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Change Log

Version Change Info: V1.0
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English

Thank you for choosing our product. Please read the instructions carefully
before operation. Follow these instructions to ensure that the product is
functioning properly. The images shown in this manual are for illustrative
purposes only.

For further details, please visit our Company's website
www.zkteco.com.
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ZKTime.Net Change Log

1 Menu Adjustment

The [Transaction] and [Calculate] menus have been transferred from Report Module to Attendance
Module.

Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Monthly schedule

From |[EV07/2021 - To | 04/02/2021 - £ search [~ Import 4 Export
Emp ID Name Punch Time Work Code Attendan... Device Record So...
(=] I'E Busine: 1 Allen.Li 03/25/2021 09:00 Check In MNormal
. 2 Alen.Li 1 Allen.Li 03/25/2021 18:00 Check Out Normal
£+ #2 Development 2 Liu 03/25/2021 09:00 Check In MNormal
2 Ly 2 Liu 03/25/2021 18:00 Check Out Normal
: 2 Ken
@ E e Login User:admin

From the Payroll Module to the Report Module, the [Payroll Report] menu was moved.

Employee Report Attendance Report Payrol Report

Custom Report

Template Type |Usar Defined ~ Data Source Pay Formulas ~

Title Type +
» | Formula Report Embedded &
7]
[+]
Group | emekly o] Perrerica [z o [amr = Employee @
Formula Report Pay Report
@ IE “ Login User:admin
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2 System Module

2.1 Duration Format

Users can set the Duration Format as required in [System] > [Config] > [Basic Setting] by following

the steps. The Report Module is formatted in this way.

Time System A EHOISImIS
x >& D L1 7 = R

Config Ermail Settings Role User Operation Log Database Delete Logs

Basic Settings =~ Push Settings = Calculation Task
Get Transaction Settings

7 Delete Device transaction after download

Date And Time Format

Date Format Time Format Duration Format
MM/ ddfyyyy - HH:zmm - HH:mm -

Software Function

" Enable Access Module " Enable Email Alert l}
~" Enable Short Message ~" Enable USB Drive
7 Enable Work Code s~ Enable to Download Attendance Photo

' Enable Payroll

Calendar Type

® Gregorian Calendar Tranian Calendar Isiamic Calendar
= E & Login Userzadmin

2.2 Delete Logs

Users can clean up historical old data of specified date, such as operation log, attendance records,
attendance photos, attendance calculation result and payroll records that will reduce the size of the

database to improve the running speed.

Time System ST ooO®

Config Email Settings Role User Operation Log Database Delete Logs
Select data before 03/11/FFE - 5l Search T Delete
~ Operation Logs 1039 / 1045
~" Attendance Records 185940 / 185940
" Attendance Photos o/o
~ Attendance Calculations 20034 [ 94764
" Payroll Records 2/10
= = Login Userzadrmin
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3 Attendance Module

3.1  Break Time Detail

Users can view the detail information of break time after making calculation, shown in the following

figure.

Attendance
P = prer
B (e J < =l
Stats Timetable Shife Schedule Termporary Schedule Exception Assign Transaction Monthly schedule
Q From  02/01/2021 - To  03/01/2021 - B calculate ) view Result = Modify Record (3 Export
=[] (7] Company ~ Emp 1D Name Date Timetable Clock-In Clock-out Summary Minu....
=-[m] #ff Department =1 Kamal b.Mat S... 02/01/2021 OFFICE-SUN-WE...  08.00 18.00 ~  Reaquired Work s10
2 Kamal b.Mat sal Break start time Break end time Break duration Rounded break time Actual Work 540
-] 2 Abd Azi bin sal 12.00 13.00 1700 P 1:00 FEIE WOEiE S5
0 2 mMd Eshak b Kha 1 Kamal b.Mat S... 02/02/2021 OFFICE-SUN-WE... oo 0
O 2 Zukifli b Yusof 1 Kamal b.Mat S... 02/03/2021 OFFICE-SUN-WE. Early-Out o
1 2 Sharil b Masuri 1 Kamal b.Mat S... 02/04/2021 OFFICE-SUN-WE. Absent o
=26 1 Kamal b.Mat S... 02/05/2021 OFFICE-SUN-WE... O o
{1 2 Khoo Cheng Ma 1 Kamal b.Mat S... 02/06/2021 g:; 2
1 2 3.Sharmia a/p v 1 Kamal b.Mat S... 02/07/2021 == =
] 2 Aziina bt Abd A 1 Kamal b.Mat S... 02/08/2021 OFFICE-SUN-WE... I
1 2 Zulkifi b Moharr 1 Kamal b.Mat S... 02/09/2021 OFFICE-SUN-WE.
) £, S e A 1 Kamal b.Mat S... 02/10/2021 OFFICE-SUN-WE.
0 2 nurul Afigah bt 1 Kamal b.Mat S... 02/11/2021 OFFICE-SUN-WE. »
T —— 1 Kamal b.Mat S... 02/12/2021 OFFICE-SUN-WE...
= e ———— 1 Kamal b.Mat S... 02/13/2021
[ £ e v 1 Kamal b.Mat S... 02/14/2021
1 Kamal b.Mat S... 02/15/2021 OFFICE-SUN-WE...
R 1 Kamal b.Mat S... 02/16/2021 OFFICE-SUN-WE.
) £, Oz S B 1 Kamal b.Mat S... 02/17/2021 OFFICE-SUN-WE.
) £ Feny B R 1 Kamal b.Mat S... 02/18/2021 OFFICE-SUN-WE.
8] & Muhammad Sha 1 Kamal b.Mat S... 02/19/2021 OFFICE-SUN-WE...
1 2 Mohd Shamrib. 1 Kamal b.Mat S... 02/20/2021
1 2 Ahmad Azmi b. 1 Kamal b.Mat S... | 02/21/2021
] 2 Fatimah bt sed 1 Kamal b.Mat S... 02/22/2021 OFFICE-SUN-WE...
] 2 Haslinah bt Ibra 1 Kamal b.Mat S... 02/23/2021 OFFICE-SUN-WE...
1 # Marenah ht Ahc ™~ -+ ool aar = N> r2as2no1 | AEETE_ S in i —
< > >
= "3 Login User:admin

3.2 Monthly Schedule

The users can view the employee’s monthly schedule, leave, holiday details and many more in the

calendar.

Click the Single Employee icon.

me Attendance

@ ! = =
) [BY) :1 L =
Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate
Q < Today > Apri - 2021 = [ Show Details
[=)-[35] Compan
Gl = Sunday Monday Tuesday Wednesday Thursday Friday Saturday
=-#F Business
en L 28 29 30 3t 1 z 3
- CFF OFF OFF OFF OFF OFF
Development
T
4 5 [ 7 8 9 10
Timetable A Tinetable A Timetable A Tinetehle & Timetable A OFF OFF
11 12 13 14 15 16 17
ors orr
19 20 21 22 23 24
Tinstable & Timetable A Timetable A Tinatable A OFF OFF
25 26 27 25 23 30 1
Timetable A Timetable A Timetable A Tinetehle A Timetable A OFF OFF
z 3 4 5 6 7 ]
Timetable A Tinstable & Timetable A Tinetable A Timetable A OFF OFF
Employee : 2
|§ e Login User:admin

= R —
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Place the mouse pointer on the green area as the following figure:

Attendance

REOO0O®

= —_— = e i mlale
@ ‘ ) =]
@ ; ¥7))
$ B B = = D E =
Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate Monthly sched
. - - an
Q < Today > April 2021 - [ Show Details ‘L 0
=58 Comnpam:
68 Company Sunday Monday Tuesday Wednesday Thursday Friday Saturday
-5 Business
i 28 23 30 31 1 2 3
R Jen.Li OFF OFF OFF OFF OFF OFF
=#f Development
~- 4 L
4 5 5 7 ] ? 10
wr arr
11 12 13 14 15 16 17
Timetable A Tinetable & Timetable A Timetable & Timetable A OFF y
18 13 20 21 22 23 24
orF oer
25 25 27 28 23 30 1
Tinctable & orr o
2 4 5 7 8
[T s ] [Tt s el ] e o
Employee : 2

=EDBE @

Login User:admin

A menu will pop-up. Here, the users can set different colors for timetable, exception, weekend,

temporary schedule and so on. So that users can view the schedule details with more clarity.

ime Attendance AR OIS w)
@ — 290 = 00 F
g &) = ? =
@ LG = @ =0 i
Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate
Q| < Today > Apri - 2021 3 [ Show Detais Q.
= G
{5l Company Sunday Monday
=#f; Business Color Option ®
: 28 29
Y Alen L e oFF General
& i Development Weekend [ ]  smrsh |
Piw - ] terwormyschece
. ; - 1 Hou Wore |
Timetable A
Exception Timetable
Al
Defaute I
T s Exception l:l
Tnete Imetoble Timetable A ]
=
Sick Leave |
8 19 n L1
T  E—
Annual Leave | I
25 26
gusnessteave [ ]
2 3
EETTTN T
B save
Employee : 2 T - T - T

HEE ¢

Login User:admin
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o Click the Multiple Employee icon.

Attendance

$ ®m B

Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Caleulate Monthly schedule r
— |
i
Q < Today > 2021 5 fsearch [ Show Detais ie8 @
= EEIR
FA ) company Department Emp ID Employee 1/ Thur. 2 f Fri. 3/ sat. 4/ Sun. 5/ Mon. 6/ Tues. 7 [ Wed. \
£+ ¥ Business
£ Gl orr orr
=+ #E Development Business 1 Allen.Li
=N
e s
Development 2 Liu
. ] »
Employee : 2
= E ¢ Login User:admin
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4 Payroll Report

For Hourly Works, the payroll report will show the total salary.

Time Payrol AR OISl

B Bl — e . | .
2o = HEE 5 B B
General Profile Formula Salary Structure Reimbursement Loan Salary Advance Payro
Group Pay Period Start |2021/3(1  ~ End |2021/3/31 -~ Blzllalla
:’ Ersn: D :::e 1Date  End Date IEDranoyee Employee Name  Basic Salary TEi?r?i!ﬂgs Eg‘cﬁjct\on Reimburs... Refund Met Pay %;aéted
J2f1 2021/2/28 556 556 200 0 0 0 0 240 2021/3/11
J31 20214331 556 556 200 0 0 0 0 200 2021/3/11
From 2021/2/1 To 2021/2/28
Basic Salary 200
Formula Result Deduction
Marme Resuft Other Deductions
+  Total Salary Of Hours 40 Type Amount Remark Q
L
Earning
Other Earmnings
Type Amount Rermark (%]
Total salary is shown in the following figure:
Pay Report
Employee ID FullName Department
556 556
Pay Period From End Basic Sala Other Earni Other Actual P;
¥ Ty M5 | Deductions ay
2021-02-28 02/01/2021 | 02f28/2021 200.00 0.00 0.00 240.00
Total Salary Of Hours 40.00
Pay Period From End Basic Sala Other Earni Other Actual P,
¥ Ty M5 | Deductions ay
2021-03-31 03/01/2021 | 03f31/2021 200.00 0.00 0.00 200.00
Total Salary Of Hours 0.00
Total Pay Period 400.00 0.00 0.00 440.00
Total Salary Of Hours 40.00
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5 Report Module

The report is divided into three types: Employee Report, Attendance Report and Payroll Report,

Users can custom report template with third party tool or with the software default method.

Employee Report

o5

Payroll Report

RE@oO®

Custom Report

Template Type User Defined

Title
¥ Transaction Report

Data Source Attendance Transactions e |

Type
Embedded

OB QO +

From | 2021/3/1 ~ | To |2021/41

Monthly Statement

Transaction Report

Time Card Report Total Time Card

Attendance Card

Early-Out Report

=R=. M= O

Absence Report

Late-In Report

Al = Employee

> [

Daity Total Report Time Card List Report Time Summary Report

Employee Shift Report  Exception Report Flexible Schedule

Login User:admin

When users set [Template Type] as [User Defined], and then click * toadda template, a third-

party tool will appears as seen in the following figure for users to define the template. For more

information on how to use the tool, please see the software user manual.

Ll - X
file Edit View Format Window -
— |——Typesetting Editing Area
4 i) P |- TimesMew Ro... *| 975 | B I U
B 2 o= 9 o ol | W 04 B (b3 sk @ 2 @ [10% ~| @ -
New Report - [Feld List SRS
l— Controls - datasetl
: - ! EENENERENENES + [ Tablel
+ [ Table2

¥ [E detailband!

Parameters

—— The Design Area of

Browse Report Fields of the Bind

Data Source

[ Report Explorer] | [& et 1] [

Report Template
Compenent

EEs/ HEBER > [,

[Property 6nd
XtraReport Report -

4

Appearance =

CEEED

| 8| Designer| [ Preview @3 HTML View ] Seripts

bottomMarginBand1 { Height:100 }

Background C [ Transparent |
Border Color I Biack

Group and Sort
[EJ Add a Group W Add a Sort 3¢ Delete

M@

@ Move Up @ Move Down

1 x Border Dash € Solid
Border Width 1

Borders Hone

i

Field Name Sort Order

Show Header  Show Footer

» Font Times New Rom...
Foreground C_ I Black

T

[—The Managment of

Group and Sort

| & Group and sort | [@ scripts Errors

Configure the Properties of Report and|

Controls
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ZKTeco Industrial Park, No. 32, Industrial Road,

Tangxia Town, Dongguan, China.

Phone :+86 769 -82109991

Fax :+86 755 - 89602394

www.zkteco.com
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