: Displays the name of the approver.

Add a Leave
Perform the following steps to add a leave:

® C(lick Add to add a leave.

© Enter the required details in the appearing window as shown in the image below:
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And

Depsrtment | Emolayes a September 2024 v (@ 7l Day

sun Mon Tue Wed
Erphove..  Trst Name Last Name Denprtmen First Half ﬂ

{onm SOWMYA ACTOUN]
a0 SWEHA TECHMNICY, second Hzlf g

f0ncs JOMATHAN WAREHOI
100G SIMGUNETTE DISTRIBU
ile ] CHRIETINE & 0 L] g Leave Typzs  Linpaid Leave
ancg JUNAIS
oon e ViMoD - Cetegory™  Business Trio
00011 CRIZALD - =
w2 HDANE PROIECT Daws* 3
(LIRS LALAINE THCHMICY

Aoply Rezson| atend event

Click Confirm to Add
cance!

20 v Tuld 48 Rewunds

Employee: Select the Employee to add a leave.

Day Type: Select the day as Full day/First Half/Second Half.

Date: Select the date from the calendar.

Leave Type: Select the leave type as Paid Leave/Unpaid Leave.

Category: Select the Leave category.

Days: This field will be auto entered when you select the date from the calendar.
Apply Reason: Enter the reason for the leave request.

Click Confirm after entering the required details.

Delete a Leave

Perform the following steps to delete a leave request:
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Perconnel Device Attendance Atcecs System
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Select the leave and click Delete or click delicon E of the corresponding leave request.

On the appearing pop-up, click Confirm if you are sure to delete the leave request.

Approve or Reject a Leave

Perform the following steps to approve/reject a leave request:

Jays
s
1S
1.0
1.0
1.0
1.0
1.0
10.0
a1.0
1.0
1.0
10
1.0
1.0
10
1.0
1.0
10
1.0

in

Select the leave request and click Approve/Reject. A pop-up will appear as shown in the image

below:
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© Select the state as Approved/Rejected.

® Enter the remarks of approval. Click Confirm

Overtime

Overtime option enables you to add overtime to an employee. The Overtime can be Normal
Overtime/Weekend Overtime/Holiday Overtime. It can be done in two ways:

1. The Administrator can add overtime to the employees through Admin login.

2. The Employee can raise overtime requests through employee login.

Fersonnel Device Attendance Access

Flters =

The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee who applied for overtime.

Overtime Type: Displays the type of overtime application.

Start Time: Displays the starting date and time of overtime.

End Time: Displays the ending date and time of overtime.

Apply Reason: Displays the reason for overtime application.

Apply Time: Displays the time at which the overtime approval is requested.

Approval Status: Displays the status of approval of the overtime.

Approval Remarks: Displays the remarks for the processed overtime request.

Approval Time: Displays the time of approval.

Approver: Displays the name of the approver.

Add an Overtime Request
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Perform the following steps to raise an overtime request:

Click Add to raise overtime request.

Enter the required details in the appearing window as shown in the image below:

Personnel Nevien Attendance Access

B Bookmariss  Filters =

Add ®

Dieparmment Employ=e Q, Szlected

Empicye.., FIsTMame Last Name Depariment

Dwertime Type®™  Norma OT

Employee: Select the Employee to raise overtime requests.
Start Time: Enter the start time of overtime.

End Time: Enter the end time of overtime.

Category: Select the overtime category.

Apply Reason: Enter the reason for the overtime request.

Click Confirm after entering the required details.

Approve or Reject an Overtime Request

Perform the following steps to approve/reject an overtime request:

Select the overtime request and click Approve/Reject. A pop-up will appear as shown in the
below image.

'™ Subscri

| Frplownld  FroName \afame Depatmen Prsiian  Ovrtee Ty SartTine EniTime  AoplyBessan  ApolyTine  ApprovalSiais Remarks  Approva
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Personnel Device Attendance Access System

Overtime

B Fookmaks Fllters = a
aeld Delete Approve/Rcject Rewoks

n Empoyee (d Fist Name . Lost Name  Doparbnent  Position  Overlme Type  Starl Tine End Time Apply Regson Ay
ﬂ D071 CRITALDE - TECHMICAL  Posltion  Nounal 6T 2024-09-Z6 01:00:00  2024-09-26 0500:00 | Peridiw work 21
Approve/Reject x

tatus™: | Approved Select desired options

Retrarks: |

- Confi Cancel

Select the state as Approved/Rejected.

Enter the remarks of approval. Click Confirm.

Edit an Overtime Request

Perform the following steps to edit an overtime request:

Click the Employee ID or edit icon.

A window appears as shown in the below image.

™ Subsription)

B 2cokmarks=  Filters =

Adir| Metate AppirwiiRrjart Rounite

B employerid  FistMame  OweitimeType  StartTime  EndTime  ApplyFeason  Jpply Time  Approwe Sl Ren Click here to eciit
B o CRIZALDE Mormal 37 20240026 2024060 Parding work  2024-03-26  Pending > = . ]

Start Time*  2024-09-26 01:00:00 Edit the Detalls
End Time* 2024-D8-26 05:00:00 g

Normal OT

S Fending work

Make necessary changes and click Confirm.
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Delete an Overtime Request

Perform the following steps to delete an overtime request:

Select the overtime request and click Delete or click del icon D of the corresponding overtime
request.

On the appearing pop-up, click Confirm if you are sure to delete the leave request.

Revoke an Overtime Request
Perform the following steps to revoke an overtime request:
Select the overtime request to be revoked and click Revoke.

A window will appear as shown in the image below:

Personnel Levice Attendance Access System

Overtime

EBulkinaikse  Fllisis ~ a
Add Datere | | A oprov m‘.. et - 0 1

n Employes Id First Nemie Qvertime Typs Start Tim=: End Time Apply Reason Arply Tinme Approval Sta..  Remamks

AAn s A el AARGIAA AL e e F: B
micing

B oo CRIZALDE Normal OT

Revoke Reason™;

Cancel

Enter the revoke reason and click Confirm.

Training

The Training option enables you to add training requests. The appropriate Administrator will approve the
training requests.
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Personnel Device Attendance Access

L

B bookmarks~  Filters ~

System

Add Drlele Aupioave/Rejecl Revuke

Empicyee Id Hirst Name Last Mame Lepariment Hosition Iraining lype start [ime =nd |ime Apply Reason Apply 1ime

The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee who applied for training request.

Training Type: Displays the training type which the employee applied for.

Start Time: Displays the starting date and time of the training.

End Time: Displays the ending date and time of the training.

Apply Reason: Displays the reason for the training application.

Apply Time: Displays the time at which the training is requested.

Approval Status: Displays the status of approval of the training.

Approval Remarks: Displays the remarks for the processed training request.

Approval Time: Displays the time of approval.

Approver: Displays the name of the approver.

Add a Training Request

Perform the following steps to raise a training request:

® (lick Add to request training.

® Enter the required details in the appearing window as shown in the image below:
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Last Namz

B oot

B Employe.. Fisst Name

raining Type®

Cance|

Employee: Select the Employee to raise training requests.
Start Time: Enter the Start time of Training.

End Time: Enter the End time of Training.

Category: Select Training Type.

Apply Reason: Enter the reason for the training request.

Click Confirm after entering the required details.

Approve or Reject a Training Request

Perform the following steps to approve/reject a training request:

Select the training request and click Approve/Reject. A pop-up will appear as shown in the below

image.
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Approve/Reject

4, Select

Statiset:  Approwved

Remarks:

® Select the state as Approved/Rejected.

© Enter the remarks of approval. Click Confirm.

Edit a Training Request

Perform the following steps to edit a training request:

® (lick the Employee ID or edit icon.

Cance

© A window will appear as shown in the below image.

Cait
Employee’
Start Time™

Erd Time*

Tralning Type®

Appiy keason

2024-04-26 (300000

2024-03-26 1 2:00:00

Tecanical

® Make necessary changes and click Confirm.

Delete a Training Request

To delete a training request, perform the following steps:

® Select the training request and click Delete or click del icon T of the corresponding training

request.

® On the appearing pop-up, click Confirm if you are sure to delete the training request.
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Revoke a Training Request

To revoke a training request, perform the following steps:

Select the training request to be revoked and click Revoke.

A window will appear as shown below:

Personnel Device Attendance Access System

B Suckinarkss  Fillers v B
Add | Delet= | AppmveRele | Fevoke |
B Employeeld  FistMName  Tiasining Type  StartTime EndTime  ApplyReason  ApplyTime  Approvel Status Remarks  Approval

- | .iom | CRIZALDE  Techmicak - POZAD9-200...2024-09-B. £2024-09-26 1... Pending
evcke b3

Fevoke Reason®:

Enter the revoke reason and click Confirm.

14 Approval Rules
Our Approval Workflow module ease you to manage the most complex process with a dedicated
approval administration plan, so you need not invest time sticking to emails, tracking down records for

auditing purposes, sharing Excel or Word documents and making phone calls.

This completely evades the impossibility of tracking the progress of the request and increases the
transparency in your organization.

On the Approval Workflow module, you can create a request and approver process flows, for Employees,
Leads, and Managers to submit requests for approvals or to track the approval workflow and the progress

of the approval, which eases the Auditors to get the complete records of every request.

On the Personnel module, click Approval Workflow to go to the Approval Workflow module.
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How to Set Up Roles

Our Role interface eases for you to assign more than one employee for a single or the multiple workflows
with the approval authority which equips greater flexibility and helps to reduce the number of requests
left pending without approval.

On the Personnel module, click Approval Workflow, and then click Role to go to the Role Interface.

Personnel Devica Attendance Access System

°a=[E

Urganization v E Eookmarks— Filtcrs ~
agement v T
: Add Nelete Assign Fmployes
Approval Workflow - Role Code Role Name + Description Total Mo. of Employees
approverales = 3 “ m
HR - 1 = m

3

guralions

On this Interface, you can add a new or delete the existing approver Roles and even enables you to switch
or move a new or assigned Employees between Roles.

Some common examples of approver Roles include “Senior Manager”, “Manager”, “Team Lead”, “HR”
and more.

A brief note about the columns displayed on the Role Interface
Role Code: Displays the unique Role code number.
Role Name: Displays the Role name.

Description: Displays a brief explanation about the Role.
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Total No. of Employees: Displays the total Employee countin a Role.

Creating the Roles

Add function lets you create an approver Role, with the description of the Role, and unique Role Code in
your Organization.

Personnel Device Attendance Accoss System

B Bockmarks~  Filtors ~

P P | s

| | Role 3 Role Name = Cescription Total Mo. of Employees
| =2 appraveroes - 3

| 1 HR - 1

RN
Big)

Add x

Role Code®;

Role Namse* ﬂ

Description:

Cancel

Create a new approver Role
On the Role interface, click Add to create a new approver Role.
On the Role Code field, enter the unique Role Code for the new approver Role.
On the Role Name field, enter the name the new approver Role.
On the Description field, provide the details about the new approver Role.

Click Confirm, to update the newly created approver Role.

Assigning Employees to the Roles

Assign Employees function lets you allot the Employees to the existing approver Roles based on your
organization standards.
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Assign Employees to the existing approver Roles

On the Role interface, select the required approver Roles from the list to assign Employees.

Click Assign Employees to assign the required Employees to the selected approver Roles.

On the Assign Employees window, select the required Employee names from the list on the left.
The selected Employee names will reflect on the right side of the Assign Employees window.

Use the Department drop-down list or the Search option (search by Employee name or Employee

ID) to search for a specific Employee.

Click Confirm, to assign the Employees to the selected Role names.

Deleting the Roles

Delete function lets you remove or discard the existing approver Role from the list.
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Personnel Device Attendance Access System
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Delete the existing approver Roles

On the Role interface, select the required approver Roles from the list to delete.
Click Delete, to delete the selected approver Roles.

Click Confirm, to delete the selected approver Roles from the list.

Set Up the Approval Process Flow
Our Flow interface facilitates for you to generate an end-to-end approval process which creates an
automatic routing that transfers the request from one approver to the other which does not require any

manual supervision and drives down any unstructured approval progression.

On the Personnel module, click Approval Workflow, and then click Flow to go to the Flow Interface.

Personnel Dreviee Attendance Access System 'r m Welcoime lalsine rkbecr
G

On this Interface, you can add a new Flow, delete the existing Flow, create, or delete approver nodes, and
assign or adjust employees for different request types.

Some common examples of approval Flow include “Compensation Leave Approval”, “Medi-Claim
Approval”, “Holiday Approval”, “Travel Approval” and more.

A brief note about the columns displayed on the Flow Interface
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Flow Code: Displays the unique Flow code number.

Name: Displays the Flow name.

Start Date: Displays the start date of a Flow.

End Date: Displays the end date of a Flow.

Request Type: Displays the reason or the type of request of a Flow.
Approval Seeker: Displays the selected Employees in a Flow.
Position: Displays the selected Employees’ Position.

Department: Displays the selected Employees’ Department.

Creating a New Flow

Add function lets you create a new approver Flow for the distinct available requests with unique Flow
code and also allows you to create multiple approvers based on your Organization guidelines.

Personnel Device

11 Leave Apol  Add x  IMISVIR

Start Date® | 2024-09-20 End Dete®  2024-10-31 ||
E Flow Code® | 2 Name*  Leave Approval (R&D)
Request Type® | Leave Reguester

Position  Position Department  TECHNICAI

Mode "J|||:|I;.-B Mude Nosne Ciperalion
u 1 Supeuiso 1]
2 Manager ]

Create a new approver Flow

On the Flow interface, click Add to create a new approval Flow. Enter the following mandatory fields.
Start Date: Select the required Start Date for the new approval Flow.

End Date: Select the required End Date for the new approval Flow.

Flow Code: Enter the unique Flow Code for the new approval

Flow Name: Enter the name for the new approval Flow.

Request Type: Select the required request type from the drop-down list.
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After entering the mandatory details, you can either click Confirm to save or follow the below procedures
to create the approval process Flow based on your Organization standards.

Requester: In this field, you can select those required Employees who can raise the request for the
workflow process.

Selecting Employees as Requester:

Select Employees from Requester field
Update Employees by selecting through their Position and Department.

First Method: Select Employees from Requester field.

Start Date* End Date*

Flow Code* MName*

Request Type* -----—-- Requester
Position  --—---—---- Department --—--——---

Click Requester field and follow the below steps.

Selected

Employe_. A<t Name

B 00001 SOWMYA

On the Requester window, select the required Employees' names from the list on the left.
The selected Employees’ names will reflect on the right side of the Requester window.
Use the Department drop-down list or the Search option (search by Employee name or Employee ID) to

search for the required Employees.
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Click Confirm, to update the selected Employees as Requester for the workflow process.

Second Method: Update Employees by selecting through their Position and Department

Start Date* End Date*

Flow Code® Mame*

Request Type*  -------—-- Requester
Position ---—-— Department -

Update the required Employees as requester by selecting their Position and the Department name from
the drop-down list.

Create Approval Flow for the Workflow process

[ #Adanoce 1. Click Here |

Made Mumber = Mode Name Operation
1 Supervisor 2. Add Name
é Manager i}

Click Add Node, to create an approval Flow and set the approvers. Please note that you can create
multiple approvers for a workflow process.

On the Node Name column, set the names of the approvers from lower to higher levels based on the
approval hierarchy.

Click here to add

more |evel
Node Number Mode Mame Operation
1 Supervisor o
p) Manager o

This is in ascending order, that means “Supervisor”is the
first approver and”"Manager” is the final approver.

Confirm LCancel

On the Operation column, click Trash button to remove any specific approver from the Flow.
Click Confirm to update the framed approver Flow.

Deleting the Flow

Delete function lets you remove or discard the existing approval Flow from the list.
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Personnel Device Attendance Access System

How

B Bookmarks~  Filters =

Add  Delete

Approval Workflow B Flow Code = Naﬂ Stari Date End Date  Request.. Requsster
& Leave Aporoval 2024-01-01 2031-C3-31 Leave  SOWMYAMOHAMED ALLSNEHA JONATHZ

Prompt X

Are you sure you wanl W delele Lhe selecled 1

itemn?

Cancel

Delete the existing approval Node
On the Flow interface, select the required approval Flows from the list.
Click Delete, to delete the selected approval Flows.

Click Confirm, to delete the selected approval Flows from the list.

Generate the Process Flow

Our Node interface has been dedicated to run each request approval task from one approver to the other. A
workflow is rendered by the sequence of nodes, and these nodes are the categorization of instructions that
shape the workflow.

On the Personnel module, click Approval Workflow, and then click Node to go to the Node Interface.

Perconnel Device Attendance Accecs Systermn

1

B Bookmarks=  Filters -
% Employes Management v

Approval Worcflow - Workflow Name Code MName +  Approver MNaotifier Aporover Scope Nodifier Scope

2 : |eave approveroles,HR approveroes,HR Department Department

3

®g Conflgurativns -

On this Interface, you can view and modify the individual Nodes created for each flow and adjust the
approvers or notifiers and the acknowledgment scopes of each Node.

A brief note about the columns displayed on the Node Interface

Workflow Name: Displays the Workflow name.
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Code: Displays the unique code number of the Workflow.

Name: Displays Employee name of request approval.

Approver: Displays the Employee's Position of request approval.

Approver Scope: Displays the Employees’ Department scope of request approval.
Notifier: Displays the notifiers of a request process.

Notifier Scope: Displays the notifiers’ scope of a request process.

Modify the Approver or Notifier approval acknowledgment Scope

‘ersnnnel Device Attendance Arcess System

1. Click on First Level
of Node "HR"

&) Jesve  approwerclesHR  spprovernlesHR Depariment

{ [] Leave Adprova

4. Choose the
extent of Approver

: Edit
2. Select the Approver. You can select more
than ane in case if you want someone else |l Node Number* 1 Node Name®  |eave
to approve on Approver behalf.
When multiple Approver s selected, then Approver approverales,HR Approver Scope  Deportment
either Approver can approve the request

-

3. Notification of request will be
<ent to the selacted Role(s) here

Motitier  approveroles, HR Nctilier Scope . Department

R
if"_i:r!.-?'s.f.l,ij | | Cancel

On the Node interface, click Workflow Name on the Workflow Name column to modify the required
Workflow.

Node Number: The system takes the Node Number of each Node by default and cannot be modified.
Node Name: You can either keep the existing Node Name, which was provided under Flow or can modify
if required.

Approver: You can select more than more one approver from the drop-down list for each Node.
Approver Scope: You select either select Own Department or All from the drop-down list for the approval
acknowledgment.

Notifier: You can select more than more one notifier from the drop-down list for each Node.

Notifier Scope: You select either select Own Department or All from the drop-down list for the

notification acknowledgment.
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Click Confirm, to update the modifications.

15 Leave Management

The Leave Management is the set of processes that manages the leave request, approval and tracking of
the employee leave in the organization. This efficient leave management system significantly reduces the
work disruptions and maintains accurate leave records.

The salient features of Leave Management are:

® Ensures smooth functioning of the company's operation
® Eliminates Paperwork
© Removes manual interventions

® Realistic concern on work schedules

How to configure leave

Leave Type

The Leave Type option enables you to configure the leaves which are added.

Personnel Device Altendance Access Syslemn

=[]

B Bookmarks = Hilters

ShiiL

Add bBelete

Schedule Leave Name Report Symbol
SC : SL

Approvals F5ual Leave CAL

ML

Huliday Moassionate Lesve Col

Al
OutDoor Management ; e BT
Pi
Leave Management

Detai Report

i Repors

By Co nfigurations

The columns are described as follows:
Leave Name: Displays the Name of the leave which will be allotted to the employees.

Report Symbol: Displays the symbol for each leave which will be utilized in report generation.
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Add a Leave Type

Perform the following steps to add a leave type:

Click Add to add a new leave type. A window appears as shown in the image below:

Personnel Device Attendance Access

Leave [ypa

(=R p_arkg-— Fllters ~

Sj{:l't’?!'l 1

 Leave Name Report Symb
Sick Leave SL
L Castial Leave CAL
Vel Leave L
Compassiorate Leave 4 COL
| | Annual _eave Add AL
Business Irip L | Add the details Bl
| | Perscinal leave Leave Name*: and confirm Pl
Aanagement -
2 Mirdenwn Unic: . 1.0
3 Unic®; Huw
Round-0ff*: | Yes
Report Symbaol*:

Leave Name: Enter the Leave Name.
Minimum Unit: Enter the minimum day(s) of leave.
Unit: Select the unit of leave. It may be Minute/Hour/Workday/ HH: MM.

Round Off: Rounding means making a number simpler but keeping its value close to what it was. Select
whether or not to round-off the leave. E.g. Suppose total leave is around 5.77 hour, then enabling round-
off to Yes will make 5.77 to 5.8.

Report Symbol: Enter the symbol for leave which should appear in reports.

Click Confirm after entering the required details.

Delete a Leave Type

Perform the following steps to edit a leave type:

Select the Leave Type and click Delete or click del icon E of the corresponding leave type.

On the appearing pop-up, click Confirm if you are sure to delete the leave type.

Edit a Leave Type

Perform the following steps to edit a leave type:

Click the Leave name or icon. A window will appear as shown in the below image.
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Personnel Device Attendance A

B Buobrmaiks = Fillers =

ndd | Dasters

| Sick Lesve

| Casun lezwe

| Mateminy Leave = -
?:umu':\m e 4. Click to edit
Antiial lome
(159 [‘I'if]
ﬁsmﬁal leave

Edit

Leave Name*

Schedule leaves to employees

Leave Settings

Rouni-0f:

Repenr Symhint®

Make the necessary changes and click Confirm.

Persanal leave

Cancel

RERERER
SS|BIE8HE

The Leave Settings option helps you to assign leaves to employees. You can set various parameters like
allotment type, number of days, carry-forward, and more.

= BioTime Personnel Davice
| eave Type | pave Seftings «
Ruiz B Bookmarks « Filtars =
Shift
Ardd Belete
Schedule Employae |d  Firgt Name
CHRISTINE
Approwals ROSEANNE
ANAS YOUSEF
Hnliday IAZ3IM
DARVISH
CutlDoor Management VWA NE
DOYIKA
Leave Management NIKITA
SHIRE
FAHEEN
BENJC
I oaE e NAFI-
eave Schedule VINCE
Leave Detail Report VY
IAARV-ANN
E Report: NOUFAL
SHUL
%4 Configurations RIVAS AHAMED
ILLIO DELA
JANE

Page |

Attendance

Last Mame

Access System
Lepartrnert Fosition
ACCOUNTS 8 ADNMIN Fosition

Fosition
Position
Potit

TECHNICAL
Departimert
CISTRIBUTION
PROJECT SALES
IECHNICAL
TECHMNICAL
PROJECT SALES
CISTRIBLTION
TECHNICAL
CISTRIBUTION
MARKFTING
ACCOUNTS & ACMIN
PROJCCT SALLS
PROJECT SALES
WAREHOLISE
TECHNICAL

Position
Fosition
Fosltion

Frisitinn

Fosition

Fosition

Position

Fusilion

eaua Allotment Typs Laavz Hiective

fearfy 2024-01-01
Yearly 2024-01-M
Tedt ly 2024-C1-01
Vearly 01
fearly -01
fearty -1
Yearly -1
fearhy -
fearty 2024-01-1
fearly 2024-01-
Yearly 2024-01-M1
Tearly 2024-01-01
Tearly 2024-01-01
fearly 2024C1 01
Yearly 2024-01-M
fearly 2024-01-01
fearly 2024-01-1
Yearty 2024-01-01
fearly A024-01-m
Yeatly 2024-01-M1
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The columns are described as follows:

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee.

Leave Allotment Type: Displays the type of leave allotted to the employee.

Leave Effective From: Displays the starting date of the leave allotment.

Total Days: Displays the total number of leaves allotted to the employee.

Maximum allowed leave per month: Displays the number of leaves that an employee is allowed to take
each month.

Carry Forward Limit: Displays the number of leaves that an employee can carry forward to next
month/year.

Auto Carry-Forward: Displays whether the leaves will be automatically carrying forwarded or not.

Add Leave to employees

Perform the following steps to add leaves to employees:

Click Add. In the appearing window select the employee to add leaves.

Perscnnel

Lelected

Employe.. Frst Mame Last Marme Department

T

UINALHAN
SIMOUMETTE
CHFR MNE

Enter the desired
details

leave Allorment Tvpe®  Yearly rave Fifecther Froey
Total Leave® | 0.5 Leaves Allowed Perbdonth® | 0.5

AUt Carryforward® | Yes Carry Forward Limit® o

Leave Allotment Type: Select the leave allotment type. It can be Yearly/Monthly.

Auto-Carry-forward: Select whether or not to auto-carry-forward the accumulated leave to next
month/year.

Total Days: Enter the total number of leaves.
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Leave Effective From: Select the date from which the leaves are effective from.
Maximum allowed leave per month: Enter the maximum number of leaves that an employee can take.
Carry-forward limit: Enter the maximum carry-forward limit.

Click Confirm after setting the leave.

Edit Leave Settings

Perform the following steps to edit the leave settings:

Click the Employee ID or edit icon. A window appears as shown in the below image:

Personnel Device Attendance Access System

Leave Setlings

B Beokmarks~  Filters -

Add | Delere
|| Employeeid  Frst Name Department Positon  Leave Allofment Type  Leave Effective
__! ooglE CHRISTINE - ; : : 2024-01-01
BT 1 X | owioio
| ooz ANASYOUSEF - — i 2024-01-01
| 00024 VIDBIN Ipigss 2024 01 01
| (0054 DARVISH = Leave Allotmenl Type™  Yearly g 2P GL N
| UuUs3 WAYNE = 2024-U1-01
| poos2 S0YKA |- Tota Leave® 44.0 0 2024-01-01
@ Leave Management | 00051 NIKITA, = . 2024-01-01
—1 00050 SHIRE | Leave Effective From*  2024-01-01 a 2024-01-01
| 00045 FAHEEM = : 2024-01-01
| 00045 3ENIC | Leaves Allowed PerMionth*  30.0 E 2024-01-01
_"! sloi "MF!H u Auto Carryforward™ No - ALl
| 00043 VINCE = L 2024-01-01
| o002 vy = | 2024-01-01
| 00041 MIARV-ANN = 2004-01-01
| oousy NOURAL = b 2024-01-01
| ono3a SIRIL - I 2024-01-01
:| onoz2 RUVAS AHAMED - 32024-01 04
| 00031 JULIO DELA 2| I 2024-01-01
| 00030 JANE - 2024-01-01

Cancel =

Modify the required details and click Confirm.

Delete Leave Settings

Perform the following steps to delete the leave settings:

Select the Leave Settings and click Delete or click del icon D of the corresponding leave settings.

On the appearing pop-up, click Confirm if you are sure to delete the Leave Settings.

Leave Schedule

The leave schedule allows you to define the number of leaves for each leave type such as Sick leave, Casual
Leave, Maternity Leave, and more.
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Personnel Device
B Bookmaiks - Filters =
And alara

Employee Id

Approvels

Holickay

eeve Delall Reporl

1 Repuils

Configuratans

Add a Leave Schedule

Attendance Access Systermn

Firct Mame
MOHAMED AL
JONATHAN
SIMOUNETTE

CRIZALDE
JHUANE
LALAINE
STEVEN
VOLTA
GARVEY
SHYAM

RFTTY KOSHY
JANE

JULIO DELA
RIVAS AHAMED
RIL

NOUFAL
MARY-ANN

Lact Mame Cepartrment
TECHNICAL
WAREHOUSE
= CISTRIBUTION
PROJLCT SALLS
ECHNICAL
JMELL SALES
T ICAL

- Department

WARLI IOJSC
PROJECT SALES

- PROJECT SALES
ACCCUNTS & ADMIN

MARKETING

Total no. of leaves allotted here (leave settings) can be distributed on this interface.

Perform the following steps to add a leave schedule:

Click Add to add a new leave schedule. A window appears as shown in the image below:

| Empioyee 14
| eeihtia
_ | Anns
[T
| oo
| &anyi
—j w2
—| oo
| it
—|legnzz
| ey
]I oaeai
| oz
e

| 6002s

aQ Sesoted

B ool

B Empioye..

First Mamg

ast Name

'|I]'|"|'l[._'1

) wobss

nth Diayiz] Casaal Leave™ Yearly
nthl, Liayls) Compassionate Leavs Bar
Mantt Crayis) Business Tip*  Yearly
= Miontn [E55

3. The total no. of leave is B
defined in previous “Leave Setting”. E
Here we need to distribute that —
total number 3

1 Diay(s) —

rhiy Uayls) -

Morhly | Deyls) L

Sick Leave: Enter the number of days to be credited as Sick Leave.

Casual Leave: Enter the number of days to be credited as Casual Leave.

Cancel

Maternity Leave: Enter the number of days to be credited as Maternity Leave.
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Annual Leave: Enter the number of days to be credited as Annual Leave.
Compassionate Leave: Enter the number of days to be credited as compassionate leave.
Business Leave: Enter the number of days to be credited as Business Leave.

Click Confirm after scheduling the leaves.

Edit a Leave Schedule

Perform the following steps to edit a leave schedule:

Click the Employee ID or edit icon. A window appears as shown in the image below:

Personnel Device Attendance ACCESS System )
e
B Bookmarks-  Fiters -
| Emple Hirst Name Las: Mame Lepartment
HULH TUHAMEL AL = FELHN LAL
| \otoos JONATHAN |
| [oto0s oo
Edi *
Empoyee
( Slcc beave' 140 0.0 Day(s) 3] N
3 Casusl Leave® | DD 0.0 D= hayis) =
B' TAaternity Leave® 00 0.0 Dayls} Dayis)
Compassionaiz Leave® 00 0.0 Day(s) Dayis) |
Annual Leave® 30,0 0o Day(s} Day(s) |
= Business Triv* 00 0.0 Layts) Layls) E
i Perconal leave® 00 0.0 |
\. J

H | cormm carcel

Modify the required details and click Confirm.

Delete a Leave Schedule

Perform the following steps to delete the leave schedule:

Select the Leave Schedule and click Delete or click del icon ]ﬁ of the corresponding leave
schedule.

On the appearing pop-up, click Confirm if you are sure to delete the leave schedule.

Leave Detail Report

The Leave Detail Report displays the allotted leaves, leaves already taken, leave balance, carry forward
limit, and more. The columns are described as follows:

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Access

Personnel Device Attendance System

End Date  2024-09-26

Start Date  2024-01-0

Ares Position

ooooooo

First Name: The First Name of the employee.

Leave Type: Leave type defined to the employee. It can be Monthly/Early.

Start Date: The Starting date of the Leave Schedule.

End Date: The Ending date of the Leave Schedule.

Total Leave: The total number of leaves allotted to the employees.

Leaves allowed per month: The maximum number of leaves the employee is allowed to take.
Carry forward limit: The maximum number of leaves the employee can carry-forward to next
month/year.

Leave consumed: The number of leaves taken by the employee.

Leave balance: The remaining number of leaves for the employee.

16 Reports

Reports play a major role in the progress of the business. Report provides consolidated, factual, and up-to-
date information of employee’s attendance, payroll, and other system related reports. This helps in
tracking of employees’ attendance details, their salary details, and the functions performed by the system
users in the application.

The main features of report generation are:
® Increased timeliness
® Accurate reports without any manual errors

© Greatly improves operational efficiency
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Detailed Attendance Report

Transaction Report

The Transaction Report displays all the transactions performed by the employees.

Attendance Access Syste = Subscripti Welcome lalaine

Transaction

The transaction report displays all the transaction details of the employees.

Personnel Device Attendance Access System

= [ 1

= Lo Srart Date 2024-09-01 Fnd Dae 2024-N9-36 Fmployes
teoar tment Arez Fosition
Bz
= Ceparthiedt Frmiployes T Firal Name MNepartmenr = Darp = Time
5 ACCOUNTS & ADMIN nons2 WAVNF Mepartmen® AR-00-20174 1743
o= ] PROJECT SALES 00071 SOWMYA ACCOUNTS B ADMIN  26-08-2024 1z40
] TECHNITAL 00035 NOUTAL ACCOUNTS & ADMIN £6-05-2024 1230
= ialiday S 00044 ROSEANNE CISTRIEUTION 16.00-2024 1237
o leliday 7] WAREHOLSE =
g 0005% ANDRE! Departmen: 26-09-2024 1233
| MARKE NG = = - >
& Oulboo agement = 00055 ANDREI Depatlment 26-05-2024 132
: opoJ1s JUNNIS PRCJZCT SALES 26-00-2024 1223
O L ar ((iTnils JUNAIS PROJECT SALES 26-00-2024 | 223
00025 BETTY KOSHY TECHNICAL 26-05-2024 |15
B nReocrts 00054 DARVIEH TECHMICAL 26 00 2024 1203
nonz? RIYAS AHAMFD PROIFCT SAI =S F6-NG-2124 120R
L0032 HIYAS AHAMED PHOJZCT SALES 26-08-2024 | 204
00013 LALAIME TECHMICAL 26-0%-2024 | 207
00013 LALAINE TECHNICAL 26-00-2024 1 207
(o032 RIYAS AHAMED PROJZCT SALES £6-09-2024 11:53
00038 SIRIL PRCUECT SALES 26-0%-2024 11:52
00053 WAYNE Department w6-08-2024 11:42
oole SIMOUNETTE DISTRIBUTION 20-05-2024 11:37
00054 DARVISH TECHNICAL 26-0%-2024 11:23
00003 WAYNL Department 26G-09-2024 11:25

® Select the Department to view the transaction report.

© By default, the start date will be the date of 1st day of the month and the end date will be the
current date.

® You can filter an employee's particular schedule log by clicking the employee textbox.

© A window will appear as shown in the image below:
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Atz PosTor

%3 Mepartment Fliter

artmers /]

1INTE & ANMTH

Last Mame

<]

3
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BEEEEE
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20 v Toul 46 Fecords » 1 g C

® Select the employee to view the schedule log and click Confirm.

® The transaction log of the selected employee will be displayed as shown below:

Transaction
- Start Date  2024-09-01 End Date  2024-09-25 Employes  SCWRMYA SNEHA e
epartment Area Pasition
B =4
[ Department Employee ID First Name Department Date Time Punch State
[ ACCOUNTS & ADMIN 0000 SOWMYA ACCOUNTS 8 ADMIN | 26-09-2024 Check In
[0 PROJECT SALES SIMOUNETTE DISTRIBUTION 26-09-2024 Check Ir
[ TECHRICAL SOWNYA ACCOLNTS & ADMIN  26-09-2024 Check Ir
[ BISTRIBLTION SOWMVYA ACCOLINTS & ADMIN  26-00-2024 Check Ir
[] WAREHOUSE SIMOUNETTE DISTRIBUTION 26-09-2024 Check In
[ MARKETING i . - i N SE RO, Cha "
00006 SIMOUNETTE DISTRIBUTION 26-09-2024 Check Ir
00007 SOWMYA ACCOUNTS & ADMIN - 26-09-2024 Check In
00001 SOWMYA ACCOUNTS & ADMIN  26-09-2024 Check In
00001 SOWMYA ACCOUNTS & ADMIN ~ 26-09-2024 Check In
0000 SOWMYA ACCOUNTS & ADMIN | 26-09-2024 Check In
00005 JONATHAN WAREHOUSE 26-09-2024 Check Ir
00001 SOWMYA ACCOLINTS & ADMIN | 26-08-2024 Check In
00006 SIMOLINETTE DISTRIBUTION 26-09-2024 Check Ir
00006 SIMOUNETTE DISTRIBUTION 25-09-2024 Check In
00006 SIMOUNETTE DISTRIBUTION 25-09-2024 Check In
SIMOUNETTE DISTRIBUTION 25-09-2024 Check In
SIMOUNETTE DISTRIBUTION 25-00-2034 Check In
SIMOUNETTE DISTRIBUTION 25-09-2024 Check In
SIMQUNETTE DISTRIBUTION 25-09-2024 Check In
00006 SIMOUNETTE DISTRIBUTION 25-00-2024 10:19 Check Ir

Mobile Transactions

The Mobile Transactions report gives the details of mobile punches made by the employee. It also
specifies the punch state and the location associated with the attendance punch.

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

rsonnel Device Attendance Access System '* |

Moksle Transaction 1

SartDate 2024-09-01 End Date. 2024-09-26 Employee (o]

gpariment ATed Position

Department Employze D =
ACCCUNTS & ADMIN 0n0a2

0oo3

00005

001

U

Department < Date Time Punch Stete

[ MASKELING :
C 00054

D003+
D054+
On0S&
00054
N
00oas
o0
00054
Onaoos

TECHMICAL
TECHMICAL 25 05 2024
WARFHOLISE 5-08-2024

Check In
ckin
<k In
Checkdn
Check Qut
thln
Qut

Out

0003

00054

i} PROUECT SALES

; Crneck In
00054 DARVIEH TECHMICAL

Check In

Total Punches

The Total Punches report gives the exact number and time of the punches made by each employee every
day.

Personnel Nevice Aftendance Access

Total Punches

Start Date.  2024-03-01 End Date  2024-09-z26 Employee

Arce Fasition

O Cepartment First Name
[] ACCOUNTS & ADMIN
[ PROJECT SALES

[ TECHN
[] FISTRIRLTION
[J WAREHOUSE
[ VARKETING

sgament
anagenenL 06, 09:41:27, .
n00n SOWMYA 79 0A:19:32. 08-19:33, {
00001 SOWMYA 01, 11:04:35,
SOWMYA
SOWMYA
SOWMYA

51 fal

SOWMYA

SOWMYA 4 W7,
SUWI ALLUUN I8, 4 B U THIZ0, DB 83, e,
JONATHAN WAREHDUSE 1

JOMATHAN WAREHDUSE 2 181208

IONATHAN WAREHTHISE 2 180250

First and Last Report

The first and last report displays the first and last attendance punches made by the employees.
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Personnel Device Attendance

Ctart Date

ment Area Position
a=a4
[ Desartment Employee 1D
[ ACCCUNTS & ADMIN o001
[ FROJECT SALES 03001

[0 TCCimICAL
) DISTRIBUTION
[0 WAREHCUSE
[ MARKFTING

02001
oaoa)
00001
nann1
02001
LA
02001
02001
o0
00
00601
oa001|
02005
(KM
(KIS

® Select the Department to view the first and last report.

Access

2024-03-0

First Mame
SOWMYA
SOWMYA
SUWMYA
SOWMYA
SOWMYA
SOWMYA
SOWMYA
SOWMYA
STWMYA
STOWMYA
SOWMYA
SOWMYA
SOWNMYA
STOWMYA
SOWMYA
SOWMYA
STWNMTA
JOMNATHAMN
IONATHAN
JONAIHAN

System

Ond Date  2024-08-26

Crepartment
ACCOUNTS 8 AD.
ACCOUNTS & AD
ACCOUMNLS & AD..

ACCOUNTS B AD 2024
ACCOUMNTS B AD. 2024
ACCOUNTS 8 AD. 2024
ACCOUNTS & AD... 2024
ACCOUMNTS B AD.., 2024
ACCOIINTS & AD 24
BCCOUNTS BLAD., 2024
ACCOUMTS & AD.. 2024
ACCOUIMNTS B AD. 2024
ACCOUMNTS & AD 2024
ACCOUNTS 8 AD. 2024
ACCOUMNTS 8: AD... 2021
ACCOUMNTS R AD. 2024

BCCOUNTS & AD . 26-09-2024
WAREHOUSE 16 09 2024
WARF} 17-4018-20024
WAREH TH419-2024

Cmployee

Weekday Tirst Punch
Maonday
Tuecday
Wednesday
Thursday
Fricay
Tuesday
Wednesday
Thursday
Friday
Monday
Tuesday
Wednesday
Thursday
Fricday
Manday

Tuesday

Thursday

Monday
Tuesday {16

Wednesday 12/

© By default, the start date will be the date of 1st day of the month and the end date will be the

current date.

First In Last Out Report

The First In and Last Out report displays the first check-in and last check-out of the employees.

Attendance

Start [ars

Area Pasitlon

Faplenyee T

[0 PROJECT SALES
[ TRCHNTCAL

BUTION
WEREHOUSE
[ MARKETT

Access

2074061

First Wame

AIMNATHAN
JOMATIAN

System

FnddMate | 2094-10-25

Nepartreent
ACCOUNTS & AD

ALCUUN TS & AL,

NT5 & AR
INTS & AD...
NTS & AD.
NT5 & AL,
T: & AD
LISE
WAREHOUSE
WARLI 1OUSL

© Select the Department to view the first in and last out report.

Page |

Fmployee

e

First Check In

Weekday

!

Tuesaay
Thurz

Maonday

Tuesd

Wednesday
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© By default, the start date will be the date of 1** day of the month and the end date will be the
current date.

Scheduling Report

The schedule report displays the daily attendance information of the employees within a specified time
period. It displays the statistical reports of schedule log, attendance, time card, exception, late, early leave,
overtime, absent, multiple transactions and break time.

Personnel Device Attendance Access System = . | Welcoeme |alaine @z
B |ption

= | oo |

Transaction Repers

Schedule Log

® The Schedule Log displays the schedule details of the employees.

® Select the department on the left side of the interface by selecting the corresponding checkbox.
The schedule log will be displayed as shown in the image below:

Personnel Device Attendance Access System

) (N Start Date  2024-05-01 Crd Dots  2024-09-26 Cmployee e
Bi=mdm

] Department [mployee D % First Name Department Date @ Weekday & Time

[ ACCOLNTS & ADMIN 00001 S YA ACCOUNTS £ ADMIN 02-04-2024 Manday 0000

[ PROJECT SALES 00001 SOUIAVA ACCOUNTS & ADMIN 02-03-2024 Marndzy 17:20

[0 TECIINICAL DoU SN YA ACLOUNES % AUMIN U3-04-2u24 Iuesday Ui

[J DISTRIBJTION 00001 SOWMYA ACCOUNTS f ADMIN 03-03-2024 Tuesday 17:3:0

. i 00001 SCWIIVA ACCOUNTS & ADMIN 04-00-2024  Wednesday 8O0
DMILRKFFMG - Py LN n 3 4 3 1

00201 SCWIMYA ACCOUNTS & ADMIN 04-03-2024 1728

00201 STWIMYA ACCOUNTS & ADMIN 05-03-2024 759

00N SO YA ACCOUNTS & ADKMIN 05070 2024 AT 3ChY 173

N1 SOMIAYA ACCOLINTS & ANMIN fif-03-2174 Friday a3

B Keports 00201 SOV YA ACCOUNTS & ADMIN 0-03-2024 Tussttay 08105

00001 SOWMYA ACCOUNTS & ADMIN 10-03-2024 Tuesdeay 1729

a0 SOMATAYA ACCTIUNTS & ADIMIN 11-03-2024 Wednessday Lads

00001 SCWMYA ACCOUNTS & ADMIN 11-03-2024 Wednesday 17:30

00001 SCWMYA ACCOUNTS & ADMIN 12-03-2024 Thurstay 0937

G SOWIMYA AMCOUNTS & ADMIN 13-09-2024 Friclay (&L

00201 SOWI YA ACCOUNTS & ADMIN 13-03-2024 Friday 1747

00201 SOWMYA ACCOUNTS & ADMIN 6-02-2024 Moriday cane

00201 SOWMYA ACCOUNTS & ADMIN 17 01 2024 Tuesday A1

i SOWR YA ACCTNINTS & ANMIN TF-04-2024 Tiiesday 1728

00 SUWRAYA ACCOUNIS 8 AUMIN 18-04-2024 Wednesday LEL
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® By default, the Start date is the first day of the month and the end date is the current date. You can
also alter the date range as per your requirements.

Total Timecard

The Total Timecard report is used to track the number of hours an employee worked for the payroll. It
gives a detailed breakdown of the worked hours which can be used for further analysis.

Personnel Device Attendance A 5 System

1 Gulde
Total Time Card

Feia Position Stan Daie  2024-09-01 End Date  2024-09-26 Employee e
=3 sit
B =
O Denartmert Employes ID Depariment Date Weekday Timetable Checkin Check Out Duty Du... Work D)
[ ACCOUNTS & ADMIN 100 DISTRIBUTION 01 -09-2024 NEW-T] .. 0 18:00 1
DISTRIBUTION 02 00 2024 NEW T 1 ]
THSTRIRLITION NA-09-71124 Yy NEW-TI n
(R RIBUTION 04-09-2024  Wednesday  NZW-TI.. 0

[} WAREHCUSE
] MARKETING

DESTRIBUTION 05-09-2024  Thursday NIW-TI..
DISTRIBUTION 06-08-2024  Fr NEW-TI
DISTRIBUTION 07-00-2024

TRIBUTION D3-09-2024

ISTRIBUTION 0905 Maonday
DISTRIBUTION Tuesday 0
DISTRIBUTION Wednesday
Thursday

B TON
AUBLTION

B TION Monday 0
DISTRIBUTION Tuesday 0
DISTRIBUTION 0
DISTRIBUTION 0
DISTRIBUTION 20-09-2024 0

Missed In & Out Punch

It displays all the attendance exceptions. The procedure to view this report is the same as Schedule Log.

System

Missed In & Out Punch
Start Date: 2024-09-01 tnd Date  2024-09-26

frea Yosition Employes 0

First Name

Vb

] MAHKEL NG

60001
SOV
SOWY

LANIED Al
IMED AL

TECHMICAL

Late

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

The list displays the late arrival time of the employees. The procedure to view the late report is the same as
Schedule Log.

Personnel Device Atendance Access System

Sty Pasitifn Star: Date | 2024-02-01 Empioyze

First Mame Weekday Timstahie
Monday MEW-TIM=
Meonday MNZW-TIMZ
Wonday MNEW-TIW=

[ Department

[ ACCOINTS A ADMIR
LJ FRELT BALES
02-03
D, 0203 Monday | NEW TiM=
(12 -13-2024 Menray MNEW-TIM
02-03-2024 Wionday  NEW-TIMZ
Monday | NOW-TIMZ
Manrday | NZW-TIM

NEW-TIM=
MNEW-TINE
PROJECT SALES MEW-TIM=
TECHNICAL NEW-TIM=
WICITA PROJECT SALES NEW-TIM
JUNAIS PROJEC LES MNEW TIMZ
SHYAM TRCHNICAL NEW-TIM=
ALLOUN| S & AL MN=W-11M
NZW-TIM=
WAER] A MEW-TIM=
004 MNEW-TIM=
00024 MZW-TIMVZ

Early Leave

The list shows the time of the early leave of the employees. The procedure to view the early leave report is
the same as Schedule Log.

Personnel Device Attendant Access System

2024 26 01 End Date 2024 00 26

Star: Daic Employcc

Cart t Area Position

=i First Name Department Datc & Weckday  Timotablc

RCSEANME MEW TIME
RETTY KOISHY MFW-TIRE
DARVISH MEW-TIME
CHRSTING MNEW-TIME
IACEIN MEW-TIME
JUNAIS MEW-TIME
MEW-TIMVE
MEW-TIME
NEW-TIME
MNEW-TinE

[ WAREHOUSE
) MARKETING

NOUFAL
WAVME
SHYAM

(-
B

Reports

CalCulate TIME
MNEW-HIVIE
MNEW-TIME
MNEW-TIME
(-TIME
-TIME
MNEW-TIME
MNEW-TIME
MEW-TIME

TECHNICAL
PROJECT SALES
DISTRIEUTIDN

DASTEIE
TECHNI
CASTRIE!

Birthday
The Birthday details of the employees are displayed here.

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Parsonnel Device Attendance Nccess System
Birthcay 1
. startbate  2U24-U7-U7 End Date 2024-U8-25 @
Area Fusition
oi=a
[ cepartment Employee I} FIrst Name Binhaay Drepartment
LJ ACCOUNTS & ADMIN Qo192 VIMOL 2024-03-1¢6 DRUOJECT SALES
Ap [J PROIECT SaLES 00034 MOBIN 2024-03-14 TECHNICAL
[] TECHNLEAL 0004z 1] 2024-03-08 DISTRIBUTION
Haoliday = DIH-R:EL:EH“ 00043 VINCE 2024-03-08 TECHNICAL
[ WARRHQUSE 00048 NAFIH 2024-03-03 DISTRIBLTION
] MARKLTING Ry
OutDoor Mansgement 00052 WIWNE 2024-03-17 ~epartment

Leave Management

Reports

Calrulate

Overtime

The list displays the overtime of the employees. The procedure to view the overtime report is the same as
Schedule Log.

Personnel Device Attendance Access Systemn -r
Gide

A Position Start Date 2324-01-01 Enc Dawe  2024-09-26 Employes e

O Pepartrrent Emplayee |0 £  FirstNa..  Cepartment Cate Weekday Timetable Checkin CheckOut Clockin  Clock
[0 ACCOUNTS & ADMIN

[ PROJECT SALES

[] 1 ECHHLCAL

[0 DISTRIBUTION

[ WAREHOUSE

O MARICTING

Conflgurations

Absent

The list displays the late arrival, early leave, and absent details of the employees. The procedure to view
the absent report is the same as Schedule Log.
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Personnel Device Attendance Access System
S gl Start Dete  2024-09-01 Cnd Date  2024-08-25 Cmployes {
|- =
[ Department Crmplcyee D Mrst Name Department Ciate Weekday Timetablse Chedkin Check Out  Clag
[ ACCOUNTE & ADMIN 0e100 Depertrmcnt 01-09-2..  Sunday WNOW-TIMC - CB00
[ PROJECT SAES 222 Departmant 01-09-2.. Sunday  General T.. C900
arT ='L"""'1'3"1-_ AMNAS ¥O...  PROJECT SALES 01-03-2... Sunday NEV/-TIME | CB.00
) DESTRIBHTIAN SIMOUN_..  DISTRIBUTION 01-09-2. Sunday  NEW-TIME  CA00
] AR Q o a & > "
[C]. NAREHOLRE SHYAM  TECHNICAL 09-09-2,. Sunday  NEVATIME CA&O0
[ MARKFTTNG il
admin Department 01-09-2.. Sunday NEVI-TIME 0
TECHMICAL 01-09-2... Sunday MEVI-TIN ik
DISTRIBUTION 01 692 Sunday NEW TIME | C8D
WARFHO ISF M-0a-7 Sunday NAW-TIM

IANE Ik
THOANE

INICAL 01-09
JECT SALES 01-09

sunday MNEVE-TIME
Sunday MEVY-TIR

MICAL 01-09-2..  Sunday RIEV/-TIN
LALAINE TECHNICAL 01-05-2 Sunday NEV/-TIME | CAD0
RAY DISTRIBUTION M-69-2 Sunidiy NEW-TIME | CBO0

VOLTA DISTRIBUTION 01-09-2 Sunday MNEW-TIME {0
MARY-A... MARKETING 01-09-2.. Sunday  N2W/-TI a0
FAHEEM MICAL 0l-02-2..  Sunday REV/-TIM

SOWMYS CCOUNTS & AD... D1-09-2... Sunday NIW-TINT
SIRI- C1 SALES 01-04-2 Sunday MNEW-TIME
LeusY MNUURAL ALLUUNIS BLAD.. D1-0Y9-£..  Sunday MzW-HIMEz LBl 16:0U

Multiple Transaction

When the multiple transaction function is enabled, the duration of each period and the total working time
will be displayed. The procedure to view the multiple transactions report is the same as Schedule Log.

Personne| Device Attendance Access

Multiple Tiansaction

System

Stort Date 2024 00001 End Date 2034 09 26 Employce

Aoea Pesition
B=s
L) bepartment Employee 1D Timictoble Summary Timic  Clock In Chock Ot Total
-« TS & ADMIA Q301 SOWMIMYA, MEW “IME 1L ey
oot SOWUMIYA NFEW-TIRAF 09:33
000l MEVY-TIRAE 09:28
1 HOW-TIML 0931
O MARKETING NEW-TIPAE oo
NEW-TIME 0924
NEWVW-TINME 09:26
Management a0
04942
orts [xkell]
0918
na1a
20
0813
000
0629
000
095G
MEW-TIRAE 0935
NEW-TIME 00

Break Time

The total break time duration and the duration of each break period will be displayed. The procedure to
view the Break time report is the same as Schedule Log.

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Peisonnel Device Allendance Avcess Syslem

=
e Start Date. 2024-09-01 End Dete  2024-09-26 Emple,
Department Area Pesition : : = poves
8=4
[ @epartment Employee ID #+  First Name Department Cate £ Timetable Sumnmary T... Br

[ ACTOUNTS & ARMIN

[ PROSECT SMLES Mere
D TECHMICAL

[[] DISTRIBUTION

[ WAREFOUSE

[ MARKETING

T o—
Hullay

& OutDoo

g r

E Repui s

Daily Reports

The Daily Attendance reports are used to analyse the day -to-day attendance status of the employees. The
following reports serves the above said purpose without any complexity.

Personnel Device Attendance Access System .r | = subscription | | Welcome lalaina@zkieco.
e
Daily Reports

Maonthly Reports

E

Bamic Stats

Summary Aeparte

Daily Attendance

The daily attendance interface displays the daily attendance status of the employees. It uses symbols or
digits or the combination of symbols and digits to represent different attendance terminologies.
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sonnel Device Attendance i System
.I Gu
[ Dsy Asnince |
Lol Start Dete  2024-093-01 End Cate 2(24-09-26 Employee @
Area Position
ik
[ cepartmant Employee 1D Department Timetable Duration Clock'n  Clock Dut  Actual WT
[ AZCOUNTS & ADMIN 00052 DISTRIBUTION NEW-TL.  10:03
[ PROICCT SALLS 0Lose DISTRIBUTION NEVY-TL.. 1002
[ TECHNICAL 0cas? DISTRIBUTION NEW Tl.. | 10:03
CI.DES HpURIOH 0ros2 DISTRRUTION NFW-TL. 1007
) WAIEOLEE noos2 DIETRBUTION MEY-TL.. 10:02
[ MARKETING I R . .
000052 UBUTION HOW-TIL. 10:00
00052 LBUTION MEW-TI.. 10:00
Leave Ma £ 00052 \BUTION NEW-TI.. 10:00
00052 VBUTION NEW-TL.. | 10:00
Reports 0rCas2 [ UTION MEW-TL.. 1000
0C0s2 DISTRBUTION NEW-TI.. 10:02
Calculate 0052 DISTRIBUTION NEW-TI... | 100
0Cos2 DIETRBUTION NEW TL. 10003
0052 URUTION NFW-TL. 1000
Lse s THRBU NUN NEWY-1L. 0
ocos2 DISTRIBUTION NEW-TL. 1000
0Cos2 TRBUTION MEW-TL. 10:003
00052 DISTRIBUTION NEW-TI.. 10:00
0Cos2 DISTRIBUTION 19-09-2024  NEW-TL. 10:03
00052 DIETRIBUTION 20-09-2034  NMEW-TL. 10:03

Daily Details

The Daily Attendance Details include every day’s attendance details such as assigned timetable, clock-in
time, clock-out time, check-in time, check-out time, actual working hours, total worked hours, overtime
hours, and the recorded attendance punches. If there is any deviation from the actual designated
parameters, it will be highlighted.

Personnel Device Attendance Access System

= | Dally Details

) (B Star DAte 074-09-01 FrdDate  024-09-76 Fmployes Q
8=&

& schedule [ Cepartment Frployee 1D FirstNaz.  NDapartment e Timefabie: Duration. Checkln  Chieek Ot Clnck in
[J ASCOUNTS & ADMIN nons? ROIYHCA NISTRIBITION N-N9-2074 | NFW-TI.. N8N 1807
[ PROJECT SALES uoos2 SUTKA DISTRIBLUTION 02-09-2029  NEW-Th.. 05:09 18:00
O TECHHICAL noos2 JOYHA ISTRIDUTION NIW-TL... e 18:00
[ DESTRIBUTION nons2 3OYKA  DISTRIBUTION NEW-TI na-nn 1800
0 wand 00052 20VKA NEW-TL.. 0800 1ED
[] MARE= 110G = = - E i
= o052 SOYEA MNEW-TH. 08:00 18:00

noos2 0YKA NEW-TL... 08:00 18:00
00as2 08:00 18:0
00052 DISTRIBUTION 08:00 80
0C0s2 DISTE TIoN 0E:09

052 MSTRIBHTION 0

nuos2 WS TRIBL DN 00

00052 DISTRIBUTION 08500

00052 DISTRIBUTION 08:00

0onLs2 MSTRIBUTION na:00

0o0s2 DHSTRIBUTION NE07

00052 DISTRIBELTION 08:00

0052 DISTRIE N 18-09-2024 | NEW-TI.. 08:00

nons2 30 YK A ITION 19-09-2024  NEW-TL... D800

00on2 SOYHA DHSTRIGUTION 20-09-2024  NIW-TL. 0000

Daily Summary

The Daily Summary Report gives the details of actual clock-in, clock-out, and total worked hours of the
employee.
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Personnel

|| Cepartrrent

[ WAREHOUSE
[ MARKETING

Heports

Daily Status

The Daily Attendance Status of employees gives the present, absent, half-a-day, and so on for each day

Area
|- =
[ Department

TS B ADMIN

G4l FR

Monthly Report

The Monthly Reports can be used for quick analysis and evaluation of attendance status of all the

employees in the month.

Page |

Device

[J ACCOUNTS & ADHIN

Attendance System

2024 0001

Start Datc Enc Daxe

Position

Crepartment

DISTRIBUTION
DISTRIRUTION
LISTRIBUTIUN
DISTRIBUTIO
DISTRIBUTI
DISTRIBUTION

DISTRIBUTION
DISTRIBUTION
DISTRIBUTION
CISTRIBUTION
DISTRIDUTION
CISTRIBUTION
LISTRIBINIUN
DISTRIBUTION
DISTRIBUTION
DISTRIBUTION
DISTRIBUTION
DISTRIBU N
DISTRIBUTION
DISTRIBUTION

Attendance Access System

2024-09

Start Date End Date  2024-09-24

Fositicn

1 2

A LT
LE

A

A

A

A

A

A P

A LT
&

A

A

a Fl
A A
A A
A EL
A &
A LT
A A
A LT

2024 09 I8

Date

Employes
3 5
El EL B
LE LE LE
A A &
E LE
L IT o
El EL EL
7 EL B
P EL B
LT E
T EL T
H: EL B
A A A
= Fl A
A A A
A A A
-] EL A
T T u
LT E
\ M A
T LT )

Timztakie
MEW TIME
NFW-TIMF
MNEW-11ME

MNEW-TIME
MEW-TIME
MEW-TIME
MNEW-TIME
MEW-TIVIE
MNOW-TIMI
MEW-TIME
MNEW-1 1ML
MNEW-TIME
MEW-TIME
MEW-TIME
NEW-TIME
MNEW TIME
MFW-TIMF
MEW-TIME

Fol R I

Employes

Pt

Clock In

LT
LT

LT

Clock §
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Personnel Device Attendance Access System

TO/MD Reports

Basic Status

The Basic Attendance Status displays the critical attendance status which are required for attendance
analysis.

Fersonnel Device Attendance Access System

Bepalin: AT O Start Date 2024-09 Empovez
|- B
[ Cepartmert Employee /D & FirstNa.. Deparment 1 2 3 4 5 b 7 & g 10 11 12 13
[0 ACCDUNTS & ADHIN STEVEN  Departvent A A A A A A A A A A A A
[] PROGLCY SALLG AN-KA . Depariment
O TECHNICAL {USTIN  Deparavent
B L WAVNF  Deparment A Fi IT I I I A A IT 1T 11 IT I
[ WARFHOUISE ANLKE Lepararent A ¥ 3 a ¥ -\ L) El H EL L4 3
] MARKETING Risarmient I A F A A A A A A A [ A )
ETHEL Deparamrant A A A A A A A A A A A Y A
il fetf Deparoment A & A A A & 4 A A A & A A
MR _OHN' Deparument A A A A A A A A A A A A A
ASHURE  Depararent A A A A M A A A A A hi A
Depararent A A A A A A A A A A ) A A
swift Deparrent A A A A A A A A A A A r
acimin Deparment A A A ' - A A j\ A A A A A
SOWMYA  ACCOUNTS % AD_ A T L El E LT 4 A 4 L LT 1T i
CHHISHL. ACCOUMIS Al A EL EL EL k EL A A EL EL EL H L
HOLFAL D.. A LT T EL & EL & A E EL EL EL F
A LT T EL EL LT A A LT L7 L L T
A g e EL EL P A A EL EL EL EL F
A L A El I LT | a EL EL E El EL
A £l El A L A, A 5] y

Status Summary

The Attendance Status Summary report is used to analyse the entire attendance status of all the
employees in that month. It includes Present hours, Absent hours, Holidays, Weekly-off and so on.
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Personngl Device Attendance Access System
1
— Ko Position Sarl Dale  2024-09 Empluyee a
=ah
O bepatment Emnployze 1D Firsl Narres Departnent E A HL HP Wo WJ
[ ACCCUNTS B ADMIN 0oC14 STEVEN 11l 25
[ FROJECT SALES 00CAT JAN-KARLUS  Department 1
[ TECHNICAL 00C4a JUSTIN Department 1
[ BISTRIBUTION 00053 WAYTE Department 7 1
L] WareHOUS= 00C55 ANDRCI Department 16 a
[] MARKETING R — —
00100 artment 25
(UEE) EIHEL 25
13 Jeft 25
7 MR JOHN 25
18 ASHURE 25
222 25
T swift 25
q4cg admin 3 25
o SOWMYA ACCOUNTS & AD., 16 g
it ClIRISTINC ACCCUNTS B AD.. 17 i
00029 NOJRAL ACCOUNTS & AD .. 17 8
000Ce JUNANS PROJECT SALES 16 E
00Ci0 VIMOD PROJECT SALES 18 ¥
00012 JHOMNE PROJECT SALES 18 F
o0czy ANAS YOUSEF  PROJECT SA € 4

OT Summary

The Overtime Summary Report displays the overtime hours worked by the employees.

Personnel Device: Allendance Aless

= [orsemsr ]

Syslem

Starz Date  2024-D5

Employes @

Area Positlon

B4
[ Degartmert Employes D First Na.. Deparfirent 1S 2M 3T 4W 57h 6F 7% 8BS IOM
[0 ARCOUNTS & ADMIN 00001 SOWMYA | ACCO
[0 PROJECT SALES 00003 MOHA...  TECHNICAL
[ TECHMNICAL (00 SNEHA | TECHMICAL
= Holiy | DESTRIBHEON 0000s LONATH.. | WAREHOUSE
"  — 00006 SIMOL...  DISTRBUTIGN
[] MSRKETING g — S
Door Managen GOo0a CHRISTI..  ACCOUNTS & AD..
000049 JUNME  PROICCT SALD
O Loave I 00010 VIAOD PROIECT SALE
0o CHIZALLE | | ECHNICAL
B Repols 00012 HOANE | PROJECT SALES
000132 LALAIME  TECHNICAL
Caleusfate 00014 STEVEN  Department
00020 ALDCUS  DISTRIEUTION
00022 YOLTA DISTRIBUTICN
nnoz3 GERUEY  TFTHNICAI
00027 ANAS .. | PROJECT SALES
00020 SINAM  TOCHNICAL
00029 BETTY K.. TECHNICAL
00020 ANF TECHNICAL
00021 AJLIO D.. | WAREHOUSE

Work Duration
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The Work Duration Report gives the details of attendance status, Clock-in time, Clock-out time and the

total worked hours.

= o]

Eepartment Arsa

8=

O Neparfment

(mES 5 & LDMIN
gv T SalFs

[ |ELHRICAL

[] RISTRIBUTION

[0 WAREHOUSE

[ MARKETING

Work Detail Report

Percsonnel Device

Attendance Access System

Start Date  2024-0% Employes

mpioyee | 1 2
D004 A A
0014
)epartment
JAMN-KA.. | Depdrlment
JUSTIM Department
Department
Department
Department
P

ANCRE Department

AMNORE rrment Cleck In
SNDRE Dopartment Clock Cut
ANMRF Tepartment Ttk VL

Guide
] 4 [ / 3
A L A A A
b P e [ o A
| 0ddd  WEUE UddS Ladly
710
a0
> P £ P A A
B0 ne04 0410
17:10
N9 | 0800 0300 raia

The Work Detail Report displays the attendance details namely Status, Clock-in, Clock-out, Total Work
hours, Early Leave, Late coming, Overtime, and Timetable assigned to each employee.

Personnel Device

[ TECHNICAL
[J DISTRIBUTICN
[J WaREHOUSE
D MARKFTING

Aarag

Leave Management

& Reports

ATT Sheet Summary

Attendance

Acress System

Start Date  2024-02

Cmployee

[mpioyee D Drepariment

(el S Deperiment A
00014

(o014

IR B

aoni4 Late
00014 Early Le ..
GO0 14 Cvertime
coo14 Timctakle ME..
nnn47 Status
(g AN KA. Llock I
0on47 JAR-KA Clock Dut
00047 JAN-KCA Total W .
(o047 JAN-KA... Late
00047 JAN-KA.., arlnenL Early Le..
oonay JAN-EA.. ariment Cwvertime
00p47 JAK-KA.,  Depariment Tim=table
00049 IISTIN Department Stafs
00049 JUSTIN Department Clock Ir
0049 JSTIN Department

vuuay JUSTIN Uepariment

3 4 5 5 7 E
A A A A A A

ME., ME.. ME. MNE:. ME. NE.

The Attendance Sheet Summary report shows the day-wise report of all the employees.
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Perconnel Device Attendance Accoss System -r

1 Ouwde
= | 477 Shest Summary
R — Slart Date  2024-09 Empioyes e
B=d
(] Perartmant N3 Tetel Empaoyees | 2 1 4 & & 7 a 9 0 12
2 50 2 4 2 |9 .23 S

LJ 1etHmLLAL
7] DISTRIBUTION
] WAREHOUSE
] MARKETING

Attendance Status

The purpose of Attendance Status report is to depict the overall attendance status of all the enrolled
employees. It gives a clear picture on the actual worked hours of the employee.

Personne| Device Attendance

Z | Attendance Status

Start Date 2024-01-01

Arcess System

End Date  2024-03-20

Employes Infarmation Attendancs

Attendance Summary

The function of Attendance Summary report is to display the detailed attendance summary of all the
employees of the current month by including the Number of Present days, Number of Absent days, Paid
leaves, Unpaid leaves, Total worked hours, Overtime, Leave Balance and so on.
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Personnel ) : Attendance Access System -r WSyt

Stact Date - 2024-09-D° End Date  2024-0%-26 Emplovee  MARY-ANN 0

Emp Name Present Absent HD wo EL Paic Ly Ungaid Ly 2zid Days LateHrs
Code

5un  Mcn  Tue Wed Thur i Sal | Sum Mon  Tuz  Wed | Thur Fri Sat  Son Mon | Tue Wed Thur FA Sat | Sun Mon

1 2 a A 5 B o B g 10 (& ] 12 13 15 15 15 LI 16 ] 20 21 22 23

Cioek 1 0729 0723 0746 0745 0742 0744 0744 0744 | 0744 0744 C746 | O7.44 0746 0744 DI:28 07.28
Clock Chut 1630 730 1T 17300 TR 1730 1729 1129 | 1728 1730 | 128 1729 T8 15T 17:2%
Wording 330 €23 029 | 9430 Doy GesD. | €300 000 | CO3E 1000 30 028 029 O3 cOOF 92

Hrs
T Hrs
Lake Hrs

Early 0k30 0030 0031 | 0630 (B33 00:30  00:31 0031 0032 CO30 | 00:32 0231 0032 D33 03t
leave Hrs

Timetable WNEW  NEW NEW NEW  NEW  NEW NEW  NEW NEW  NEW  NEW  NEW  NEW  NEW  NEW  NEW  NEW NEW  NEW NEW  NEW  NEW  NEW
HUME IIME  FME IIME | IIME . IIME IME | IME  HIME  HIME LIME UIME  1IME IME IMIE IME | HIME . (IME | DIME LIME | [IME TIME 1IRE

statuc 4 EL EL EL EL I A A EL EL EL EL S & A EL EL EL EL EL & £ =8

Summary Report

The Summary Report displays the consolidated statistics of attendance, leave to and department details of
all the employees.

Personnel Device Attendance

Monthly Reports

Summary Reports

Employee Summary

The employee summary interface displays the attendance summary including attendance, leaves, and
overtime.

.

L Notes: The leaves are calculated based on the leave type.

® Select the department on the left side of the interface by selecting the corresponding checkbox.
The employee summary will be displayed as shown in the below image.
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Personnel Device Atted

= | Employer Summary

o Sl Dale 2024-03-01 Euw Dap  2024-10-26 Empluyes e
Ared Fositon

ndance Access System

Empluyee 1D

Eanily Leave Alsenice  Aclual . Nurdal . Week Ol Holiday .. Leave

123404

AppPIOVAS 2

He 12

.. WAREHOUSE [

® By default, the Start date is the first day of the month and the end date is the current date. You can
also alter the date range as per your requirements.

® You can filter an employee's summary by clicking the employee text box.

© A window will appear as shown in the below image.

Select Employee X
Department Area Positior  Employee Q Selected =
B := & Department Fitter Employe - First Name Last Name Department Employe... First Name Last Name Department
0O Department  « SOWMYA ACCOUNTS)] BB 00001  SOWMYA ACCOUNTS &...
[ ACCOUNTS & ADMIN SNEHA TECHNICAL 00004 SNEHA TECHMNICAL
[J PROJECT SALES JONATHAN WAREHOU! 00005 JONATHAN WAREHCUSE
[ TECHNICAL SIMOUNETTE DISTRIBUTI
[0 DISTRIBUTION CHRISTINE ACCOUNTS
[] WAREHOLESE JUNAIS PROJECT S/
O MARKETING VIMOD PROJECT 5/
CRIZALDE TECHNICAL
IHOANE PROJECT 54
LALAINE TECHNICAL
STEVEN Departmen

20 v Total 48 Records > B o |

Cancel

® Select the employee and click Confirm.

® The attendance summary of the employee will be displayed as shown below.
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Employee Summary

Area Position

Start Date  2024-09-01

=
Employee D First Na
ACCOU OMIN SOWMYA
[] PROIECT SALES SNEHA
[ TECHNICAL JONATH...

[ DISTRIBUTION
[] WAREHOUSE
[ MARKETING

End Date  2024-09-30

Department Late
UNTS & AD... 05:11
MNICAL

WAREHOUSE 0144

AL

Early Leave

Employee  SOWMYA SNEHA 0
Absence  Actual ... Nommal Week Of.. Holiday Leave
0545 5000 14904
50:00 TB:16 12

® You can export an attendance report to xIs, PDF, CSV, or txt file formats. You can edit the PDF

layout here.

Leave Summary

The leave summary displays the total leaves taken by the employees. It includes sick leave, casual leave,
parental leave, annual leave, compassionate leave, and more. The procedure to view the leave summary is

the same as the Employee Summary.

Personnel Device

Area Position

Rie
- o
Shift

Schedule

D PROJECT GALES
[] VECHKIEAL

[] DISTRIBUTICH
] WAREHOUSE
[0 MARKLTING

wtDoor Managemert
Leave Managemernt

B Reports

CAlculate

Department Summary

Attendance

Accese

Start Diate  2024-09-01

Empioyes First Name
00052 BCYKA
222
N | LILICh DELA
{IEAE SIKIL
10033 NOLFA
00041 TAARY-ANN
00042 Y

00043 VINCE
44 RCSEANNE
045 RENIDY
b CONNOR
b LAURLL

i swift

5 jeff
00748 FAHEEM

6 RAY
00348 NAFIH

7 MR 104N
00313 LALAINE

Syctem

End Datz  2024-08-25 Employee

Diepanment
CISTRIBUTION
Department
WAREHOLISE
PHUJEL] SALES
ACCOUNTS & AD_
MARKETING
DISTRIBLTION
TECHMICAL
DISTRIBUTION
PRCIFCT SAIFS
DISTRIBUTION
CISTRIOUTION
Crepartment

Sick Leave Casual Leave iatemity Leave Cam:

Department
TECHMICAL 1
DISTRIELUTION
DISTRIEUTION
Drepartment
TECHNICAL

The Department Summary displays all the data of a department including the number of employees, late
arrivals, leaves, absents, and more(count). The procedure to view the department summary is the same as

the Employee Summary
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Personnel Device Attendance Access

]

o Start Date  2024-09-01 Cnd Date 2024-09-26 o
Arez Positinn

System

ste(limes) Loty Leave(Times)  Absert{Times]  Actual ..

[ Deparcment D=partment lolai Cm... Lale Larly Leave

[ ACCOUNTS & ADMIN 1 0134 16 J0022

[ FROIJECT SALES 0625 A4 2t

[ TECHNICAL 18 I bt

[ DISTRIBUTION 1637 o2 163 10

[ WAREHOUSE . 106 117

[ MARKFTING T = T
08t T F 171108

Yearly Summary

The Yearly Summary displays all the data of the employee including the number of late arrivals, leaves,
absents, and more(count). The procedure to view is the same as the Employee Summary.

Persannel Device Altendance Access

Area Fosition

Systerm

Start Date 2024 Emplayee

B =

Employes I} Month P A KL {2l WO

000a7 2 7 B

00014 1 5 26

ogan4 2 28

noad 3 4 ¥

] MARKETING gl 2 : ‘4

00014 5 ¥

00014 b 3 27

a4 T & 1

00014 8 1 0

00014 a s

anaic 2 Napartment 17 f

00g1E 2 EVA Department T &
2 & B
2 KEVIN 7 &
2 7 i
2 7 i
] "
2 7 fi
2 I T f
[: 1AM K& Diepartment

Special Report
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Attendance Access

Reparts

Monthly Reparts

Continuous Abnormal Report

This report displays the count and details of employee if they are absent for 3 consecutive working days.
Considering below interface, employee “Sneha” is absent for three consecutive working days on 2024-09-
01,2024-09-02,2024-09-03. And then again, she is absent for 3 consecutive working days on 2024-09-04,
2024-09-05, 2024-09-06. The results are separated using bracket Count X [............ ]and the count is
mentioned before the brackets.

Attendance Access

System

End Date  2024-09-28

Stari Cate 2024-09-01

Crpartment Area Fosmon

=&
O Departmont Employes D 2 Departmart Numbr

] ACEDUNTS 8. ADHIN 0001 ACCOUNTS & .. court-1 [ ‘2024-09-09

[ PROIECT SALES 00003

] TECHRICAL 000 -CA, *2024-09-05, '2024-00-D5 2024-09-07)

O CISTRIBUTION
[0 WAREHOUSE
[ MARKETING

D00 ] FROGECT SALES
017 CRIZALCE TECHNICAL
uooi4 STIMIN Deperimert

(i [ivnd VOLTA DHETRIBLTION

1311'2024-05-04', 2024-09-05",
M2]["2024-00-C4", I124-00-1

2024-09-05'TT2024-09-07

Ul ARVEY IELENILAL 021N || AU23-00-04, L2405, A4

00028 SHYAM TECHNICAL 2024-08-23]

00029 BETTY KOSHY TECEMICAL o 5, 2024-09-167

00032 JANE TECHMICAL 9-01" 24-0 "H24-05-03"2024- | 202409 09-06'I"2024-£2-07'
00034 MOEIN TECHNICAL 1 08-23, 2024-09-24", 0-257]

00038 SIRIL 0

A7 Wy

OIS BEMIO

0 AT !

] SHIRE L [

00051 NIEITA PROJECT SALES | '2024-(9-237

00052 BOYEA DISTRIBUTION 05, ‘2024 Ir2024-0-07"
00052 WAYNE Departmart

Temperature Detection and Mask Detection Report
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.
Personmel Device Attendance Access System W Suhscription Welcome

Monthly Reports

(B

Body Temperature Report

The Body Temperature report elaborates the Temperature details of an employee when entering into the
company and going out from the company i.e. IN and OUT Temperature. When the temperature is
abnormal, a warning status will be displayed as shown below:

Personnel Device Attendance Access System

Rney Tempersture Report

Start Dawe | 2024-07-01 end Date  2024-09-0 Empleyee  SNEHAZHRISTIN

[repartmint Area Pasitlon

|- E=r Y

[ Department Employes I = First Name Deparmment Date = Masked Faze N Temp. QLT Terp
[ SCCOUNTS B ADMIN e CHEJSTINE
[ EaR i e 00308 CHRISTINE
[ FRChNLCAL A0V CHRISTING
H mf:;g;:j‘ i0E CHRISTINE
O mamETE Q000 CIRISTINC
00308 CHRISTIMNE
(0308 C E
008
0208
Reparts 00208
00308
(0008 C 2
(MR CHRISTIMNF
CHEE:TINE
CHRISTINE
CHRISTINE
CHRISTINE
CHRISTINE C
CHRISTINE ACCOUNTS % AD... | 19-07-202

Face Mask Report

The Face Mask Report clearly displays whether the employee had worn the mask or not. If the mask was
not worn by the employee, then it will be indicated on the software as shown below:
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Personnel Deevice Attendance Access System

= Fare Mask Report I

Siart Date 2024-08-0 End Dane | 2024-08-27 mplaye e
O " Afza Pasition an Date. 2024-08-01 Friol Date 2024-08-27 Emplayes

Masked Face

Employee |D Flrst Madne
00032
00032
W52

) mepartmest

Repnrts

Verification Photo Report

The Verification Photo Report displays the photo of the employee which was captured during verification.

Personnel Device Attendance Access System

vaz L
- v Gtart Date 2024 00 D1 End Cate 2024 (9 27 Employce
Depariment Ares Fositon
=
] Department Employec il First Mame  Department Cate IN Temp GUT Temp Verification Phete
T] ACCOUNTS & ADMIN 00052 BOYKA  DISTRIBUTION 01 03 2024
] PROJECT SALES NOne2 ROVKA  DISTRIRUTION 07-19-7074
7] TECHNICAL D BUYKA LISIHIBU UM 03-04-2024
LU IRIBUTION 000S2 BOYKA  DISTRIBUTION
QR 00052 BOVKA  DISTRIBUTION
#& OutDoor Management ] MARKETNG 00052 QYKA  DISTRIBUTION
00052 BOYKA  DISTRIBUTION
B leave Mar w\geEment 0052 BOYKA DISTRIBUTION
00052 BOYKA  DISTRIBUTION
B Reoorts 00052 BOYKA  DISTRIBUTION
00052 DOYKA  DISTRIDUTION
Calculate 00052 BOYKA DISTRIBUTION
Reports UOUsZ BUYKA  DISIRIBU ION
00052 BOYKA  DISTRIBUTION
%5 Configurations 00052 BOYKA  DISTRIBUTION
00052 BOYKA  DISTRIBUTION
00052 BOYKA  DISTRIBUTION
00052 BOYKA  DISTRIBUTION
nansz ROYKA  DISTRIRITION
n005& BOYKS DISTRIBUTION  20-05-2074

Total Temperature Detection Report

The Total Temperature Detection Report displays all the temperature details of the employee which were
recorded during each verification.
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Personnel Device Atlendance Access Systemn

= lotal Temp Detection Report 1

Start Cate  2024-09-01 End rate  2024-08-2 ) Employes

Tl Arca Fusilion
=
[J Department Empioyee 1L Hirst Mame Lepartment Uate = MO.OF P BDdy [emperature
D ALLCOUNIS 8 ADMIN aooo SCNYA . 2-09-2024 1L
[ PROJECT SALES ooeo1 SCAIYR . 03-09-2024 a
[0 TECHMICAL 00001 SCRUNIVA, % .. 04-00-2024 12
[ DISTRIBUTION 00001 SOWMYA ACCOUNTS & .. 05-00-2024 1
g ":::r:”lLfE 00001 sovnr ACCOUNTS & .. 05:09.2024 7
OutDoor Managemer 00001 SOWMYN ACCOUNTS & ,. | 10-08-2024 12
0001 SOWMYA ACCOUNTS & | 11-08-2024 12

Leave Management 00001 SCHRAMNVIYE ACCOUNTS & .

00001 SOWMYA ACCOUNTS & .. 15

§ Reports 00001 SONMYA g
oo SOWMYA I ; 09-20): du

LTt 00001 SOWMYA ACCOUNTS & .. 18-05-2D24 3
epi 00001 SO YA ACCOUNTS & .. | 19-09-2024 10
3 000a1 SOWAIYA ACCOUNTS & .. 20-09-2024 8

8y Configurations 00001 SOWMYA ACCOUNTS & .. 23-09-2024 1
00001 SOWMA ACCOUNTS & .. 21-05-2D24 10
000c1 SOWNYA ACCOUNTS & .. 25-09-2024 15

nono| SCVVIYA ACCOUNTS & ... 2T-09-2024 1

00005 JONATIIAN VBT OUSE 15-09-2024 1

NONOS IOMATHAN VIBREHOLISE 17-09-2024 2

Department-wise Report

The Department-wise Report is used to analyse the temperature and mask details of all the employees ina
department. You can get the details of normal temperature, abnormal temperature, masked faces and
unmasked faces. An example is shown below:

Persnnnel P Attendance Access

System

Erd Date  2024-[4-27

Employee

BE &
B Total Emip Total Normal Temy Tatal Abpormal Tesp Total Masked Face Total UnMesked Face
12 2 o b
Appiualy 3 " 3
12 2 ] 2
() MARKETING % : 2 =
2 a ]
12 2 5 s
2 2 i a
12 2 3 H
2 3 2
2 3 2
.
2 2
b
2 2

Unregistered User Report

The Unregistered user report is used to analyse the temperature and mask details of all the employeesin a
department. You can get the details of Punch time, user photo, masked faces and unmasked faces. An
example is shown below:
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Persannel Device Allendance Access Syslem I

Urnegbster e Usess Respun

Ctart Cate  2024:00-01 Snd Date  Z024-00-27

Punch Time Mask Flag Ternoerature User Photo

Accurate Logs

Log

Log collects and displays all the data-based operations/events/actions of a system. It helps you to track all
the interactions through which the data, files or applications are stored, accessed, or modified. The log
record consists of the following fields:

nel Device Attendance Access System

pi b et
Athcnicaton B Gockmarkse  Fliters

Log
User P Addie.. Aclion Time Aciiun Actlivn Celegoy Stdlus  Desuipidon
b : laigine@ekie. . 519520 2024-09-26 154715 Login Liser Sucress
2 Intcgrotion -, L el 3
laigine@zkte... 5.195.20..  2034-09-36 12 Logout User SUccons
AT T Ao la'gine@zkte... 5.195.20.. 2024-09-2610 Delete Training Success  Training = Training ohiec
= 5.19520._ | 2024-09-26 10:13: Add Traning Success Traklng = [0
lagine@zkte.. L9020, 2024-08-26 1001 144 Add Training lai Lmployee=|],5tart Time=2024-
lalaine@zkte.. 5189520 2024-048-26 1001328 Add Traning Type Success  Training Name=Technical Repo)
lagine@zkte.,. 5719520, 20£4-08-20 101005272 Deete Uvertime Success  (vertinre = Uvertime object

5.195.20._ 2024-09-20 10:04:52 | Resicnation Employee Success | Employee — [224a6f22-c25b-1

C9E2],.. 2044-04-26 10 Uploac User Data from device Device Success  Terminal = ['19€D')
laigine@zkte.. 5.195.20.. 2024-09-2610:03:29 Change Emolovee Success  Passwordipbkdf2 sha256$3500
laalne@zkte.. 519520, 2024-09-26 10:02:44 | Feslgnation Employee Success Employee = [Te2G20ac-Thib- 1
lalgine@zkte.. 519520, 2024 09 26 10:00:10 | Login User SuUccess
laipine@zkte. . 19620 2024-09-26 (9:54:070 | A Cheeriime Sueress | (wertirre =[]

5195.20.. | 2024-09-26 09:33:53 | Add Fai Employee=[1.5tart Time=2024-
laigine@zkre.. 5.195.20.. | 2024-09-2609:32:46 | Add Tai Cmployee=[],5tart Time=2024-
lalzine@zkte.. L1090 230 20240026 00:53:12  Add Fai Employee=|] Start Time=2024
lagine@zkte.. 5.195.20.. 2024-09-2609:28:17 Delete Leave Success | Leave = Leave cbiect
lagined@ekle.. 519520 2024-09-20 082418 Delele Geo-Tence O Deparlinent | Success  Gpslurdepdiient = GPSFo Oy
lazine@zkte.. L19E20.. 2054-00-26 08:22:11 | Add Geo-Tence Of Department | Succecs  Gpsfordepartment — []
laigine@zkte... 5.195.20.. 2024-09-26 08:18:43  togin Lser Success

User: The user type of action.

IP Address: The IP address of the user's system.

Action Time: The actual time of the execution of the action.

Action: The action performed by the user.

Action Category: The content type of the action (The module in which the action is performed).

Status: The status of the action. It can be successful/Failure.
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Description: The short statement of the outcome of the action.

Employee Schedule

Schedule View

Schedule View shows a concise view of the schedules allocated to different employees.

® Select a Department to view the details of the schedule assigned to the employee for the
day/week/month.

Access

Persomnel evice Attendance System

2024-)8-01

frea  Position Employse a

Start Date Erd Date | 2024-09-30

B=4
k Day Break Tima., L= Day OtfiDa.. Week OR{DL.. HolikdsyiDa..,
200 <] 1 g a o
] 100 i b1t 0 0
30 300 4] i2 5 a o
H) 100 7 0 (o]
WasE =
P N 0 100 [ a i
ap0i0 ViMoo 30 300 7 a o
D1 CIZAL0 ] 0 il ] V]
opn12 i a0 100 ¥ 0 o
oy 20 el ! u o
opnis STEVWEN 30 00 25 a e}
e o020 ALDOLS i) a0 7 a o
oon22 VOLTA DISTRI 0 1 ) 25 a (v}
Leave Management 00023 GARVEY | TECHNICAL a0 00 a 25 a o
0028 SHYAM TECHMICAL 20 200 g a o
 Roports 0oy RETIVE FrHNICA 10 i) & il 1
00030 L g ¥ 25 o o
00331 an Fi a 0
0032 an 0 2 o u}
0034 10 i 11 a i)

17 Employee Self-Service Features

The Employee Login provides an intuitive approach to the employees to manage the attendance details.

Homepage

The homepage of the Employee's login appears as shown in the image below:
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cave Ersectve from 20240101 ncrement Cate
Leave Allotment Type : Total Leave
Leaves Allowsd Perlaonth Leave Applied

Cary Forward Limit Leave Balarce

Where to view my schedule for On-Duty

You can view your schedule for visiting the client places by performing the following steps.
® Select Outdoor Management under Attendance module.
¢ (lick My Schedule
® The Schedule will be displayed as shown below:

Attendance

End Eidle 2024-0r3-26

2 Name Start Date End [ate Nap Vigw I et view

2024184 202a-Uy-10 9 B

The columns are described as follows:

Schedule Name: Displays the name of the schedule which is assigned to the employee.
Start Date: Displays the starting date of the assigned schedule.

End Date: Displays the ending date of the assigned schedule.

Map View: Displays the geographical location of the client place.
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Attendance

Start Date | 2024-00-01 Enc Date  2024-09-25 e
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T ; )'
Map Satellite Ras Al-Khaimah < v
sl Gl |
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e ‘L_- _
e = e :J:‘,|
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Dubai | e fi
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il B ] Foi
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Eal as —4 e
Muroguah ur| \ Bihta J |
i \ s
o |' ezt |
Text View: Displays the details of schedule in text format.
Attendance
dule
Start Date 20240901 End Date 2024-05-36 °
Text View x
Schedule Name: Start Date EView
IMeeting #024-09-01 = | B

In Kenolis MHI

Out

How to send my time-off requests

Requests

The request functionality includes Leave request, Overtime request, Manual log request, and Training
request. The employee can raise these requests and they will be approved by the corresponding approver.

Leave Request
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The leave request page appears as shown below:

Attendance

Approval State

Leave Cifecthee Tram = nererent Date :

| e Allntment Type ek Tevtal | eane 44
Leaves Allowed PerManth : 30 Leave Appliad :
Carny Hooviand Limt: ) —€aye Balance :

40 Tasual leave =00 Maternity Leave: 1.0 Compassiorate Leaie ! 0.0 Anrual Legue + 300 Dusiness Trip : OC

0 Casual beave: 0.0 Maternity Leave | 008 Compassionate Leave 0.0 Annuasl Leave: 000 Dusinezs Trip ; O.C

Fage  Approval Remark

Leave Details
The Leave details display the following details:

Start Date: It displays the starting date of leave calculation
End Date: It displays the ending date of the leave calculation
Leave Type: It displays the type of leave allocation to the employee. It can be Yearly/Monthly

Leaves allowed per month: It displays the allowed number of leaves that the employee can take in a
month.
Carry Forward Limit: It displays the number of leaves that an employee can carry-forward to next

month/year.

Total Leave: It displays the total number of leaves allotted to the employee.
Leave Applied: It displays the number of leaves already taken by the employee.
Leave Balance: It displays the remaining number of leaves of the employee.

Search Options

You can search the leaves as shown in the image below:

= Imgleyee 1T T 5T Nakie A Dete [nd Deie [ o —
Agprovel e —---— a &
#oos

Emphipes T Sie Nate Last Name Apaly Trree = & oty Raason Catepary Start Time End Tre Lot Approver Curment Syt

Employee ID, First Name: Displays the Employee ID, Name of the employee who applied for leave.

Start Date: Select the start date of applied leave.
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End Date: Select the end date of applied leave.
Category: Select the leave category.
Aproval State: Select the the approval status of the leave.

Click Search to view the filtered leaves.

Request a leave

An employee can request leave through the employee portal.
Perform the following steps to request a leave:
Click Add. A pop-up appears as shown in the image below:

a 4] 11 12 13 14 Second Half

Personal leave 100

Monthly SickLoavs ||
Perscnal lesv=:00

15 16 17 18 19 20 21 Leave Type®  Faid Leaws

Lancel

Date: Select the date(s) of the leave.

Day Type: Select the day type for the leave. It can be Half-a-day or Full-day or Second half.
Category: Select the leave category. The leaves are predefined by the Admin in Leave Management.
Payment Type: Select the payment type for the leave. It can be paid leave or unpaid leave.

Reason: Enter the reason for applying leave.

Click Confirm after entering the details.

Where to view my assigned holidays

Holiday List

Holiday list displays the list of holidays assigned to the employee. Enter the Start Date and End Date of the
holiday and click button. The holiday list will be displayed as shown below:

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Attendance

* o = [EEeE]

Start Date  2034-08-01 Ent Date 2024-09-27 [q]

Holiday List for this year

MName Locatian Srart Date DurationiDay) Workira On Holiday

Dukal oeation 20240023 1 Caiculete as Holiday 07

The columns are described as follows:

Name: Name of the employee. Location: Location of the employee.
Start Date: Starting date of the Holiday.

Duration (Day): Number of days of leave for the holiday.

Working on Holiday: If an employee works on holiday then it should be counted as a specific type of
work (like Holiday OT or Normal work).

How to change my assigned schedule

An employee can request to change the schedule assigned to him through our Mobile App. When an
employee submits a request to change the shift through Mobile App, the Administrator can approve the
request through the Web application or Mobile App. The columns are described as shown below:

Start Date

Aporova

Employce (D First Mame Lost Mame Date Previous Tinrctabic Timctabic Apply Trne Last Approver Current Stote

Employee ID, First Name, Last Name, Department, Position: Displays the Employee ID, Name,
Department, and Position of the employee who applied for schedule adjustment.

Date: Displays the date for which the employee requests for schedule adjustment.

Previous Time table: Displays the previous schedule assigned to the employee.

Time table: Displays the schedule assigned to the employee

Apply Time: Displays the time at which the training is requested.

Approval Status: Displays the status of approval of the training.

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

Approval Time: Displays the time of approval.
Last Approver: Displays the name of the approver.

Current Status: Displays the current status of the training

Approve/Reject a Schedule Adjustment
To Approve/Reject a schedule adjustment, perform the following steps:

Select the Schedule Adjustment request and click Approve/Reject.
On the appearing pop-up, select the state as Approved/Rejected.
Enter the remarks of approval. Click Confirm.

Delete a Schedule Adjustment
Perform the following steps to delete a schedule adjustment:

Select the Schedule Adjustment request and click Delete or click edit icon of the corresponding
schedule adjustment.

Click Delete if you are sure to delete the schedule adjustment.

Revoke a Schedule Adjustment

To revoke a schedule adjustment, perform the following steps:

Select the schedule adjustment request to be revoked and click Revoke.
Enter the revoke reason and click Confirm.

How to send overtime and training requests

Overtime Request

You can request for overtime through Employee login if you have worked additional hours apart from
predefined hours.

Attendance

Emplcyee ID First Name Start Date  2024-08-27 End Date  2074-05-27 Overtime T

Approvel State  Fending qa .

Employee D Frst Name Lzst hame  Apply Time Cvertme Type Seart Time End Time Last Aporover Clrrent State Approval Swate

The columns are described as follows:
Employee ID, First Name, Last Name: Displays the Employee ID and Name of the applied Employee.
Overtime Type: Displays the type of applied overtime.
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Start Time: Displays the start date and time of the overtime.

End Time: Displays the end date and time of the overtime.

Approval Status: Displays the status of approval of the applied overtime. It can be approved /rejected
/pending.

Perform the following steps to add an overtime request: Click Add. A pop-up appears as shown in the

image below:

Attendance

Overtims fype -——- - - Approwal State —e—-ceeee

& First Mame LastName Overtinte Type Start Tme End Time Apply Ressan Aporoval |
Mone
Add x
Start Time
Enct Time

Cveriime . MNommal OT
Type

Reason

Start Time: Select the start date and time for overtime.

Cancel

End Time: Select the end date and time for overtime.
Overtime Type: Select the overtime type.
Reason: Enter the reason for applying.

Click Confirm after entering the details.

Training Request

If you need training in any prescribed specialization within your company, you can request through the
Employee Login.

BioTime Attendance

@ Renquest Approval State -

a3t Mame Treinkrg Type Start Tima End Time Apoly Reason

2024 0027 10:00:00 2024 0027 13:00:00 Biotime
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The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the employee.

Training Type: Displays the requested training type by the employee.

Start Time: Displays the starting time of the training.

End Time: Displays the ending time of the training.

Last Approval: Displays the approval status of the requested training as last approval.

Current State: Displays the approval status of the requested training as current state

Approval State: Displays the approval status of the requested training as Approved/Rejected/Pending.

Perform the following steps to add a training request: Click Add. A pop-up appears as shown in the image
below:

Attendance

f5: Namic Last Mame Training Type Start Time & Fid Time Apply Reason

Norg
Add ®

Start 1ime~
End Time=
Traiting Type™  Soltware Training

Feason

Add the desired details

ancel

Start Time: Select the starting time of training.

End Time: Select the ending time of training.

Training Type: Select the training type from the drop-down list.
Reason: Enter the reason for training request.

Click Confirm after entering the details.

Where does my attendance report appear?

Report
The following reports can be generated through Employee login.

Search Options
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For all the reports, you can enter the start date and end date to view the reports in that particular date
range.

Enic Dawe  2024-39-27

Leave Effective Fram nzrement Date Total Leawe Leaves Allowed PerlMon.. Carry Forward Limit Leave L}

Leave Detail Report

The Leave Detail Report displays the leave schedule assigned to the employee.

Allendance
Leave Delai Repu ‘[

Start Date 2024-00-01 Enc Date  2024-09-27 m

First Name Leave Allotment Type Leave Cffective lrom Inzrement Date Total Leave Leaves Allowed Perlom..

MARY-ANN Yearly 2024-01-01 2025-01-01 44

The columns are described as follows:

First Name: Name of the employee.

Leave Type: Assigned type of leave to the employee.

Start Date: Starting date of the leave schedule from where the report is to be generated.

End Date: Ending date of the leave schedule from where the report is to be generated.

Total Leave: Total leave allotted to the employee.

Leaves allowed per month: Displays the total number of leaves that an employee can take in a month.
Carry-Forward Limit: Displays the total number of leaves an employee can carry-forward to next month
or year.

Leave Consumed: Displays the total number of leaves taken by the employee.
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Leave Balance: Displays the remaining leaves of the employee.

Transaction Report

The Transaction Report displays all the transactions of the employee with a given time period.

Attendance

Tranzaction Fepor.

StertDate 2022-09-01 End Date 2024-09-27 o a

Emplayee D First Mame Desartment Time Punch Siage Work Code  Diata Sources
[LRIE] IWIARY-AMNMN MARKETING o9 Check In Dewce
WA -AMNN TING 17:28 Check In Drevice
MARY-ENMN TIN 1700 Check In Device
MARY-ANN TING 14:15 Check In Device
WARY-ANMN MARKETING 1257 Cheek i Device
NARY-ANN MARKETING 10:41 Chack In Device
MARY-ANMN MARKETING 0557 Check In €
IARY-£ANN MARKETING 0B:57 Check In 3
MARY AMM MARKETING o7 Cheek In 3
MARY-ANN MARKFTING 17:29 Cherk In E
WIAHY-AMMN 1728 Check In EVice
IMARY-LANN 1726 Check In g
MARY-LNN 17:28 Cheek [n Disvice
IIARY - ANN 728 Check In Device
MARKETING 1642 Chek [ Drevice
MARKETING 14:34 Check In €
Time Card MARKETING 1274 Chack In Device
MARY-AMNMN MARKETING 0.3 Cheek In Dewvice
IARY-AMN MARKLTING o O0:40 Check In Drevice
NIARY-AMMN MARKETING Position 07:32 Check In Device

The columns are described as follows:

Employee ID: Displays the ID of the employee.

First Name: Name of the employee.

Department: Displays the department of the employee.

Date: Displays the date to the corresponding transaction.

Time: Displays the time to the corresponding transaction.

Punch State: Displays the punch state of the transaction.

Work Code: Enter the Work code of the Employee.

Data Sources: Displays the name of the device from which the data is obtained.

Scheduled Log

The Scheduled Log Report displays the report of actual punch state made by the employee and the correct
punch state.
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Attendance

E | scheduled Log
Start Jate 2N74-03-01 Frd Date  20174-08-37 @ t

Empleyee 1D First lhame Last Nama Dooariment  Work Code  Date Wieekday < Time Punch State Comrect State

& Approwal

&) Holiday 60011 MARY-ANN MARKETING 02-00-2024 07:23 Check In Check |
= 0041 WMEARY-ANN MARKETING N2-00-2024 1730 Check Check Out
soe BB EAAL D 0041 MARY-ANN MARCETING 03-09-20 0743 Check In
00041 MARY-ANN MARKTTING 17:30 Check Out
€ Report 00041 JMARY-ANN MARKETING 07-45 Check I
(LR MARY-ANMN NARLE | IMNG 1529 {heck Out
00041 MARY-ANN MARKETING 0745 Cheek |1
00047 MARY-ANM MARKETING 17:30 Check Qut
00041 IMARY-ANN MARKETING 0742 Check In Check I
0o IWARY-ANMN MARKETING T2 Check In Check Our
00041 MARY ANN MARKETING 07:44 Cheek In Check I
04 RARY-ANMN MARLFTING 1730 Cheek In {Theck O
LOU4 VIARY-ANN MARKETING 07:4% Check In Check In
00041 MARY-ANN MARKLTING 17:29 Check In Check Out
0004 MARY-ANM MARZETING 0743 Check In Check In
0041 MARY-ANMN MARKETING 17:29 Check In Check Out
00041 MARY-ANN MARKETING 0744 Chek In Chieck b1
00011 MARY-ANN MARKETING 17:23 CheckIn CTheck Out
GO0 WMARY-ANN MARCETING 0744 CheckIn Check In
00041 MARY-ANN MARKETING Monday 07:d5 Checkin Cneck n

The columns are described as follows:

Employee ID: Displays the ID of the employee.

First Name, Last Name: Displays the name of the employee.

Gender: Displays the gender of the employee.

Department: Displays the department of the employee.

Work Code: Displays the work code for the employee for different roles, he/she performs in the company.
Date: Displays the date to the corresponding log.

Weekday: Displays the corresponding day.

Time: Displays the Time and Date of the schedule.

Punch State: Displays the actual punch state of the employee.

Correct State: Displays the correct punch state.

Total Time Card

The Total Time Card displays the entire attendance and time details of the employee.
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Attendance

=ndd Date 2028-r3-27 o

Faceptinn Timatahle  Mhearion Check in Check ot Doty Duratioe. Work Day - Clock In Clocke Dt Tokal Time
¥ NFW-TIMF 1800 10e0n 111
N MARKETING NEW-T1) 1800 1600 15 0774 | 1
MA L NOW-TIC 18:00 10:00 1.0 07:43 T
NEW-TIME 100 10:00 12 OTdE 72
MNEW-TIV 1600 10:00 10 0745 ]
NEW-TIME 16:00 10 0742 17:27 (-7
MNEW-TIME 1800 ]
MNEW-TIM 1800 1.
NEW-TIME 1&:00 10 0744 T 05
NEW T 1£:00 1.0 0744 2
MEW-TINE (e 110 11744
NEW-11ME {E-RiE] 1 Ui44 2l
NEW-TIM 16:00 10 0744 o0
NEW-TIME TEOD 10
NEW-TIME 1800 12
NEW-TI 1800 10 G746 1 054
MEW-TIM 0L 14 07
NEW-TI: 1600 10 074G T
NEW-TI I & 1.0 17244
MEW-TIME 10:00 16:00 10 07:20 7 it

Employee Summary
The Employee Summary displays exceptions, leaves, worked hours and OT hours worked by the employee.

Attendance

1

Employee Summary,

start Late  dU24-08-(1 bnd Date 2024-04-2¢ e
& Approval

Fmpinipes Y Hirst Na lask N7 Nirk Ma Genpr Depari Tepartrent Prstion Postinn Late Farly 1 ave Absenee  Artial N

Foliday At MARY-A T MARKFTING | Prsion na-pa A0 1AnIA

Employee ID, First Name: Displays the Name of the employee.
Department: Displays the Department of the employee.

Late: Displays the late minutes.

Early Leave: Displays the early leave minutes.

Absence: Displays the absence minutes.

Actual Work: Displays the actual worked minutes.

Normal OT: Displays the Normal OT hours worked by the employee.
Week off OT: Displays the Weekend OT hours worked by the employee.
Holiday OT: Displays the Holiday OT hours worked by the employee.
Leave: Displays the total Leave hours of the employee.

Sick Leave: Displays the total sick Leave hours of the employee.
Casual Leave: Displays the total casual leave hours of the employee.
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Maternity Leave: Displays the total maternity leave hours of the employee.

Multiple Transaction

The Multiple Transaction report displays the details of various transactions made by the employee.

Attendance

End Dete 2024-09-27

Employee 10 £ | First Name Last Nam: Mice Ne.. Gender Depa. Departmen Positi... Posilion Date Timetatle Summary Time  Clock In

Employee ID, First Name: Displays the Employee ID and First Name of the employee.
Department: Displays the Department of the employee.

Date: Displays the date in which the transaction is made.

Summary Time: Total leave allotted to the employee.

Clock In: Displays the actual clock-in time of the employee.

Clock Out: Displays the actual clock-out time of the employee.

Total Time: Displays the total worked time.

Break Time

The Break Time displays the outline of break time, break in-time, break out-time and the total break time
utilized by the employee.

Attendance

Start Date  2024-05-01 End Cate  2C24-09-27

tmployes I Hirst Name Last Mame Mick Mame Gender Lispa.. Department Posifi-.  Postion Late fepstable  Summary 1. Break Uut
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Employee ID, First Name: Displays the Employee ID and First Name of the employee.
Department: Displays the Department of the employee.

Date: Displays the Date of break-time report.

Summary Time: Displays the summary time of the allotted break.

Break Out: Displays the time at which the employee went out for break.

Break In: Displays the time at which the employee returns after break.

Total Time: Displays the total break time.

Time Table: Displays the total table.

Department: Displays the Department of the employee.

Time Card

The Time Card displays the report for number of attendance punch made by the employee

Attendance

zrd Date

2024-00-37

et 1D Flist Name  Depariment  Ddle Mu, of Punchis?  Time:
(-ANN | MARKETING  02-09-202, 07
M AREETING
NN MARKETING  (
MARKETING [
MMARKETING 06 C9 202
TAARKFTING |
MARKETING |
MARKETING 11-05-202

ETING 1

7

L ATi20:10 17:29:11,

EXAT, IT2%24 1729325, o

~ e m R

5, TURSa 2, 1854:4Y, = 1R I o B W o R R
CH1<:12, 11.39.05

6 1145:20 1

47 172848 17:20:3

28138, 1T 25:40 17:26:50, 1
d A
[AARKETING
N MARKEIING S

i MARKETING 25-C
ARKETING  26- 0
MARKETING 27-09-2024 1 0729:12

Employee ID, First Name: Displays the Employee ID and First Name.

Department: Displays the Department of the employee.

Date: Displays the date of report generation.

No. of Punch(s): Displays the number of attendance punches made by the employee on the particular
day.

Time: Displays the time of attendance punch.

What to do if | have forgotten to punch attendance?

Manual Log Request

If you have forgotten to do attendance punch for check-in, check-out, break-in, break-out, you can request
for a manual log.

Page | Copyright ©2024 ZKTECO CO., LTD. All rights reserved.



BioTime Cloud Admin Help User Manual

BioT Attendance

Marual Log

SIaTE Date BUNCH STTE  —-nmmemee

Employee Ik First Mame Last Name unch Time Pundh State Work Cooe Apply Beason Approval Remack

The columns are described as follows:

Employee ID, First Name, Last Name: Displays the Employee ID and Name of the employee.

Punch Time: Displays the date and time of the requested manual log.

Punch State: Displays the punch state of the requested manual log.

Work Code: Displays the Work Code of the employee if applicable.

Reason: Displays the reason for applying the manual log.

Approval State: Displays the approval state of the manual log as Approved/Rejected/Pending.
Apply Reason: Displays the apply reason state of the manual log.

Perform the following steps to add a manual log: Click Add. A pop-up appears as shown in the image
below:

Attendance

Manual | na

Work Code

First Narie

HNone=
Add »

Punch Time*
Punch State™  Check In
Work Code

Apply Reason

Add the desired details

Cancel

Punch Time: Select the Date and Time for the manual log.
Punch State: Select the attendance punch state.

Work Code: Enter the work code if applicable.

Reason: Enter the reason for applying the manual log.
Click Confirm after entering the details.
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ZKTeco Middle East
Office 502 & 503, Building 01,
Business Bay, Dubai,
United Arab Emirates
Tel. No.: +971 4 392 7649
E-mail: biotimecloud@zkteco.com

www.biotimecloud.me



