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Organization and Person

Customize your iVMS-4200 by Selecting Modules

File System View Tool Help = VMS-4200 admin ¢

:: Caontrol Panel = Device Management

Selecting Modules

Operation and Control Video Surveillance
m Wain View Remote Playback
Selecting Modules Access Control, Security Control, Video Intercom
Showing/Hiding modules. =
v 1!1. Access Control |‘ Status Monitor = Time and Attendance
L Security Control Panel P Realime Alarm " Pyranix Contral Pangl
Extended Module
‘ Alarm Event Eﬁﬁ Video Wall :] E-map
Statistics
@ HeatMap {'# People Counting E Counting
L-’ﬁ Road Traffic H Face Retrieval E,J License Flate Retrieval
@ Behavior Analysis £ Face Caplure
ﬂ Account Management 0K Cancel
Sel  Adding 815 and as4
ﬂ the parmizsions T 00T ana (emaie s =Ty



Organization and Person

ED Device | Group

Device Type Device for Management (0)

% Add New Device Type

e AT Poada
ot MR Loge

Remate Configuration

Device Type | Nickname

Adding Mode;
1# |PIDomain IP Seament

IF Server HIDONS

Add Offline Device
Nickname:
Address:
Port

i User Name:

Password:

Online Device (22)
< Exportto Group

4= Addto Client == Add All
P Device Type
10.8.166.253  DS-KVE102-IM
Hikvision Device: Encoding Device/Doar
Station/Decader/Storage Server/indoor 10.8.166.65 DS-K2604/US
Station/Master Station/Security Control
Panel/Access Controller 192.0.0.64 Ds-KHE301-A5

Connectio... | Network Paramet... | Device Serial No.

.+ Refresh Al

Arfivate Filter

Securi

Hik-Connect D

Batch Import

DS-K2604

10.8.166.65

8000

admin

Set the device name as the group name and add all the channels
connected to the device to the aroup.

Add

EHome Set

Add device in different mode:

VVVYVYY

IP/Domain

IP Segment
Hik-Connect Domain
Ehome Account
Serial port



Organization and Person

1. Add group by clicking e
2. Import “Access Controi roint” into your group

| i |
mm  Control Panel £+ Device Management

EE Device @ Group

Resource o @ Access Control Point of Group DE-K2604(4)
Search. p & Impot [ Modify 3 Delete & Remote Configuration Filter
=| ] DS-K2604 Mickname ‘ Ip Device Serial No.
Encoding Channel Doorl_DS-K2604 10.8,166.65 DS-K2604/U520170628V020000ENS...
Alarm Input Door2_DS-K2604 10.8.166.65 DS-K2604/U520170628V020000EN...
Zone Door3 DS-K2604 10.8.166.65 D5-K2604/US20170628V020000ENG..,

_ Doord DS-K2604 10.8.166.65 DS-K2604/U520170628V020000ENS...



Organization and Person

il Y = .
mm Confrol Panel f= Device Management

eraton and Contro

@ Aceess Control
r Alarm Event

Maintenance and Management

B

Selecting Modules

inowingHiding modules

chedule and

System Configuration

Configuring general parameters

Access control module is
applicable to access control
devices and video intercom
devices

Status monitor module
show you management
interface for every access
control point (door)

Time and Attendance
module set attendance rule
and generate attendance
statistics



Organization and Person

1. Add organization 2. Add person

== Control Panel Control 2 Device Management
Search. 0 Al Modity Delste Chang. <“Bimport. [ Beport. [ GetPe.. L AddP.. = lssue ..
% d Add : Mﬂdif]" ¥ Delete 28 Control Panel s Co & Device Management

Search Madiy Delgte Bimpot . B EBport. 5 GetPe. L AdAP. 7 lssue.

Chang

Read \»| Inputthe name orcard o, Search

Add Organization + Add [ Modify X Delete

= B HK Person No. Person Name | Organization | Gender Card Quantity | Card No. Fingerprint Qu...||

Organization:  HIK

# Back end
Add Person

1

Person No..

OK Cancel
Add Card

Person Name: David

Gender. 1® Male Female | Card Type: Mormal Card v
Phone No.: Card Password: Passward o
Date of Birth: 2017-09-05 Effective Period: ~ From  2047-09-05 To  2027-08-05[1
Place of Birth: # Access Controller..  Enfrance Card Reader! | v
Search | Read
Email Card Reader Mode;  Card Enroliment S...
= [4 DS-Kk2s04
E" Wanually Input _[ Enter
%) Details & Permission =] Card | & FaceR |ndax Card M. Card Type 8 Exit Card Reade
1,
Enti Card F
m & Add  [Z Modiy X Delete & LinkFi 1 Entrance Can
“f Exit Card Reade
Index Card No. Card Type

“H Entrance Card F
“@ Exit Card Reade
“g Entrance Card F

“f Exit Card Reade

' , acel

Go




Organization and Person

mm  Control Pangl B rccess contro & Device Management
Search Pl 4 pdd Muidify Delets chang . |4 Import.. | B Export.. . GetPe.. 1 AddP.. = lssue..
%  Aad 1 Modify X Delete m Inputthe-name or card No.. ~ Seareh
- # HIK Person No. Person Name | Organization | Gender Card Quantity | Card No. Fingerprint Qu.../|
ﬁ David HIK/Front end Male 1 07401605 0 (
# Back end
)
,u,# Please selectthe file to impart
Import File; ENGHUADesktopMemplateiPerson Information.cav ..
Download Template for Impaorting Person
[ B e | g | 8 | & | & [T [ ¢ [ & | & | e r 0w R

1
i 1. The items with asterisk are required.
3 2.Gender 1:Male 2:Female e T
4 3.ID Type L:ID 2:5tudert Card 3:0fficer ID 4:Social Security Card 5:Driving License F:Passport T:Other ID 1 Importlng person template :
E il 4.Degree 1:Tunior High School Diploma 2:Senior High School Diploma 3:Bachelor’ s Degree 4:Master’ s Degree G:Doctorate
fi . Device Operation Role l:Normal User 2:hdministrator
7 f. The Date Format TTVT/MOL/ID
8

T.Please separate multiple card mmbers with ™’

e e L L T T T T T T T

8 Perzon Nolrganization Person NeGender ID Type ID No.  Date of B:Phone No. Job Titlelddresz Enmail Country City Degree  Device OpOn Board 1TerminatiiCard Nao.

m 10 1 HIE/Front_end David 1 1 2017/9/5 1 1 2017/8/5 2027/8/5 7401605
Bl 2 HIE/Front_end Yonder 1 1 2017/9/5 1 1 2017/8/8 2027/8/5 7401605

12 3 HIE/Front_end ntenia 1 1 2017/9/5 1 1 2017/8/5 2027/8/5 7401608

13 4 HIE/Front_end Ciel 1 1 2017/9/5 1 1 2017/8/5 2027/8/5 7401605

14 § HIK/Front_end Wargarita 1 | 2017/9/5 1 1 2017/9/8 2027/9/5 T401605

16 6 HIE/Front end Mlex 1 l 2017/9/5 1 1 2017/8/5 2027/8/5 7401608

1fi T HIE/Front_end Ming 1 1 2017/8/5 1 1 2017/8/5 2027/8/5 7401605



Organization and Person

Importing succeeded

:: Control Panel ﬂ Access Control i Device Management
Search 0 & Add Modity % Delste Chang. <EImport. [ Export. % GetPe.. L AddP.. 7 lssue...
% “ Add | Modify A Delete W| Inputthe name or card bo. ~ Search
- @& HK Person E\Io. Person Name | Organization  Gender Card Quantity  Card No. Fingerprint Qu...
% David HIK/Front end Male 1 7401605 0
# Back_end 2 Wonder HIK/Front end Male 1 0883777 0
9 3 Antonio HIK/Front end Male 1 8965554 0
4 Ciel HI¥/Front end Male 1 2345678 0
S 5 Margarita HIK/Front end Male 1 7899655 0
ﬂ G Alex HiK/Front end  Male 1 7654433 0
i Ming HIK/Front end Male 1 6422567 0
-
E Import File:  CilUsersiYANZHENGHUAD eskiopTemplate/Person Information.csv

The importing result details are displayed as follows:

: Importing succeedad! :




Organization and Person

Export person information into Excel for better management

.
1]

o Add

Control Panel

Search

E‘l Arcess Control

. Modify X Delete

p

4 Add  [7 Modify X Delete U1 Chang.. <& impot. [ Bwport..

Export Person X 1 Inputthe name ar cardNo..  Search

Per|

(| e
&4 Device Management

Path: C:/Users/YANZHENGHUADesktopMemplate!

Note: The operation will export all the existing persons.

¥ Person No
« Organization
¥ Person Name
J Gender

J 1D Type

¥ I Neo.

LS

Date of Birth

¥ Phone Na.

LN

Job Title
v Address

¥ Email

o Mt

0K

Cancel

O GetPe.. U AddP. = lssue..

ty | Card No. Fingerprint Qu.../ |

07401605 0 {




Organization and Person

)l | .
mm  Control Panel ﬂ Access Control &= Device Management

o Add Modify Delete Apply All Apply Changes

G

Permission Na... Template Person Door Details Status

Add Permission X

Permission Name: HIK_HQ
- » Add the template for
g Template: Whole Week Template v Add Template o d
swipin our car
Persan Selected Person p g y
Search o) Search., P valid ly
\ ; - ; >  Assi
o o A HIK Person Name | Organization = SSIgn every access
+ 7 @ Front.end & Dwid  Front.end control point/device
& + v i Backend > | & Antorio Frontend permission to the
& Weirs. Fraptand i selected persons
E & Ming  Front_end
& Wonder Back end
Access Control PointDevice Selected Access Confrol PointDevice
izol | Search.. o) Search. ¢
= ¥ i DS-K2604 Access Contro... | Door Group
s ﬁ Doorl DS-K2604 ﬁ Doorl.., DS-K2604
v [ Door2.Ds-K2604 * [ Door2.. Ds-K2604
v B Door3_Ds-K2604 < E Doors.. DS-k2604
v [B Door4 Ds-K2604 B Doort... DS-K2604




Organization and Person

Apply access control point/device permission to the selected persons

mm  Control Panel ﬂ Access Control i2  Deice Management BB  contol Pariel g i3 Device Management
% + Add Wadify Delsta Apply Al Apply Changes % & Add Modfy X Delete Apply Al Apply Changes
Permission Na... Template Person Doar Detalls Status Pirinieshai Naic Template Préc Docr Detals Status
ol HIK HO Whole Week ... David Antonio... Doorl DS-K2... Details Not Applied o Whole Week .. D4
F& E& i Application Result X
Applying Permission Setfings Progress: Applying (100%)
v ) 1
Filtar
ﬁa ﬁﬂ Name Progress  Result Remark
Data s changed.Click Apply Now to apply the updated - HIKHQ
datato the devices Or you can apply it to devices [ater in b
de Permission interface DS-K2604 100% Applied
L e

Apply Now Apply Later
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Shift Schedule Management

mm X = il
mm  Confrol Panel ﬁ Access Control ‘ Time and Attendance & Device Management

li; Attendance Stafistics Shitt Schedule anagement E§ Aftendance Handling /A Advanced Settings >  Attend at Least: Set the minimum

attendance time

»  When the Min. Time Unit is 60 mins:

Search shit | Time Period Setings

0 min <working time < 60 mins, labor-hour =
< Show Pe
& Add X Delete 0 : . . .
_ Name: HIK_HQ 60 mins <working time < 120 mins, labor-
_ Start-Work Time: 0go0 End-WorkTime: 1800 hour = .1 o .
120 mins <working time < 180 mins, labor-
Aendatleat 420 i bOUI’ FE.@ rate= labor—hour during overtime

labor—hour during working time

< ChecknRequired  Period of Validity, Before Stat-WorkTime 30 min to After Stat-Work Time 30 min e.g:
you get 1 USD for 1 labor-our during working time;

¥ Check-outRequired Period of Validity. Before End-WorkTime 30 min to AferEnd-WorkTime 30 mi you get2 USD for 1 labor-hour during overtime;

n

After Star-Work Time 1 min, mark as Late.

Payrate =2
Before End-Work Tima 1 min, mark as Early Leave.

| Exclude Break Period from Wark Duration

Break Period 1: 12:00 S — 1330
BreakPeriod 2 00:00 — — 00:00

BreakPeriod 3- 00:00 : — 00:00
J Setas Pay-per-Time Period

PayRate: 2 Win. Time Unit: 60 min




Shift Schedule Management

Based on the time period, you can add and edit the Shift

Contral Panel

-
mE

Device Management

I Attandance Statistics Shift Schedule Management | B AftendanceHanding /¥ Advanced Sefiings

Department

shift | Time Period Seftings

Search...

¥ Show Pe

& Add ¥ Delete

Shift Name: HIK_HO_Attendance

ShiftPeriod: 1 |+ Weekis) v

| HIK_HQ 09:00-17:00

X Delete
r

0 2 4 [ 8 1a 12 14 16 18 20 2 4

on S
0 i 4 6 8 10 12 14 16 18 20 22 24

Toe | O A
] 2 4 6 8 10 12 14 16 18 20 22 24
e S
0 2 4 B B 10 12 14 16 18 20 2 4
L.
1] 2 4 {1 8 10 12 14 16 18 0 22 24

Fi |
0 2 4 (1 B 10 12 14 16 18 20 22 4

o | N N N
0 2 4 B L 10 12 14 16 18 0 22 24

sun |




Shift Schedule Management

Assign the Shift schedule by Person or Department in batch

Lal] i i, = - | i ne i | 5
mm  Conirol Panel ﬂ AC ontrol ‘ Time and Attendance ] Mz mm Control Panel ontrol ‘ Time and Attendance &t Device Management

i Attendance Statistics Shit Schedule Management | Attendance Handing ¥ Advanced Setings  [[l, Attendance Stafistics Shift Schedule Managemen!  B§ Aftendance Handling / Advanced Setings

Department Resource Front_gnd Department Resource Back_end

Saarch. P £ Department Sc... . £ Person Schedule Temporar  Search o] £ DeparimentSc_. | Person Schedule TemporarySch... [ Shift Seffings B Export  Search p
¥ Show Person(s) n Sub Depariment Emplo}.;ee No Person Name Department  Shift Nam 9 SOW FER0lsy Kl SHb DEpAC Y Emplc);ee No | Person Name Department  Shift Name Temporary... Start Date | End Date
= HK 1 David e e | = MK 2 Wonder HIKfBack end  Department Schedule  No 2017-09-05  2020-09-05

_3 Antorio HIK/Front.end  No Shit S § Frort end 4 Ciel HIK/Back end  Department Schedule Mo 20170905 2020-09.05
s Pl i 5 Margarita HIK/Front end  No Shift S _ § Alex HIK/Back end Department Schedule  No 2017-09-05  2020-09-05

7 Ming HIK/Front.end  No Shift S Department Schedule %
Person Schedule
+ Time and Attendance

+ Time and Attandance Shift HIK_HQ_Atendance |~ Setas Defaultfor All Persons in Department
Shift HIK_HQ_Attendance |~ Start Date: 2047-08-05 LF::_’E

Start Date: 2017-09-05 ﬂ End Date: 2020-09-05 E‘!

EndDate:  2020-09-05 2

Check-in Mot Requ... Check-gutNotRequ. . v EffectiveforHol...  Effective for Overt...
Check-in Mot Requ. . Check-out MotRequ... « Effecti Effective for Multiple Shift Schedules

Effective for Multiple Shift Schedules
Save Close




Shift Schedule Management

Assign the temporary shift to one person and check the detailed shift schedule information for each person by clicking
‘View’ button

mm  Control Panel ﬂ Access Contral ‘ Time and Attendance & Device Managemen :: Gontrol Pangl ﬁ Access Control q Time and Aftendance *) Device Managemant
Ity Attendance Statistics Shift Schedule Management | E§ Atiendance Handiing M Advanced Setings Iy Atendance Stabstics [ Snit Schedule Wanagement By Aendance Handing ¥ Advanced Setings
Department Resource HIK Department Resource HIK
Search. p i* DepartmentSc... | [ Person Schedule Temporary Sch... | Seaich. 0 3 DeparimentSchedule | PersonSthedule = Temporany Schedule £ ShitSetings s Expor Search.. | P
Vs . ; v i i . , :
SRR S Depiie Employee No  Persan Name | Department | Shift Name bl el Employes No PersonName | Department | Shift Name Temporary... StartDate  End Date  Shift Schedule Detals
_ 1 David HIK/Front end  HIK_HQ Attendan 1 David HIK/Front end  HIK HQ Aftendance ~ No 0170905 20200805 View
B B
¥ Frontend 2 Wonder HKBackond. Deparbnert Schel | M Tk 2 Wordsr HKBackend DepartmentSchedie  No 2007005 20200005 View
# Back end 3 Antonio HIK/Front end  No Shift Schedule f Backend 3 Antanio HIK/Front end  No Shift Schedule Yes View
Add Temporary Shift Schedule Shit Schedule Detais X
) . ™= ¥
SO | 2017-09-10 [h1iad 201700 10 o Name: Anfonio Emplojes No:3 Department HIKFront_end
| HIK_HQ 08:00-18:00 J Time and bencance
Normal Schedule Temporary Schedule
0 2 4 [ & 10 12 14 16
20t7neno. o 27w o 20 i
0 2 4 6 b 1 1 M % B ® n M
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Attendance Check Point

| S g G . =
mm Control Panel a Access Control m-l Status Monitor . Time and Attendance &+  Device Management

ls; Attendance Stafistics Shift Schedule Management E§ Aftendance Handling /A Advanced Sefiings

Setfings Attendance Check Point Set All Card Readers as CheckPaints &+ |1, X
{2} Basic Settings Check Poin Nare: | Check Poiit Function | Dior Location Card Reader Name  Attendance Check Point Descripti...

% Attendance Rule Settings HIK enter Start/End-Wark Entrance Card Rea...

Define the specific
® Holiday Settings Modify Attendance Check Point ChECk Points for
PO e CheckPointName:  HIK Looby attendance data

Card Reader: Enfrance CardRea... |+ CO”eCt|On
Check Point Function;  Star/End-Work b

Door Location:

Check Point Description:

Wodify Cancel
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Time Attendance Report

m} Status Monitor ‘ Time and Altendance

ﬂ Access Control

- Cantrol Panel

& Device Management

Iu Atendance Statistics Shift Schedule Management % Atendance Handling  # Advanced Setings

Statistics Type

#| Attendance Summary

E| Attendance Details

Total Overtime Manthly Report

i, Abnormal Attendance Person: . .
Overtime Details Monthly Report
& Overtime Search Month:  Attendance Monthly Report
Start/End-Work Time Report

1 Card uipg Log Department Attendance Report
Valid Card Swiping Record Report
Attendance Dally Report

First Check-in and Last Check-out R... '

Continuous Absence Report

Continuous Early Leave Report

12 kinds of attendance report:

LN EWNE

[
= o

IR
N

Total Overtime Monthly Report
Overtime Details Monthly Report
Attendance Monthly Report
Start/End-Work Time Report
Department Attendance Report
Valid Card Swiping Record Report
Attendance Daily Report

First Check-in and Last Check-out Report
Continuous Absence Report
Continuous Early Leave Report
Continuous Late Report
Attendance Monthly Report



Time Attendance Report

Check the card swiping logs used for the attendance statistics

me : . :
mm  Control Panel ﬂ Access Control mﬁ Stafus Monitor q Time and Attendance st Device Management

Il Attendance Statisfics Shift Schedule Management f& Atendance Handling A Advanced Seffings

Stafistics Type
Department HIK v Name: David Search
#| httendance Summary .
Time: 2017-09-05 00:00:00 ﬂ — 1 2017-09-05 23:59:59 ﬂ Reset
=! Attendance Details
i, Abnormal Attendance it Brepot B Bt

(4 Overtime Search

Employee No  Name Department  Time Card Reader ... | Card No

1 David HIK/Front end  2017-09-05 21:26:48  Card 2756314693
i@l Report

1 David HIK/Front end  2017-09-05 21:26:36  Card 2756314093



Time Attendance Report

Check the overtime status statistics of the selected employee in the specified time period

e a al -+ 2 ; ' i
pm  Control Panel E Access Control El;l Status Monitor ‘ Time and Atendance &2 Device Management

|||. Attendance Statistics Shift Schedule Management % Attendance Handling ," Advanced Setfings

Statistics Type

Department: HIK i Mame: David Search

/| Atendance Summary !

. Attendance Date:  2017-08-05 ﬂ - 2017-08-05 E’@ Reset

=/ Attendance Details

ufi Ab | Attend | :

it Details | Report [ Evport
Employee No | Name Department  Date Overtime Dur.., | Overbime Type

B Card Swiping Log

gl Report



Time Attendance Report

Check the statistics of the abnormal attendance data

Ll B fi = B R - T = : HE
mm  Conirol Panel ﬂ Access Control ml Status Monitor q Time and Altendance bt Device Management

ﬂh Atendance Statistics Shift Schedule Management E Aftendance Handling ﬁ Advanced Settings

Statistics Type
Department HIK v Name; InputPerson Name Search
«| Attendance Summary

. Time:  2017-00050000:00 [ — 2017-09-05 235059 [ Reset
=| Attendance Details

& Overtime Search .
Employee No  Name Department | Abnormal Type | Start Time End Time Date
W Card Swiping Log

il Report



Time Attendance Report

Set the attendance status search conditions, the matched results will list on this page

HF 2 ™ -~ - H - P ; i ~
mm Control Panel ﬂ Access Control ﬁl,;, atatus Manitor ‘ Time and Atendance bs  Device Management

Il Attendance Stafistics Shift Schedule Management E& Atendance Handling M Advanced Seffings

Statistics Type
Department HIK ¥ Name: InputPerson Mame Search

/| Attendance Summary

Aftendance Date;  2017-09-05 ﬂ.— 2017-09-05 ﬁ Reset

4 b | Attend Aftendance Status. & Normal o Absent o Late & Early.. o Ovet..  Leave  Che.. o Che. W Che..
norma endance

il .
(& Overtime Search : ) . \
) Details ! ComectCheck-niout [ Repot [ Export
W) Card Swiping Log ;
Employee No | Name Department | Date Shift Time Period | Start-Work &... | End-
dl Report



Time Attendance Report

Check all the attendance information statistics of the employees in the specified time period

. . i . : i e,
mm  Control Panel ﬂ Access Control I?l Status Manitor ‘ Time and Atiendance &=+ Device Management

I Attendance Statistics Shift Schedule Management % Attendance Handiing  # Advanced Setings

Stafistics Type
HIK v Name:  Input Persan Name Search

Department
.
Attendance Date: 2017-09-05 L — 20170945 it Reset

=l Attendance Details

Abnormal Attend = .
i, Abnormal Attendance B Report | Export

Details

& Overtime Search -
Employee No | Name Department  Required Times | Actual Times | Late Early Leave | Abse

P Card Suiping Log

d Report
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Attendance Handling

ala i i = Bl
mm  Control Panel E Access Control ‘ Time and Attendance = Device Management

e Attendance Statistics Shift Schedule Management B8 Attendance Handling  J# Advanced Settings

Handling Type

_ Department: HIK ¥ Mame: Input Person Name Search

. . Time: 2017-09-05 00:00:00 ﬁ to 2017-09-05 23:59:59 E‘_f Reset
3, Leave and Business Trip
T Manual Calculation of Attend = ;
3 anadiiaiaralion gl Atiendance Details = Add Modify % Delele  [E Report Ko Export
Add Person Add Check-infout Correction
Search £ | Correction: v Check-in v Check-out
- Actual Star-Work Time:  2017-09-05 00:00:00 el
-
- ¢ [ Front end Actual End-Work Time: ~ 2017-09-05 00:00:00 e
< B pavid Emplayee Name;
J B Antonio
J E Marganta Remark
v [ Ming
=| ¥ ﬁ Back_end
v EX A
B e Add Cancel
v A cel
< EY Wonder

> You can add, edit, delete,
search the check-in/out
correction and generate
the related report

» You can also export the
check-in/out correction
details to local PC



Attendance Handling

. ; ) - S
me Control Panel G Time and Aftendance &= Device Management

[l Attendance Stafistics Shift Schedule Management B Atendance Handing | Advanced Seftings

Handling Type
Department HIK [ Mame: InputPerson Mame Search

# Check-infaut Carrection

- x (10 A Eﬂ'T 110 B0 > H
_ Time  2017-09-0500:00:00 [ to 2017-08-05 235959 [ Reset » You can add, edit,

T Mantal Cacdltion of Aftend delete, search the leave
Bttt basn sl | 8 00 dAdd [ Modfy X Delete  [ERepot [ Expor

and business trip and

Add Person Add Leave and Business Trip Application generate the related
| report
i 2| e s v Paemblese Y 1% You can also export the
Time: 2017005000000 [ 2017-00-05235050 [ leave and business trip
- v B Front end Ermployee Name: details to local PC
v [ David
v [ Antonio
v B Margarita Ramark;
v [ Ming
- v [ Back.end
! E i Add Cancel
v A ciel
v [ Wonder




Attendance Handling

You can calculate the attendance result manually if needed by specifying the start time and end time

mpe = :
mm Conirol Panel 1 ‘ Time and Attendance iss  Device Management

I Attendance Statistics Shit Schedule Management E$ Atendance Handing ¥ Advanced Seftings

Handling Type

# Check-inout Correction
Start Date:  2017-08-05 ﬂ

8. Leave and Business Trip

Calculate
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Advanced Settings

‘ Time and Attendance

L] i H a
mm  Conirol Panel ﬂ Access Confrol [F, Status Monitor

s Attendance Stafistics Shift Schedule Management B Aftendance Handling /% Advanced Sefiings

Settings
Basic Settings

" Attendance Rule Settings

Start Day of Each Weel: llonda w
B Attendance Check Point Settings : Ll
!', Holiday Settings Start Diate of Each Month; 1 i
Non-Work Day Settings

) Leave Type Settings
Set as Mon-Work Day;

Set Non-Work Day's Color in Report -

Set Non-Work Day's Mark in Report

Save

Ian. Tue, Wed.

B

Thu.

Device Management

Fri;

J Sat  Sun.



Advanced Settings

)] ~ .
mm Conirol Panel \coess Control

m«, Status Monitor ‘ Tirne and Attendance = Device Management

lls Attendance Statistics Shift Schedule Management % Aftendance Handling ﬁ Advanced Settings

Setlings

{31 Basic Settings

B Attendance Check Point Settings

& Holiday Settings

.| Leave Type Settings

Attendance/Absence Settings

[f employee does not check in when starting work, mark as @ Absent Late for 60 min
[f employee does not check out when ending work, mark as @ Absent Early Leave for 00 min
Checkdnlout Setfings The parameters here will be setas defaults for the newly added time period. They will not affect the e

« Check-in Required Period of Validity, Before Star-Work Time 60 min to After Start-Work Time 30 min

« Check-out Required Period of Validity, Before End-Work Time 60 min to After End-Work Time 30 min

After Start-Work Time 1 min, mark as Late.
Before End-Work Time 1 min, mark as Early Leave.
Overtime Settings
[f work exceeds the scheduled work time by 30 min, mark as Qvertime.
Wax. Overtime per Day 1440 min

Mon-scheduled Woark Day

[fthe emplayes works for mare than min, markas Overtime

Save



Advanced Settings

mm “ Z c ; d .; o o L
mm  Control Panel ﬂ Access Control ‘ Time and Atendance i Device Management

[I[. Mtendance Statistics =hift Schedule Management % Attendance Handling F Advanced Settings

Seftings Attendance Check Point +f SetAll Card Readers as Check Points
&2 Basic Settings Check Point Name | Check Point Function | Door Locatiar Card Reader Name | Attendance Check Point Descnpti...
"% Attendance Rule Settings
¥ Holiday Settings

() Leave Type Settings



Advanced Settings

e v : = ;
mm  Control Panel ﬂ Access Confrol El;, Status Monitor ‘ Time and Attendance f= Device Management

i, Attendance Statistics Shift Scheduls Management ?& Attendance Handling F Advanced Settings

e

Settings Holiday

{2} Basic Settings Holiday Name Start Date End Date Holiday Days

"5 Attendance Rule Settings

|- Leave Type Settings Holiday Name:
Start Date: 2017-09-05 E’@
End Date: 2017-09-05 i)

Add Cancel




Advanced Settings

== Control Panel E'I 0 Wl Status Manitor ﬁ Time and Aftendance

[I[l Aftendance Statistics Shift Schedule Management % Attendance Handling i‘ Advanced Settings

Settings = [4 X Minor Type i
{33 Basic Settings Leave Index Type
" Attendance Rule Settings Day Off in Lieu 1 Paternity Leave
N, Attendance Check Point Settings Go Out on Business 2 Parental Leave
@ Holiday Settings 3 Sick Leave

4 Family Reunion Leave
5 Annual Leave
6 Maternity Leave
7 Personal Leave
8 Bereavement Leave
Name:

Add Cancel




Thanks



