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Safety Measures

The below instructions intend to ensure that the user can use the product correctly to avoid danger or
property loss. The following precautions are to keep users safe and prevent any damage. Please read
carefully before installation.

A Noncompliance with instructions could lead to product damage or physical injury (may even cause
death).

Read, follow, and retain instructions - All safety and operational instructions must be properly
read and followed before bringing the device into service.

Do not ignore warnings - Adhere to all warnings on the unit and in the operating instructions.

Accessories - Use only manufacturer-recommended or product-sold accessories. Please do not use
any other components other than manufacturer suggested materials.

Precautions for the installation - Do not place this device on an unstable stand or frame. It may fall
and cause serious injury to persons and damage to the device.

Service - Do not try to service this unit yourself. Opening or removing covers may expose you to
hazardous voltages or other hazards.

Damage requiring service - Disconnect the system from the Mains AC or DC power source and
refer service personnel under the following conditions:

When cord or connection control is affected,

When the liquid spilled or an item dropped into the system,

If exposed to water or due to inclement weather (rain, snow, and more),
And if the system is not operating normally, under operating instructions.

Just change controls defined in operating instructions. Improper adjustment of the controls may
result in damage and involve a qualified technician to return the device to normal operation.

And do not connect multiple devices to one power adapter as adapter overload can cause over-heat
or fire hazard.

Replacement parts - When replacement parts are needed, service technicians must only use
replacement parts provided by the supplier. Unauthorized substitutes can result in a burn, shock, or
other hazards.

Safety check - On completion of service or repair work on the unit, ask the service technician to
perform safety checks to ensure proper operation of the device.

Power sources - Operate the system only from the label's power source form. If the sort of power
supply to use is unclear, call your dealer.

Lightning - Can install external lightning conductors to protect against electrical storms. It stops
power-ups from destroying the system.

Recommended installing the devices in areas with limited access.
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Electrical Safety
Before connecting an external cable to the device, complete grounding properly, and set up surge
protection; otherwise, static electricity will damage the mainboard.
Make sure that the power has been disconnected before you wire, install, or dismantle the device.

Ensure that the signal connected to the device is a weak-current (switch) signal; otherwise,
components of the device will get damaged.

Ensure that the standard voltage applicable in your country or region is applied. If you are not sure
about the endorsed standard voltage, please consult your local electric power company. Power
mismatch may cause a short circuit or device damage.

In the case of power supply damage, return the device to the professional technical personnel or your
dealer for handling.

To avoid interference, keep the device far from high electromagnetic radiation devices, such as
generators (including electric generators), radios, televisions, (especially CRT) monitors, or speakers.

Operation Safety
If smoke, odour, or noise rise from the device, turn off the power at once and unplug the power cable,
and then please contact the service centre.

Transportation and other unpredictable causes may damage the device’s hardware. Check whether
the device has any intense damage before installation.

If the device has major defects that you cannot solve, contact your dealer as soon as possible.

Dust, moisture, and abrupt temperature changes can affect the device's service life. You are advised
not to keep the device under such conditions.

Do not keep the device in a place that vibrates. Handle the device with care. Do not place heavy
objects on top of the device.

Do not apply rosin, alcohol, benzene, pesticides, and other volatile substances that may damage the
device enclosure. Clean the device accessories with a piece of soft cloth or a small amount of cleaning
agent.

If you have any technical questions regarding usage, contact certified or experienced technical
personnel.
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Note

Make sure whether the positive polarity and negative polarity of the DC 12V power supply is
connected correctly. A reverse connection may damage the device. It is not advisable to connect the
AC 24V power supply to the DC 12V input port.

Make sure to connect the wires following the positive polarity and negative polarity shown on the
device's nameplate.

The warranty service does not cover accidental damage, damage caused by mis-operation, and
damage due to independent installation or repair of the product by the user.
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Instruction for Use

Finger Positioning

Index, middle, or ring finger are the recommended fingers to use, and avoid using thumb or pinkie as they
are difficult to position correctly on the fingerprint reader and get suitable output.

n n I

Too low Too close to the edge

Vertical

Note: the recommended method when pressing your fingers onto the fingerprint reader for registration
and identification. Our company will assume no liability for recognition issues that may result from incorrect
usage of the product. We reserve the right of final interpretation and modification concerning this point.

Standing Position, Facial Expression and Standing Posture

The recommended distance

It is recommended to have a 0.3-0.5m

space between the device and the
customer whose height is 1.55m to
1.85m. Users may slightly move forwards

1.Tm
NN NN N NN

and backward to improve the quality of
facial images captured.

0.3-0.5m
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Facial expression
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Note: During enrolment and verification, please remain natural facial expression and standing posture.
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Face Registration

Try to keep the face in the centre of the screen during registration. Please face the camera and stay still
during face registration. The screen looks like the image below:

Enrall Face

Correct face registration and authentication method
Cautions for registering a face

When registering a face, maintain a 40cm to 80cm space between the device and the face.

Be careful not to change the facial expression. (smiling face, drawn face, wink, etc.)

If you do not follow the instructions on the screen, the face registration may take longer or may
fail.

Do not cover your eyes or eyebrows.

Do not wear hats, masks, sunglasses, or eyeglasses.

Be careful not to display two faces on the screen. It may create confusion and the registration
may fail.

A user wearing glasses should register their face both with and without glasses.

Cautions for authenticating a face

Ensure that the face appears inside the guideline displayed on the screen of the device.

For a person wearing glasses, try authenticating your face with glasses if glasses were used
while registering, or else authenticate without glasses if glasses were not used while
registration. Otherwise, the recognition may fail or can be difficult. Also, if a different pair of
glasses is used than the one used during registration, authentication can also fail. In such a case,
the previously worn glasses can be used for authentication.

If a part of the face is covered by a hat, a mask, an eye patch, or sunglasses, the authentication
may fail. Do not cover the face and allow the device to recognize the eyebrows and other
features of the face.

Page |8



Smart Access Control Terminal User Manual

Verification Mode

Fingerprint Verification

1: N fingerprint verification mode

It compares the current fingerprint with all the fingerprint data that is available in the device. The device
enters the fingerprint authentication mode when a user presses his/her finger onto the fingerprint scanner.

Please follow the recommended way to place your finger onto the sensor. For details, please refer to 1.1

Finger Positioning.

The following screen displays on successful and failed verification respectively.

2020-12-29 15:35 AT 2020-12-29 15:38 AT

Failed to verify.

lllegal Fingerprin
Mame : Mike Uzer D :
Uzer D : 1 Verify : Fingerprint
Yerify © Fingerprint

On successful verification On failed verification

1:1 fingerprint verification mode

It compares the current fingerprint with the linked fingerprints to the entered User ID via the virtual
keyboard. Users can try verifying their identity with 1:1 verification mode if they are unable to get access

with the 1:N authentication method.
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Enter the User ID on the main screen to enter 1:1 fingerprint verification mode.
Enter the user ID and click [M/OK].

If the user has registered a face, a password and badge* in addition to his/her fingerprints and the
verification method is set to password/ fingerprint/ badge */ face verification, the following screen will
appear. Select the fingerprint icon to enter fingerprint verification mode:

2020-12-29 1546 AR
Uzer 1D
1
Pazsword
Fingerprint
Face

Press the fingerprint to verify.

The following screen displays on successful and failed verification respectively.

2020-12-29 1547 AT 2020-12-29 15:43 A&

Failed to verify.

lNlegal Fingerprint
Mame : Mike Hser 1D : 1
dser D : 1 Werify © Fingerprint
Yerify : Fingerprint

On successful verification On failed verification
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Facial Verification

1:N Facial Verification

It compares the current acquired facial images with all the face data registered in the device. The following

is the pop-up prompt box of comparison result.

2020-12-29 1548 Y g 2020-12-29 15:48 F g )

successiully verified,

mHlame : Mike
dzer D ;1
Werify : Face

1:1 Facial Verification
It compares the face captured by the camera with the facial template related to the entered user ID.

For 1:1 facial verification, enter the User ID on the main interface and enter the 1:1 facial verification mode.

Enter the user ID and click [M/OK].

If an employee has registered a password in addition to face, the following screen will appear. Select the

face icon to enter face verification mode.

2020-12-29 15:52 DsTTo
dger 1D
1
Passvword
Fingerprint
Face
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After successful verification, the following display screen appears.

2020-12-29 15:53 VN g )

MHame : Mike
dzer D ;1
Verify - Face

If the verification fails, it prompts “Please adjust your position!”.

Password Verification

It compares the entered password with the registered User ID and password.
Enter the User ID on the main screen to enter the 1:1 password verification mode.
Enter the user ID and press [M/OK].

If an employee has registered fingerprint and face in addition to password, the following screen will appear.
Select the Password icon to enter password verification mode.

2020-12-29 15:53 AT
ser |D
1
Passvword
Fingerprint
Face
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Input the password and press [M/OK].

2020-12-29 15:54 VN g )

dser 1D : 1
Verify : Password

The following screen displays on successful and failed verification respectively.

2020-12-29 15:54 A a8 2020-12-29 15:56 N g )

Failed to wverify.

Errorl Invalid passward
Mame : Mike User D : 1
User D :1 Werify : PFassword
Verify  Password

On successful verification On failed verification

Card Verificationk

Only the product with the card module offers the card verification function.

Please place the registered card on the card reader to get verified via card verification.
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Combined Verification

For enhanced security, this device offers the option of using multiple forms of verification methods, as
shown in the picture below.

Werification Mode Verification Mode

FasswordFingerprintFace Fingerprint+Password

Fingerprint only ser [D+F ingerprintHPassword
Lser D anhy Face Only
Face+Fingerprint

lser D+ ingerprint Face+Fassword

oL O OO0 OO0

O
O
O Password
@)
O

Fingerprint+Fassword Face+F ingerprint+Password

Note:
"/" means “or”, and "+" means “and”.

You must register the required verification information before using the combination verification
mode, otherwise the verification may fail. For example, if a user uses Face Registration but the
verification mode is Face + Password, then the user won't be able to pass verification.

Page |14



Smart Access Control Terminal User Manual

2 Main Menu

Click [M/OK] on the initial interface to enter the main menu, as shown below:

AO0 Bac

User Mgt. User Role COMM. Depariment Shift Set Report

olels

System Flrn‘lnllll Data Mgt. Access Use Aftendanc
Control  Manager e Search

10 060

Department Shift Set Report Autotest System
Info
Items Descriptions
User Mgt. To add, edit, view, and delete basic information of a user.
User Role To set the permission scope of the custom role and enroller, that is, the rights to
operate the system.
COMM To set the relevant parameters of Ethernet, PC connection, cloud server setting
) and network diagnosis.
Svstem To set parameters related to the system, including date & time, attendance, face,
y fingerprint, reset and USB upgrade.
Personalize To customize settings of interface display, including user interface, voice, bell
schedules, punch state options and shortcut key mappings.
Data Mgt. To delete all relevant data in the device.
Establish the organizational structure of the department, including functions like
Department . " . .
adding, editing, or deleting the department, and scheduling the department, etc.
Set attendance rules and the number of shifts to be used, and schedule
Shift set employees.
The device supports up to 24 shifts.
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Report

Access Control

USB Manager

Attendance
Search

Auto test

System Info
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Use USB flash drive to download the attendance statistics form to check on the
computer or download the attendance settings form to set shifts on the
computer, assign shifts to employees and then upload the attendance settings
form. At this time, the device will give priority to the use of the schedule of the
settings form.

To set the parameters of the lock and the relevant access control device.

To transfer data such as user data and attendance logs from the USB disk to the
supporting software or other devices.

Query the specified access record, check attendance photos, and blacklist photos.

To automatically test whether each module functions properly, including the
screen, audio, camera, and real-time clock.

To view data capacity, device, and firmware information of the current device.
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User Management

Adding Users

Select User Mgt. on the main menu and select New User.

User Mgt

[New Usar
Al Users

Display Style

Register a User ID and Name

Enter the User ID and Name by selecting the respective options.

Mew User
User D
1
Mame
flike
lser Role
Mormal Lser
Cepartment
Comparny

Yerification MMode

Password/Fingerprint/Face
Fingerprint

Note:
A username can contain a maximum of 17 characters.
The user ID may contain 1-9 digits by default.
You can modify your ID only during the initial registration and can't be modified later.

The User ID cannot be duplicated. If there is a voice prompt about duplicate User ID, then you need
to choose another User ID that should be unique.
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Setting the User Role

There are two types of user accounts: Normal Users and Super Admin. If there is already a registered
administrator, the normal users have no rights to manage the system and may only access authentication
verifications. The administrator owns all management privileges. If a custom role is set, you can also select

custom role permissions for the user.

Select User Role to set Normal User or Super Admin.

Lser Hole

MHormal User

i:; Super Admin

Note: If the selected user role is the Super Admin, the user must pass the identity authentication to access
the main menu. The authentication is based on the authentication method(s) that the super administrator
has registered.

Setting the Verification Mode

The verification mode available in the device are:

e Password/ Fingerprint/ Face e User ID + Fingerprint + Password
e Fingerprint only e Faceonly

e UserIDonly e Face + Fingerprint

e Password e Face + Password

e UserID + Fingerprint e Face + Fingerprint + Password

e Fingerprint + Password

Select the required Verification Mode to set individual verification mode for the user. Select M/OK to save
and return to the New User interface.

Verification Mode Werification Mode
PasswordFingerprintFace C Fingerprint+Fassward
Cﬁ Fingerprint only C Lser D+ ingerprint+Password
O userDonly O Faceonly
O Password () FacesFingerprint
ij Lser D+ ingerprint C Face+assword
S Fingerprint+Fassward O Face+F ingerprintHasswiord
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Register fingerprint
Select Fingerprint to enter the enroll fingerprint page. Users can choose one or more fingerprint(s) to enroll.

Press the finger horizontally onto the fingerprint sensor. The registration interface is shown below:

Enrcll Fingerprint Enroll Fingerprint(2-3)

Enmolled successtully

I
o

98ls ol
B

Flease select the finger to be enmlled

Register Face

Select Face on the Verification mode to enter the face registration page. Users need to face the camera such
that their whole face is visible on the device's screen and all the important features of the face are visible.
Then stay still for a while during face registration. The registration interface is as follows:

Enrcll Face
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Register password

Select Password on the Verification mode page to enter the password registration page. Enter a password
and re-enter it. Select M/OK. If the two entered passwords are the same, the system will return to the New
User interface.

Password

Flease input

4

Caonfirm (2) Cancel (ESC)

Note: The password may contain one to eight digits by default.

Register user photo
When a user registered with a photo passes the authentication, the registered photo will be displayed.
Select User Photo, Select M/OK to take a photo. Then Select ESC to exit and return to the New User interface.

Note: While registering a face, the system will automatically capture a picture as the user photo. If you do
not want to register a user photo, the system will automatically set the picture captured as the default photo.
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Search for Users

Select the All Users option in the User Mgt. Then enter the retrieval keyword in the search bar of the user

list (keyword may be an ID, surname, or full name). The system will search for the users related to the entered
information.

All Users

1 hike m T

Edit Users

Choose a user from the list and select Edit to enter the Edit user interface:

User: 1 hike Edit: 1 Mike
Edit User |0
1
Delete Mame
flike
User Role
Mormal User
Cepartment
Company

Yerification hode

Password/Fingerprint’Face
Fingerprint

1

Note: The operation of editing a user is the same as that of adding a user, except that the user ID cannot be
modified when editing a user’s detail.
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Deleting Users

Choose a user from the list and select Delete to enter its interface. Select the user information to be deleted

and click M/OK.

Edit

Celete

Note:

Lser: 1 Mike

Celete : 1 kdike

Delete Llser

Celete Fingerprint Cnly

Celete Face Only

Delete Password Only

If you select Delete User, all information of the user will be deleted. Only fingerprint data is removed
if Delete Fingerprint Only is selected. Only face data is removed if Delete Face Only is selected. And only
the password is removed if Delete Password Only is selected.
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User Role

If you need to assign any specific permissions to certain users, you may edit the “User Defined Role” under

the User Role menu.
You may set the permission scope of the custom role (up to 3 roles) and enroller.

Select User Role on the main menu interface.

zer Hole

4 User Defined Hole 1

o User Defined Hele 2

A User Defined Hole 3

Select an item to set a defined role. Select the Enable Defined Role option to enable this defined role.

Select Name and enter the name of the role.

Llser Defined Hole 1
Enahble Defined Hal=

Mame

Llzer Defined Hole 1

Define User Hole
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Select Define User Role to assign the privileges to the role. Click ESC to save and return after the
privilege assignment is complete.

Lser Defined Hole 1

[] Usermagt.

[ comm.

] System

[ Personalize

(] Datamgt.

V] Access Control

Note: You need to select the features in sub-menus. If the device has a role enabled, you may assign the
roles you set to users by selecting User Mgt. > New User > User Role.

zer Hole

ij MHaormal User
zerDefinedRole 1

CJ Super Admin

If no super administrator is registered, the device will prompt "Please register super administrator user
first!” after selecting the enable bar.
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Communication Settings

Select COMM. on the main menu to get into communication settings and set parameters of the network, PC
connection, WIFI, and cloud server.

Camm,

D Ethernet

- PC Connection
“= 0 Cloud Server Sefting

ﬁ Metwork Diagnosis

Network Settings

When the device needs to communicate with a PC over the Ethernet, you need to configure network settings
and ensure that the device and the PC are connecting to the same network segment.

Select Ethernet on the Comm. Settings interface.

Ethernet
IF Address
192.168.163.201

Subnet hask

£55.255.255.0
Gateway

192.168.163.1
DM

114114114114
TCP COkM Port

4370
DHCP
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Item Descriptions
The factory default value is 192.168.1.201. Please set them according to the
IP Address o
actual network situation.
The factory default value is 255.255.255.0. Please set them according to the
Subnet Mask o
actual network situation.
DNS The factory default address is 0.0.0.0. Please set them according to the actual
network situation.
The f; fault value is 4370. PI h i h I
TCP COMM. Port e acto.ry de:\ ault value is 4370. Please set them according to the actua
network situation.
DHCP Dynamic Host Configuration Protocol helps in dynamically allocating IP
addresses for clients via server.
Display in Status Bar To set whether to display the network icon on the status bar.

5.2 PC Connection

To improve the security of data, please set a Comm Key for communication between the device and the PC.

The connection password needs to be entered before the device can be connected to the PC software if a

Comm Key is set.

Select PC Connection on the Comm. Settings interface to set Comm Key.

P Connection

Cevice D

Descriptions

Item
The default password is 0, which can be changed later. The Comm Key may
Comm Key . L
contain1-6 digits.
It is the identification number of the device, which ranges between 1 and 254. If
Device ID the communication method is RS232/RS485, you need to input this device ID in
the software communication interface.
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5.3 Cloud Server Setting

The Cloud Server setting option helps to set different configurations used for connecting with the ADMS

server.

Select Cloud Server Setting on the Comm. Settings interface.

Cloud Jerver Setting

Enable Domain MName

Server Address

0.0.0.0

Server Port

8031

Enable Prowy Server

HTTPS

Item

Enable Domain

Server Address
Name

Description

When enabled, the domain name mode “http://..." is used, such as
http://www.XYZ.com, while “XYZ" denotes the domain name.

Disable Server Address

The IP address of the ADMS server.

Domain Name Server Port

Port used by the ADMS server.

Enable Proxy Server

When a proxy is enabled, you need to set the IP address and port
number of the proxy server.

HTTPS

It is an HTTP channel with security as its goal. Based on HTTP,
transmission encryption and identity authentication ensure the
security of the data transmission process.
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6 System Settings

It helps to set related system parameters to optimize the performance and usability of the device.

Select System on the main menu interface.

(@) Fingerprint

Heset

USB Upgrack

6.1 Date and Time

Select Date Time on the System Setting interface.

Item

Manual Date and Time

Cate Time
Zd-Hour Time

Cate Format
Y -hIhA-00

Descriptions

Can set date and time manually and click [M/OK] to save.

24-Hour Time

The device displays 24-Hour time format, when enabled.

Date Format

Select the date format.
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Note:

When restoring the factory settings, the time (24-hour) and the date format (YYYY-MM-DD) can be restored
to default, but the device date and time cannot be restored.

For example, the user sets the time of the device (18:35 on March 15,2019) to 18:30 on January 1, 2020. After
restoring the factory settings, the time of the device will remain 18:30 on January 1, 2020.

6.2 Attendance Setting
Select Attendance on the System interface to alter the attendance rules as required.

Attendance

Duplicate Punch Period(m)

Attendance Log Alert

a9
Periodic Del of ATT Data
a9
Authentication Timeout({s)
3

Face comparison interval(s)

Item Description

Duplicate Punch Within a set time (unit: minutes), the duplicated attendance logs will not be
Period (m) reserved (value ranges from 1 to 999999 minutes).

When the remaining storage is smaller than the set value, the device will
Attendance Log Alert | automatically alert users to the remaining storage information. It can be
disabled or set to a value ranged from 1 to 9999.

The number of attendance logs allowed to be deleted at once when the

Periodic Del of ATT . . ) .
maximum storage is attained. It can be disabled or set to a value ranged from

Data

1 to 999.
Authentication The time interval for which the "Successful Verification" message displays.
Timeout(s) Valid value: 1~9 seconds.
Face comparison To set the time interval for facial template matching as required.
Interval(s) Valid value: 0~9 seconds.
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6.3 Face Parameters

Select Face option on the System interface.

Face
1:1 Threshold Walue

ob
1:1 Threshold “alue tR:.con::\en:e:id
. FRR FAR matching thresholds
Face Enrollment Threshold 1:N 1:1
o High Low 85 80
Face Pitch Angle
a0 Medium | Medium 82 75
Face Rotation Angle
Low High 80 70
Pt
Image Guality
70

Item Description

Under 1:N verification mode, the verification will only be successful when the
similarity between the acquired facial image and all registered facial templates
1:N Threshold is greater than the set value.

Value The valid value ranges from 0 to 100. The higher the thresholds, the lower the
misjudgement rate and higher the rejection rate, and vice versa. The default
value of 75 is recommended.

Under 1:1 verification mode, the verification will only be successful when the
similarity between the acquired facial image and the facial templates enrolled in

the device is greater than the set value.
1:1 Threshold Value
The valid value ranges from 0 to 100. The higher the thresholds, the lower the

misjudgement rate and higher the rejection rate, and vice versa. The default
value of 63 is recommended.

During face enrolment, 1:N comparison is used to determine whether the user

has already registered before.
Face Enrollment
Threshold When the similarity between the acquired facial image and all registered facial

templates is greater than the set threshold, it indicates that the face has already
been registered.

It is the pitch (top to bottom and vice-versa) angle tolerance of a face for facial
registration and comparison.

Face Pitch Angle If a face’s pitch angle exceeds the set value, it will be filtered by the algorithm,
i.e., ignored by the terminal and no registration or comparison interface will be
triggered.
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It is the rotation angle tolerance of a face for facial template registration and

comparison.
Face Rotation

Angle If a face’s rotation angle exceeds this set value, it will be filtered by the algorithm,

i.e., ignored by the terminal and, no registration and comparison interface will
be triggered.

Image Qualit It sets the image quality for facial registration and comparison. The higher the
9 y value, the clearer the image required.

It is required for facial registration and comparison. If an object’s size is smaller

than this set value, it will be filtered and not recognized as a face.

This value can be understood as the face comparison distance. The farther the

Minimum Face Size | person is, the smaller the face will be, and the smaller the face pixel will be
obtained by the algorithm. Therefore, adjusting this parameter can adjust the
furthest comparison distance of faces. When the value is 0, the face comparison
distance is not limited.

LED Light Trigger It controls the turning on and off of the LED light. The larger the value, the more
Value frequently the LED light will be turning on.

It is the measurement of the amount of change in a camera’s field of view that
qualifies as potential motion detection that wakes up the terminal from standby
to the comparison interface. The larger the value, the more sensitive the system
would be, i.e., if a higher value is set, the comparison interface is much easily and
frequently triggered.

Motion Detection
Sensitivity

It detects a spoof attempt by determining whether the source of a biometric

Live Detection . . . . L S
sample is a live human being or a fake representation using visible light images.

Live Detection It helps to judge whether the visible image comes from an alive body. The larger
Threshold the value, the better the visible light anti-spoofing performance.

Anti-spoofing using | It uses near-infrared spectra imaging to identify and prevent fake photos and
NIR videos attack.

Wide Dynamic Range (WDR) balances light and extends image visibility for
WDR surveillance videos under high contrast lighting scenes and improves object
identification under bright and dark environments.

It is used when WDR is not on. It helps reduce flicker when the device’s screen

Anti-flicker Mode flashes at the same frequency as the light.

Face Algorithm Facial algorithm related information and pause facial template update.

Note:

Improper adjustment of the exposure and quality parameters may severely affect the performance of the
device. Please adjust the exposure parameter only under the guidance of the after-sales service personnel
of our company.
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6.4 Fingerprint Parameters

Select Fingerprint option on the System interface.

Fingerprint
1:1 Threshold Yalue
15 ]
1:N Threshold Value Recommended matching
o FRR FAR thresholds
FP Sensar Sensitivity 1:N 1:1
Low o
1:1 Retry Attempts Hig Low 45 25
3 Medium | Medium 35 15
Fingerprint Image
Always show Low High 25 10

Item Descriptions

1:1 Threshold Under 1:1 verification method, the verification will only be successful when the similarity
V.alue between the acquired fingerprint data and the fingerprint template associated with the
entered user ID enrolled in the device is greater than the set threshold value.
1:N Threshold Under 1:N verification method, the verification will only be successful when the similarity
V.alue between the acquired fingerprint data and the fingerprint templates enrolled in the
device is greater than the set threshold value.
To set the sensibility of fingerprint acquisition. It is recommended to use the default level
FP Sensor “Medium” in normal conditions. When the environment is dry, resulting in slow
Sensitivit fingerprint detection, you can set the level to “High” to raise the sensibility; when the
y environment is humid, making it hard to identify the fingerprint, you can set the level to
llLowll.
1:1 Retry In 1:1 Verification, users might forget the registered fingerprint, or press the finger
Attempts improperly. To reduce the process of re-entering user ID, retry is allowed.
To choose whether to display the fingerprint image on the screen during fingerprint
enrolment or verification. Four choices are available:
Show for enrol: To display the fingerprint image on the screen only during enrolment.
Fingerprint . . L . I
Imaggep Show for match: To display the fingerprint image on the screen only during verification.
Always show: To display the fingerprint image on the screen during enrolment and
verification.
None: Not to display the fingerprint image.
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Factory Reset

Restore the device settings to their factory state, such as communication settings, system settings, etc.
(Do not clear registered user data).

Select the Reset option on the System interface. Select OK to reset.

System

Cate Time
Attendance
Face

@ Fingerprint

ReszetYRestant

Ik

Cancel

USB Upgrade

Insert the U disk with upgrade file into the device’s USB port, and in the initial interface, press [M/OK] >
System > USB Upgrade to complete firmware upgrade operation.

Select USB Upgrade option on the System interface.

System

Crate Time
Attendance
Face
Fingerprint
Heszet

V) uss upgrace

Note: If an upgrade file is needed, please contact our technical support. Deny firmware upgrade under

normal circumstances.
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7 Personalize Settings

You may customize interface settings under this option.

Select Personalize option on the main menu interface.

Personalize
Woice
. Bell Schedules

Punch State Cptions

shortocut Key bMappings

7.1 Interface Settings

You can customize the display style of the main interface.

Select User Interface option on the Personalize interface.

Uzer Interface

Language
English
Menu Screen Timeout(s)
=10
Ide Time To Slide Show(s)
=]
Slide Show Intensal(s)
30
Ide Time To Sleepm)
Disabled
Item Description
Wallpaper To select the main screen wallpaper according to your personal preference.
Language To select the language of the device.
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When there is no operation on the device, and the time exceeds the set value, then
Menu Screen . . . s .
Timeout (s) the device will automatically go back to the initial interface. You can disable the
function or set the value between 60 and 99999 seconds.
. . When there is no operation on the device, and the time exceeds the set value, a
Idle Time To Slide . .
slide show starts to play. It can be disabled, or you may set the value between 3 and
Show (s)
999 seconds.
Slide Show It refers to the time interval for switching slide show pictures. The function can be
Interval (s) disabled, or you may set the interval between 3 and 999 seconds.
. If sleep mode is activated when there is no operation, the device enters standby
Idle Time to Sleep ) ) . .
(m) mode. Press any key or finger to resume normal working mode. You can disable this
function or set a value within 1-999 minutes.
Main Screen Style | To select the main screen style according to your personal preference.

7.2 Voice Settings

Select Voice on the Personalize interface.

Woice

Woice Prompt
Keyboard Prompt

Yalume

Fit.

Item Description

Select whether to enable voice prompts during operating, press [M/OK] to enable

Voice Prompt it

Select whether to enable keyboard voice while pressing keyboard, press [M/OK] to

Touch Prompt enable it

Adjust the volume of device. Press B> key to increase the volume, press d key to

Volume
decrease the volume.
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Bell Schedules Settings

Many companies choose to use the bell to signify on-duty and off-duty time. When reaching the scheduled
time for the bell, the device plays the selected ringtone automatically until the ringing duration passes.

Select Bell Schedules option on the Personalize interface.

Personalize

User Interface
Yoice

"\ Bell Schedules

E Punch State Cptions

ool Shortout Key MMappings

Add a Bell

Select New Bell Schedules option on the Bell Schedules interface. Press [M/OK] Bell Status to enable the

bell status.
Bell Schedules Mew Bell Schedule
Mew Bell Schedule Bell Status
All Bell Schedules Bell Time
Fepeat
Mewver
Ring Tone
belldl waw

Internal bell delay(s)

You can manually set the date and time and press [M/OK] to save.

Set repeat, select a ring tone, and select the internal bell delay.
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©  EditBell

On the All Bell Schedules interface, select the bell item to be edited.

All Bell Schedules 18:00

Delete
12:00 d

Select Edit to edit the bell schedule time. The editing method is the same as that of a new bell.
©  Delete a Bell

On the All Bell Schedules interface, select a bell item to be deleted.

18:00 All Bell Schedules

- _

Are you sure to execute?

N —

| = |

Select Delete and select [Yes] to delete the bell schedule.
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7.4 Punch States Options

Select Punch State Options on the Personalize interface.

Funch State Cptions
Punch State Mode=
Manual and &utc Moo=

Funch State Timeoutis)

Funch State Heguired

Item Description

Select a punch state mode under this menu option. The options are:

Off: Select this to keep the punch state key function disabled. The punch state
key set under the Shortcut Key Mappings menu becomes invalid.

Manual Mode: Select to switch the punch state key manually, and the punch
state key disappears after Punch State Timeout.

Auto Mode: To make this mode work correctly, the switching time of the
punch state key needs to be set in the Shortcut Key Mappings. After that, the
Punch State Mode punch state is automatically fetched by the device according to the switching
time in the Shortcut Key Mapping.

Manal and Auto Mode: In this mode, the main interface displays the auto-
switching punch state key, meanwhile supports manual switching of the
punch state key. After the timeout, the manual switching punch state key
becomes an auto-switching punch state key.

Manual Fixed Mode: In this mode, the punch state key remains unchanged
until it is switched manually next time.

Fixed Mode: It only displays the fixed punch state key, and it cannot be

switched.
Punch State It is the time for which the punch state displays. The value ranges from 5~999
Timeout(s) seconds.

Select whether an attendance state needs to be selected after verification.
Punch State Required | ON: Attendance state needs to be selected after verification.

OFF: Attendance state need not requires to be selected after verification.
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Shortcut Keys Mappings

Shortcut keys can be defined as punch state keys or menu function key. When the device is on the main
interface, pressing the set shortcut key will display the attendance state or enter the menu operation
interface.

Select the Shortcut Key Mappings option on the Personalize interface.

Shortout Key Mappings Up Key
Up Key Punch State Value
Sheck-In 1]
Down Key Function
Check-Out Punch State Options
Left Key Mame
Cvartimea-ln Check-In
Hight Key
Cvertime-Out
ESCI-= Key
Uncefined

WA -] Key
Undefined
To set Auto-Switching Time:
Choose any shortcut key and select Punch State Options in Function to set the auto-switching time.

Auto Switch: A different time interval is set for different Punch State options. When a set time reaches, the
device switches its attendance state automatically.

Note:

When the shortcut key is set to Punch State Key, but OFF mode is selected in the Punch State Mode
(Personalize > Punch State Options > Punch State Mode > Select OFF), then the shortcut key will not be
enabled.
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Data Management

It helps to delete the relevant data in the device.

Select Data Mgt. option on the main menu interface.

Data kgt

m Celete Data

Delete Data

Select Delete Data option on the Data Mgt. interface.

Celete Data

Delete Attendance Data
Delete All Data

Delete Admin Role
Celete \Wallpaper

Celete Screen Savers
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Item Description

Delete Attendance Data | To delete all attendance data in the device.

Delete All Data To delete information and access records of all registered users.
Delete Admin Role To remove administrator privileges.

Delete Wallpaper To delete all wallpapers in the device.

Delete Screen Savers To delete the screen savers in the device.

Note: When deleting the access records, attendance photos, or blacklisted photos, you may select Delete
All or Delete by Time Range. Selecting Delete by Time Range, you need to set a specific time range to
delete all data with the period.

Celete Atendance Data Start Time

Delete by Time Hange

A fadadiadiald

EER | 12 30 oo 0o

A A

Y M DD HH bl

Canfirm (D) Cancel (ESC)

Select Delete by Time Range Set the time range and select Confirm(OK).
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Department Management

Establishing an organizational structure of the company and arranging departments shift is necessary to
view the department information of the device. In this menu option, you can add, edit, or remove a

department.

Select Department on the main menu interface.

Department hanagement

U3 Add Dept

=1 Dept. Lists

Add a Department
Select Add Dept. and press [M/OK] to enter.

Add Dept,
Cept, Mame

Dept.Shifting
Shift 1
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Select Dept. Name and enter the department name using the T9 input method.
Cept. Mame

Flease input

Right key to switch input
method, Left key to back space

Canfirm (2] Cancel (ESC)

Select the Dept. Shifting of the department.
Cept.3hifting

Shift 1
O shiftz
(O Custom 1
() Custom 2
(O Custom 3
( Custom 4

Note:
1. The equipment will automatically assign numbers to departments, starting from 1 and so on.

2. Dept. Shift: Select the shift attendance used by all users of the department. Shifts can be set in Shift
set > Shifts setting, with a maximum of 24 shifts set by default. Refer to Shift Set section.
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Edit a Department

There are 8 departments in the device by default. You can edit the department name and department shift,
but you cannot delete them. In addition to the 8 default departments, additional departments can be edited
and deleted.

Cepartment hManagement

P9 Add Dept.

= Dept. Lists

Select Dept. Lists and press [M/OK] to enter.

Dept. Lists

1
Compary

z
Executive Dept.

3
aales

il
Financial Dept,

5
Production

B

Purchasing Dept.,

Select a department to edit and press [M/OK] to enter.

Edit Dept.
Dept. Mame
Comparny
Cept.Shifting
Shift 1

Modify Dept. Name and Dept. Shifting and press [M/OK] to save.

The editing of the department is the same as of Add Dept.
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9.3 Delete a Department

It helps to remove one or more department as required.

Cepartment kanagement

Add Dept.

1. Select Dept. Lists and press [M/OK] to enter.

Cept. Lists

4
Financial Dept.

5
Production

G
Furchasing Dept.

7
Custom 1

g
Custom 2

2. Select a department to delete and press [M/OK] to enter.

Sale

Edit

Are you sure?

N —

| e |

3. Select Delete and press [M/OK].

Note: Only departments other than the 8 default departments in the device can be deleted.
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Shift Set

Set attendance rules, number of shifts to be used, and schedule employees.

Select Shift Set option on the main menu interface.

Shift Set

| Attendance Rule

-1 Shift Setting

ﬂ schedule

Attendance Rule

All attendance statistics are conducted according to the attendance rules. Therefore, the staff attendance
rules need to be set first, including late, early leave calculation method, and scheduling type. Once the
attendance rules are set, it is not recommended to modify them frequently as it may affect the result of
attendance calculation and may cause chaos in the scheduling if it is modified in the middle of the month.

Select Attendance Rule on the Shift Set interface.

Attendance Bule
Count Late On-duty

Disabled
Count Leave Offduty
Disahled
aSchedule Type
Dept.Shifting
Default Shift
Shift 1
AT On-duty
SN On-duty
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Item Descriptions

Set a time after which the lateness calculation for an employee should start.

Count Late On-dut . . . .
y Ifitis disabled, the lateness calculation starts with the start of working hours.

Set a time before which the early leave calculation for an employee should

Count Leave Off-duty start. If disabled, it is calculated with respect to the end of the working hours.

The device supports both department and individual-based scheduling.

If a company uses one timetable, then only one department needs to be set
and department-based scheduling is recommended.

Schedule Type If the departments have their respective timetables, department-based
scheduling is recommended.

If employees may take different shifts, individual-based scheduling is
recommended.

When individual-based scheduling is used, the default shift applies to all the

Default Shift non-scheduled employees.
SAT On-duty Enable whether to work normally on Saturdays.
SUN On-duty Enable whether to work normally on Sundays.

10.2 Shift Setting

Select Shift Setting on the Shift set interface.

Shift Set

B Aftendance Rule

Schedule

Select a Shift on the list, and press [M/OK].

Select Shift
MNo: 2 3hift 2
Mo: 3 Custom 1

Mo: 4 Custom 2

Mo: &5 Custom 3

Q
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Use the T9 input method to enter "Shift Name” and set the required start and end times.

shift Setting (Mo:01)

Shift Mame
Shift 1
Time 1
0300 13:00
Time 2
aT

Note: The device supports a maximum of 24 shifts including two default shifts (Shift 1 and Shift 2). All the
shifts are editable, and a single shift includes three-time ranges at most.

Schedule

The shifts should be set based on the actual condition of a company. If no shift is set, the system makes
attendance calculations based on default shifts set in attendance rules.

Select Schedule on the Shift Set interface.

Shift Set

| Attendance Rule

N Shift Setting

ﬂ schedule
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Department-based Scheduling

Select Shift Set > Attendance Rule > Schedule Type > Dept. Shifting to schedule shift for a department.

Cept.3hifting shift Mame

Comparry

Shift 1
Shift 1 '

Executive Dept.

O shift 2

Shift 1
Sales St (O Custom 1
Financial Dept. . OCustUm 7
Production . (I Custom 3
Purchasing Dept. . (O Custom 4

When a shift is selected for a department, it is implemented for all the members of the department.

Individual-based Scheduling

Select Shift Set > Attendance Rule > Schedule Type > Personal Shift to schedule shift for an individual.
1. Add Schedule

Press [M/OK] to enter Schedule interface and select Add Personal Shift.

Personal Shift
Add Personal Shift

Personal Shift Lists

Enter an ID. The device automatically displays the name. Select Shift Name and then press [M/OK].

Add Personal Shift

User IO
1
Mame
flike
Shift Mame
Shift 1

Press [ESC] to exit and save.
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2. EditSchedule

Enter the Personal Shift Lists for editing when the scheduling of individual employee needs to be adjusted.

1) Select Personal Shift Lists on the Personal Shift interface.

Personal Shift
Add Personal Shift

2)  Select a scheduled user and press [M/OK].

Select Personal Shift
2 [Liky)
Shift 1

Q

3)  Select Edit, press [M/OK] to enter and modify the "Shift Name" of the user.

Mike (Shift 1)

Celete

Note: The User ID cannot be modified. The other operations are the same as those performed to add a shift.
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3. Delete a shift
Go to the Personal Shift Lists, to delete an employee's schedule that is no longer required.

1) Select Personal Shift Lists on the Personal Shift interface.

Personal Shift
Add Personal Shift

2)  Select a scheduled user and press [M/OK].

Select Personal Shift

2 (Lily)
Shift 1

Q

3)  Select Delete, press [M/OK], and choose “OK” to delete the Shift successfully.

Mike (Shift 1)

Edit

Are you sure to delete?

——

| Cancel |
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Report

This menu item allows you to download statistical reports of attendance or attendance setting reports to a
USB flash drive or SD card. You can also upload attendance setting reports with defined shifts and
employees' schedules. The device gives priority to the schedules in an attendance setting report.

Select Report on the main menu interface.

Report

B Download Att Report
% Download Att. Setting Report
| Upload Att, Setting Feport

s 1§ Setting

Note: First insert the USB flash drive into the USB slot of the machine, and then enter the main menu to
perform the related operations of the Report.

Download Att. Report
Select Download Att. Report and press [M/OK].

Report

E Download At Report
- Download Att. Setting Report
A Upload At Setting Report

e 8 Setting
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Set the on-duty time and press [M/OK].

On-duty
Z0zo-12-m
Fe % i i
2020 12 01
- v v
Y Pl oo
Canfirm (2] Cancel (ESC)
Set the off-duty time and press [M/OK].
Off-duty
Z0zo-12-311
F % i i
2020 12 31
- v v
Y Pl oo
Canfirm (OK) Cancel (ESC)

When Data download succeeds, Press [M/OK] to take out the USB disk or SD card. The SSRTemplateS.xls
gets stored in the USB disk or SD card. The Schedule Information, Statistical Report of Attendance,
Attendance Record Report, Exception Statistic Report, and Card Report can be viewed on a PC. The following

reports show the preceding information:

To make reports more understandable, a report containing two-day attendance records of four employees
is provided as an example.
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Schedule Information Report: The report allows you to view schedule records of all employees.

Schedule Information Report
Stat.Date:  2020-08-01 ~ 2020-0815 Special shifts'25-Ask for lzave, 26-0ut. Mull-Holiday
D MName |Department :1: 2
1 Joe company | 1| 1
2 David company 11
3 Iark company | 1| 1
4 Tom company 11

Statistical Report of Attendance: The report allows you to query the attendance of each personin a

specified period. Salaries can be calculated directly based on this report.

Stat Date: 2020-08-01~2020-08415

Statistical Report of Attendance

Work hour Late Leavecarly | Overtime hour Out |Absen| AFL Additem payment Deguction payment
D Name Real pay Note
Normal [Real | Times | Wi [ Times | Min [wemssy | Holigay | ¢ ) |(Day) [tDay) | (Day) | Label | oOvertime | Subsidy [LatelLeave] AFL  [cumsymen
1 Joe company 18:00 17:50 0 0 1 10]o0:00 o000 [} 0 0
2 David__[company 18:00 17:48) 1 12 [} ofon:00 [oo:00 [} 0 0
3 Wark__[company 18:00 08:50 1 5 1 10]00:00 [oo:00 |22 0 0 0
4 Tom  |company 18:00 18:00 0 0 [} ofon:00 Joo:oo [zi2 [ 0 0

Note: The unit of Work hour and Overtime hour in the Statistical Report of Attendance is HH: MM. For

example, 17:50 indicates that the on-duty time is 17 hours and 50 minutes.

Attendance Record Report: The report lists the daily attendance records of all employees within a

specified period.

Att. Time 2020-08-01~2020-08-15

Attendance Record Report

Tabulatior 2019-08-15

i 2 R I A LI rrrr1r i T [ T 1
D. 1 MName. Joe Dept..  company
7:28 (0754
12:25 [12:56
12:21 (1251
Name: |David Dept..  company
MName:  Mark Dept - company
Name: |Jack Dept..  company

Exception Statistic Report: The report displays the attendance exceptions of all employees within a
specified period so that the attendance department handles the exceptions and confirm them with the

employees involved and their supervisors.

Exception Statistic Report

Stat.Date 2020-01-01 ~ 2020-0815
Firzst time zone Second time zone Late Leave Ahsence .
b Name Department Date on-duty | Ofi-duty | On-duty | Off-duty | time{Min) | early(Min} | (Min) Total{Min) Note
1 Joe company 2019-08-01 |07:26  [17:50 0 10 0 10
2 David company 2019-08-02 |0912  |18:52 12 0 0 12
3 Mark company 2019-08-01 |07:50 [17:50 0 10 0 10
4 Tom company 2019-08-02 |09:05 5 0 535 540
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Card Report: The report can substitute for clock-based cards and can be sent to each employee for

confirmation.
Card Report

Att Date:  2020-08-01 ~ 2020-08-15 Tabulation: 2020-08-15
Dept. company rlamgl Joe Dept. company Hame‘ David Dept. campany r-lamel Mark
Date |2020-08-01~2020-08-15 D | 1 Date |2020-08-01 ~2020-08-15 D ‘ 2 Date |2020-08-01 ~ 2020-08-15 D | 3
Ahsen| &FL | Qut | On- | OvertimsiH Late Leave earl Absen| AFL | Qut | On- | Overtime(H) Late Leave early ||absen| AFL | Qut | On- | Qvertime(d Late Leave early
DY) | D) D2y} duty [omca[moee [Tames]] (Mim) [Tmes]] Qin) || 030 |©ay)|iDay)] duty [Samea o [rimes] imy | Tmes) [ iy || 102 | ©ay)| Day)] ity [ [mores [mes]] (imy | crmes ] iy

o Jo o] z2foofoo] o | 0 1 o oo 2Toofon]| 1] 12 I o oo z2fooTon] 1] = 1| 10

ort ort
Firsttime zone ime zone Overtime Overtime ime zone Qvertime

€ | On-duty -duty | Off-duty | Check-In | Check-Out| -duty | Check-In | Check-Out| -duty | Off-duty | Check-In | Check-Out|
1FEE| 0726 B
DZMAR| 07:54 WAR

Download Att. Setting Report

If shifts are complex or the shifts of a person are not fixed, it is recommended that the attendance setting
report be downloaded and shifts and schedules be set for employees in the attendance setting report.

Select Download Att. Setting Report and press [M/OK].

Report Download At Setting Report

E Download At Report
. Download Att. Setting Report

N Upload Att, Setting Report

“o ) Setting

Data download succeed

Open the setting "AttSettingE.xls" in the USB disk or SD card on a PC. Set the Shift in the Attendance setting
report. The shifts that have been set on the attendance machine shall be displayed. (For more details, see

Shift Setting. You can modify the 24 shifts and add more shifts. After modification, the shifts shall prevail on
the attendance machine.
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Attendance Setting Report
Shift
MNumbe First time zone Second time zone Cvertime

r On-duty | Off-duty | On-duty || Off-duty || Check-In [Check-Out
1 9:00 18:00

2 9:00 12:00 13:30 18:00

3 9:00 12:00 13:30 18:00

4 9:00 12:00 13:30 15:00

5 9:00 12:00 13:30 18:00

6 9:00 12:00 13:30 18:00

7 9:00 12:00 13:30 18:00

3 9:00 12:00 13:30 18:00

9 9:00 12:00 13:30 15:00

10 9:00 12:00 13:30 18:00

i 9:00 12:00 13:30 18:00

12 9:00 12:00 13:30 18:00

13 9:00 12:00 13:30 18:00

14 9:00 12:00 13:30 15:00

15 9:00 12:00 13:30 18:00

16 9:00 12:00 13:30 18:00

17 9:00 12:00 13:30 18:00

15 9:00 12:00 13:30 18:00

19 9:00 12:00 13:30 15:00

20 9:00 12:00 13:30 18:00

2 9:00 12:00 13:30 18:00

22 9:00 12:00 13:30 18:00

23 9:00 12:00 13:30 18:00

24 9:00 12:00 13:30 15:00

Set a schedule setting report

€, 2

Enter the On-duty and Off-duty time in the
corresponding columns, where the First time zone
shall be the On-duty or Off-duty time of Time 1 of
Shift Setting, and the Second time zone shall be the
On-duty or Off-duty time of Time 2.

For the correct schedule time format, see "What is
the correct time format used in the setting reports"
in the "Self-Service Attendance Terminal FAQs."

- J

Enter the ID, Name, and Department respectively on the left of the Schedule Setting Report. Set shifts for

employees on the right of the Schedule Setting Report, where shifts 1-24 are shifts to set the Attendance
Setting Report. Shift 25 is for leave and Shift 26 is for out.

Special shifts:25-Ask for leave, 26-Out, Null-Holiday

Schedule Setting Report

Schedule date

2020-31

1123|456 9|10 1112 (13| 1415|1617 15[ 19|20 21| 22| 23|24 |25|26)|27|28|29|30| 31
D MName Department | Card number
THU | FRI | SAT | SUN [MON| TUE |WED | THU | FRI | SAT |SUN M| TS T T N MON | T hl T N N T T = T
1 Joe company
2 David company
3 Iark company
4 Jack company
Notes:

1. The shifts of only 31 days can be arranged in one schedule setting report. For example, if the scheduling

date is 2020-1-1, the schedule setting report contains the schedules of 31 days after 2020-1-1, that is,
scheduled from 2020-1-1 to 2020-1-31. If the scheduling date is 2020-1-6, the schedule setting report
contains the schedules of 31 days after 2020-1-6, that is, scheduled from 2020-1-6 to 2020-2-5.

2. If no schedule setting report is set, all employees use Report 1 by default from Monday to Friday.

Upload Att. Setting Report

After setting the attendance setting table, save the “Setting Report.xls” to the USB flash drive and reinsert

the USB flash drive into the USB slot of the device.
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Select Upload Att. Setting Report on the Report interface and press [M/OK].

Feport Upload At Setting Report

E Download Attt Beport
| | Download Att, Setting Report

. Upload Att, Setting Report

=
n pg——

s 1 Setting

Data upload succeed

After uploading, remove the USB disk or SD card. At this time, the employee information, shift, and
department in the setting report can be viewed respectively by the Management User, Shift Number, and
Department available in the device. Or the above information and scheduling information can be seen in
the standard download report.

Note: If the schedule time format is incorrect, Re-upload the attendance setting report after modification.

Setting

Set whether to synchronize the card report and distinguish the device ID when downloading the attendance
report.

Select Setting on the Report interface and press [M/OK].

Fepart Setting

=yne Card List
E Cownload At Report

M.
| Download Att. Setting Report

N Upload Att, Setting Report

-+ Setting
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Access Control

Select Access Control on the main menu interface.

Pooess Control

Pocess Control Options

Access Control Options

To set the parameters of the control lock of the terminal and related equipment.

Select Access Control Options on the Access Control interface.
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Item Description

Door Lock Delay | The length of time that the device controls the electric lock to be unlocked. Valid
(s) value: 1~10 seconds (0 second represents disabling the function).

If the door is not closed and locked after opening for a certain duration (Door Sensor
Door Sensor ) ) .

Delay), an alarm will be triggered. The valid value of Door Sensor Delay ranges from 1 to
Delay (s)

255 seconds.

There are three types of Door Sensor: None, Normal Open, and Normal Closed.
Door Sensor
Type None means door sensor is not in use; Normal Open means the door is always opened

when powered; and Normal Closed means the door is always closed when powered.

When the state of the door sensor is inconsistent with that of the door sensor type,
Door Alarm . . s N

alarm will be triggered after a certain time. This time is the Door Alarm Delay (the
Delay (s)

value ranges from 1 to 999 seconds).

To transmit a sound alarm or disassembly alarm from the local. When the door is
Speaker Alarm e e

closed, or the verification is successful, the system cancels the alarm from the local.
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13 USB Manager

Upload or download data between the device and the corresponding software using a USB disk.
Before uploading/downloading data from/to the USB disk, insert the USB disk into the USB slot first.

Select USB Manager on the main menu interface.

LISE Manager
E Upload

E Cownload Options

13.1 USB Download
Select Download on the USB Manager interface.

Download

User Data

Item Description

Attendance Data Import all the attendance data from the device to a USB disk.

Import all the user information, fingerprints, and facial images from the device to a

User Data USB disk.
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13.2 USB Upload

Select Upload on the USB Manager interface.

Upload
Wallpaper
User Data

Item Description

To upload all screen savers from USB disk into the device. You can choose [Upload
Screen Saver selected picture] or [Upload all pictures]. The images display as screensaver on the
device’s main interface after upload.

To upload all wallpapers from USB disk into the device. You can choose [Upload

Wallpaper selected picture] or [Upload all pictures]. The images display as wallpaper after
upload.
User Data Upload the message stored in a USB disk to the terminal.

13.3 Download Options
Select Download Options on the USB Manager interface.

Cownload Options

Celete ATT Data

Click [M/OK] to enable or disable the [Encrypt Attendance Data] and [Delete ATT Data] options.
With Encrypt Attendance data-enabled, the data downloads with encryption for better security.

Delete ATT Data deletes all the attendance data.
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Attendance Search

When the identity of a user is verified, the record is saved on the device. This function enables users to check
their access records.

Select Attendance Search on the main menu interface and input the User ID. The interface is shown below.

1) Enter the user ID to be searched and select 2) Select the time range for the records you
OK. If you want to search for records of all want to search.
users, select OK without entering any user ID.

User 1D Time Range
Flease Input{query all data without Today
input)
'C:}'“r’esterrdayf
() This week
() Lastweek
() This month
Canfirm (Ok) Cancel (ESC) O Last month
3) The record search succeeds. Select the 4) The below figure shows the details of the
record in green to view its details. selected record.
Personal Record Search Personal Record Search
12-219 oy 1 Mdike 12-29 153:54
1 15:54 13:53 1547 1 ke 12-29 15353
15:39 153:537 15:36 1 Mdike 12-29 1547
1535 1 Mdike 12-29153:39
1 rdike 12-29 153:37
1 rdike 12-29 15:36
1 rdike 12-29 15:35
Pray - <  Mest - -= Yerification Mode : Password
Details - Ok Punch State : 255
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15 Autotest

The auto test enables the system to automatically test whether the functions of various modules are working
normally, including the LCD, voice, sensor, keyboard, and clock tests.

Select Autotest option on the main menu interface.

Autotest

E Test Keyboard

Test Fingerprint Sensaor

n Test Face

Test All To automatically test whether the LCD, audio, camera and RTC are working normally.

To automatically test the display of the LCD screen by displaying all the color bands
Test LCD including pure white and pure black to check whether the screen displays the colors
accurately.

To automatically test whether the audio files stored in the device are complete and

Test Voice . o

the voice quality is good.

The terminal tests whether every key on the keyboard works normally. Press any key
Test Kevboard on the [Keyboard Test] interface to check whether the pressed key matches the key

y displayed on the screen. The keys are displayed as dark grey before and turn blue

after pressed. Press [ESC] to exit the test.

The terminal automatically tests whether the fingerprint collector works properly by
Test . . s
Fi int checking whether the fingerprint images are clear and acceptable. When the user
Smgerprm places his/her finger in the fingered guide, the collected fingerprint image displays

ensor on the screen in real-time. Press [ESC] to exit the test.

To test if the camera functions properly it checks the photos taken and determines if

Test Face

they are clear enough.

To test the RTC. The device checks whether the clock works normally and accurately
Test Clock RTC | with a stopwatch. Touch the screen to start counting and press it again to stop
counting.
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16 System Information

With the system information option, you can view the storage status, the version, and firmware information

of the device.

Select System Info on the main menu interface.

System Info

Device
Capacity

Displays the current device's user storage, password, fingerprint and face storage,
administrators, and attendance records.

Device Info

Displays the device's name, serial number, MAC address, face algorithm version
information, fingerprint algorithm version information, platform information, and
MCU version.

Firmware Info

Displays the firmware version and other version information of the device.
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Appendix

Self-Service Attendance Terminal FAQs

1. Does self-service attendance terminal support scheduling based on every other day?
A: No.
2. Can the setting records downloaded from the device be edited on WPS software?

A: Yes. Setting records are supported in Microsoft Office 2003, Microsoft Office 2007, and WPS Office 2012
Personal.

3. What is the attendance calculation flow adopted by the self-service attendance terminal?
A: SSR attendance calculation flow.

YN
( Start )
e/

v

Obtain the EXCEL
schedule record.

|

Attendance rules] is
the individual-based
cheduling adopted?

NO> Obtain information about > Obtain department

the department. schedules.

Does the EXCEL
schedule record exist?

Yes
v

Obtain individual
schedules.

[Attendance rules] Obtain
default shifts.

Do department
schedules exist ?

Do individual

schedules exist ? —NO

NO—>

\ 4

[Attendance rules] Obtain the rule concerning whether Yes
Yes___, Saturday is a work day. Obtain the rule concerning —
whether Sunday is a work day.

Yes \ 4

Make attendance
calculations.

\ 4
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4. How to calculate special overtime hours?
The following cases are deemed special overtime:

a) When an EXCEL schedule record exists and attendance reports are used for attendance calculation,
there are check-in and check-out records though there is no schedule (or rest is arranged) for the

current date.

b) When no EXCEL schedule record is available, there are check-in and check-out records though Saturday

and Sunday are non-working days.

Overtime hours refer to the duration counted from the first check-in time to the last check-out time on the

current day.
5. How to arrange schedules using the attendance setting report?

Step 1: Insert a USB flash drive into the USB port or SD card into the SD port of the device and download the
Attendance Setting Report.xls to the USB flash drive or SD card.

Step 2: Open the Attendance Setting Report.xls on a computer.

Step 3: Set shifts in the Attendance Setting Report.xls as required.

(o )

Attendance Setting Report | | patendosedbyared
rectangle is new shifts
Shift (shift 3 and shift 4). To add
Mumbe First time zone Second time zone Owertime a shift, enter a time
r On-duty | Off-duty | On-duty | Off-duty | Check-In |Check-Out directly, in the range of
9:00 18:00 00:00 to 24:00.

9:00 12:00 13:30 15:00 > /
9:00 12:00 13:00 15:00

9:00 12:00 14:00 18:00

e ma | —

Step 4: Arrange schedules for employees.

Date

Schedule Setting Report
Special shifts:25-Ask for leave, 26-0ut. Null-Holiday
Schedule date 2012-1-1

T2 (3[4 |56 |78 ]9 |10 1[12{13|14 (1516|1718 19|20(21|22|23|24|25|26|27|28(29|30|31

D Mame Department | Card number
SUN |MON| TUE |'WED | THU | FRI | SAT | SUN | MON | TUE [WED | THU | FRI | SAT | SUN | MON | TUE |WED | THU | FRI | SAT | SUN |MON| TUE |WED | THU | FRI | SAT | SUN |MON| TUE
1 Joe company 1111 2121222 25011111 313|333 303
3 David company 212]2 1111 [1]1 313(25]3 4141478 4 414
3 Mark company 313]3 21Nz |22 2\ 212 2 414 ]4[26] 4 33
4 Jack company S 251214 ERED ) R AREE 2 4[a]aT4\ 1] 1.

2
Holiday [AShiftS J [Leavej | On business

Note: Dates must be set correctly. For example, if the scheduling date is 2012-1-1, the schedule setting
report contains the schedules of 31 days after 2012-1-1, that is, the schedule from 2012-1-1 to 2012-1-31. If
the scheduling date is 2012-1-6, the schedule setting report contains schedules of 31 days after 2012-1-6,
that is, the schedule from 2012-1-6 to 2012-2-5.

Step 5: Insert a USB flash drive into the USB port or SD card into the SD port of the device and upload the
Attendance Setting Report.xls to the device. Then, the schedules in the Attendance Setting Report can

be used.
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6. What is the correct time format used in the setting reports?

A. The correct time format is shown in the following table.

First Time Range Second Time Range Overtime Range
Shift No.
On-duty | Off-duty | On-duty | Off-duty | Check-in | Check-out
1 09:00 18:00
2 09:00 12:00 13:30 18:00
3 9:5 18:00

B. Incorrect time formats are as follows:

a) Atime valueis beyond the time range, such as 24:00.
b) Atime value contains Chinese characters, for example, 9:00, which differs from 9:00.
¢) Atime value is preceded by a space. As shown in the following table, there is a space in front of
09:00 in shift 1.
First Time Range Second Time Range Overtime Range
Shift No.
On-duty | Off-duty | On-duty Off-duty | Check-in | Check-out

1 09:00 18:00

2 09:00 12:00 13:30 18:00

3 9:5 18:00
d) Atime value contains special characters, for example, _9:00 and 09:-1.

The device performs a validity check and error tolerance for other formats.

7. How does the self-service attendance terminal collect the correct attendance time based on the
preset shift time?

A: The device collects attendance time based on the following principles:

a) Adopt the earliest time for normal attendance and the nearest time for abnormal attendance.

b) Adopt the normal attendance time if the normal attendance time and abnormal attendance time
coexist.

¢) Adopt amedian in the attendance time range.

an

00

Oon
09

duty
;00

Off-duty

12:00

On=-cluty
13:00

Off.
18:

duty
0o

23:

MNormal time period
Abnormal time period
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B: The following uses four examples to describe the preceding principles.

Example 1: Normal attendance

Attendance Time Range 09:00 — 12:00 13:00 — 18:00

Attendance time of #1

8:30, 8:35, 11:55,12:01, 12:50, 18:02,19:00
employee

Statistical result based on

12:01 12:50
attendance rules

Description: The attendance time 8:30 and 8:35 are earlier than the on-duty time 9:00 and they are within
the normal attendance time range. Therefore, 8:30 is adopted for the on-duty time 9:00 based on the
principle of adopting the earliest time for normal attendance. 18:02 and 19:00 are later than the off-duty
time 18:00, and therefore, 18:02 is adopted based on the same principle.

Example 2: Late arrival

Attendance Time Range 09:00 — 12:00 13:00 — 18:00

Attendance time of #1

9:01, 9:04, 12:01, 12:50, 18:00
employee

Statistical result based on

12:01 12:50 18:00
attendance rules

Description: Employer 1 checks in for work at 9:01 and 9:04 and he/she is late based on the preset on-duty
time. Based on the principle of adopting the nearest time for abnormal attendance, the correct check-in
time is 9:01 rather than 9:04 because of 9:01 is nearer 9:00.

Example 3: Early leave

Attendance Time Range 09:00 — 12:00 13:00 — 18:00

Attendance time of #1

8:50, 11:40,11:55, 12:50, 18:01
employee

Statistical result based on

8:50 18:01
attendance rules

Description: The attendance time 12:50 is adopted based on the principle of adopting a median in the
attendance time range. For the attendance time range from 9:00 to 12:00, the normal check-out time range
for the off-duty time 12:00 is from 12:00 to 12:30 (that is, 12:00 + (13:00 - 12:00)/2). Therefore, the calculated

time of attendance is shown in the preceding table.
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Example 4: Absence

Case 1:

Attendance Time Range 09:00 — 12:00 13:00 — 18:00

Attendance time of #1

8:50, 12:50, 18:01
employee

Statistical result based on

8:50
attendance rules

18:01

Description: The attendance time 12:50 is adopted based on the principle of adopting a median in the
attendance time range. For the attendance time range from 9:00 to 12:00, the normal check-out time range
for the off-duty time 12:00 is from 12:00 to 12:30 (that is, 12:00 + (13:00 - 12:00)/2). Therefore, the check-out
time is blank. The normal check-in time range for the on-duty time from 13:00 is from 12:30 to 13:00. The
calculated time of attendance is shown in the preceding table.

Case 2:

Attendance Time Range 09:00 — 12:00 13:00 — 18:00

Attendance time of #1

8:50, 11:55, 12:20, 18:01
employee

Statistical result based on

8:50 12:20
attendance rules

18:01

Description: The time 12:20 is adopted based on the principle of adopting a median in the attendance time
range. The normal check-out time range for the off-duty time 12:00 is from 12:00 to 12:30 (that is, 12:00 +
(13:00 - 12:00)/2). Therefore, the check-out time of the employee is 12:20. The normal check-in time range
for the on-duty time from 13:00 is from 12:30 to 13:00. Therefore, the check-in time of the employee is blank.
The calculated time of attendance is shown in the preceding table.
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FCC Warning:

Any Changes or modifications not expressly approved by the party responsible for compliance
could void the user's authority to operate the equipment.

Note: This equipment has been tested and found to comply with the limits for a Class B digital
device, pursuant to part 15 of the FCC Rules. These limits are designed to provide reasonable
protection against harmful interference in a residential installation. This equipment generates
uses and can radiate radio frequency energy and, if not installed and used in accordance with
the instructions, may cause harmful interference to radio communications. However, there is
no guarantee that interference will not occur in a particular installation. If this equipment does
cause harmful interference to radio or television reception, which can be determined by turning
the equipment off and on, the user is encouraged to try to correct the interference by one or
more of the following measures:

-Reorient or relocate the receiving antenna.

-Increase the separation between the equipment and receiver.

-Connect the equipment into an outlet on a circuit different from that to which the receiver is
connected.

-Consult the dealer or an experienced radio/TV technician for help.

This device complies with part 15 of the FCC Rules. Operation is subject to the following two
conditions: (1) This device may not cause harmful interference, and (2) this device must
accept any interference received, including interference that may cause undesired operation.

This equipment complies with FCC radiation exposure limits set forth for an uncontrolled
environment. This equipment should be installed and operated with minimum distance 20cm
between the radiator & your body.

No.32,Pingshan Industrial Avenue,Tangxia Town,
Dongguan City,Guangdong Province,China 523728

Phone :486 769 -82109991
Fax 1 +86 755 - 89602394

www.zkteco.com

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