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MACHINE
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09:00

WED 2019-05-01

3960
The machine is ideal for common firms with 24h shift. It is simple and convenient omitting

extra software installation.

The information of the machine is generally input via keyboard, it is also attainable through

USB storage and can be accessed or edited on Laptops/PCs.




1. KEYBOARD

@ EXIT or CANCEL in menu operation.
Access menu management | Perform RETURN after
~—— accessing menu management .
@ Confirm current setting items.
Power on/off | Shift of English/Number/Symbol.

Scroll-up button in menu operation.

Scroll-down button in menu operation.

O# Input number or letter in menu operation and
selection.

2. DEPARTMENT SETTING

1.Press [MENU] to access main menu.

2.Select"Departments"and confirm it with [OK] to access the
interface to edit departments.

02 ADMIMI
03 SALES 3.Use T9 Input Method (Please check the 4th page to see

04 FIMAMCE details) to input name of departments. Confirm to save it with [
05 PRODUCTION OKI .

0B PURCHASE
o7 R&D

Remark: It does not need to set departments if you are willing
to use default ones.

3. ENROLL

1. Press [IMENU] to access main menu. Then select "User" to
get in "Enroll" and confirm it with [OK] .

2.After finishing editing in "User Info" interface, press [ESC] to
save and exit.

User ID:Use keyboard to input id number.

Name:Use T9 input method to input name.
Departments:Select your department when the pointer is
located in "Department".

Department COMPANY Shift:Shift setting of users via [OK] .

Shift Default Shift Fingerprint:Triple press on the sensor with same finger to

- - register fingerprint after get in fringerprint collecting interface via
Fingerprint1 Unset [OKI] .

Fingerprinta Unset Password:Input 1-6 digits number (you could skip this step if

Fingerprint3 Unset you want).

Press digit key(1-9) to select item Privilege:Select your privilege such as administrator when the
pointer is around “Privilege”.
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4. ATTENDANCE RULES SETTING

1. Press [IMENUI to get into main menu, select "Shift" to get
into "Shift" interface, then select “Attendance Settings” to enter
"Attendance Settings" interface. Late attendance and early
leave is amendable from the list.

»

Orin

2. Press IMENU] to get into main menu, select "Setting" to
enter "Setting" interface, select "Device" to get into "Device" in-
FPIPWD terface.Invalid replicate attendance time (Replicated attendanc-
es won't be recorded with a fixed period except the first record)
5 can be set in "Device" interface.

Min

5. SHIFT SETTING

1. Press [IMENUI to get into main menu, select "Shift" to get

Shift Mo AttendTimeZane into "Shift" interface, select "Attendance Settings" to get into
1 "Attendance Settings" interface, then select "Shift Time Zone" to

Y 0500 enter it.

Ph 14:00

aT 19:00

2. Select the shift to be changed after accessing "Shift Time
Zone" interface, press [OKI to start editing. After finished,
press [ESCI to return.

3. Select time zone and input number to edit commute time.

Remark: The default is shift one.




6. SHIFT ARRANGEMENT FOR EMPLOYEES

Press IMENUI to get into main menu, select "Shift" to get into "Shift" interface, select "Shift Settings" to get into "Shift
Settings" interface, then select "Shift Arrangement” to start editing. Two modes are available in "Shift Arrangement”
interface: Arrange shift by departments; arrange shift by users.

Mode one: Arrange shift by departments

Dept ID

Name ICOMF'ANY

| [ Esc |

DeptiD  [O1

Name |COMF’ANY

Sun Maon Tue Wed Thu Fri Sat

1 O

Menu:Delete

Mode two: Arrange shift by users

|COMF'ANY

Search |

Cancel

UseriD 00000007

Name [

Part [COMPARY

March 2019

Sun Mon Tue Wed Thu Fri Sat
225 28 27 28 29 30

I N N | |

4/6/2/8:Mave 0 Apply to next weeks

Select departments and confirm it with [OKI to get in editing
interface.

Select the day to edit and input code of shifts.

Remark:

The department shifts are scheduled by week unit, the descen-
dent weekly schedules are to managed in accordance with pre-
vious settings.Unscheduled departments will be set based on
default settings.

Input ID number of employees users and confirm it with [OK]1
to "User Shift".

Select the day to edit and input code of shifts.

Remark:

Shift of users is arranged by month unit, shift setting is amend-
able in 100 successive days. Unscheduled users are managed
based on the default settings (shift one)




7. DOWNLOAD DATA OF REPORT

Insert USB flash drive to slot of machine.

Select "Report" option and press [OKI] to get into "Report"

interface.

Select report needed to download. Fill in required time and
press [OK] to enter download interface.

Remark: Select "All Reports Download” to download reports
include AttendReport, AttendRecord, and AbnormalReport. The
first one consists of Employee Shift Table, Attendance Statistic
Table, and Employee Attendance Table.

8. T9 INPUT METHOD INSTRUCTION

T9 Input Method to fill in text such as name, department, and shift.

| T
i ]

Menw-BHSpaca [#HME Switch

| T
[

Menw-BHSpace [#HME Switch

i
1

Menu-BESpace [#HME Switch

Prasz digt key( 1-8) o select itsm

Prasz dict key( 1-8) to sslect itsm

Prasz digit key 1-8] to sslect itsm

1. Press [OKI] to call out T9 and
press “#” to shift between En-

glish/Number/Symbol.

2. For example, to input “Ii", press
number “5” three times to select

letter “I".

3. Press number "4" for 3 times to

input letter "i




9. QUICK ENQUIRY OF ATTENDANCE LOG VIEW

Select time range to be enquired in "Attendance Log View" interface. Choose the date to be enquired and press [OK]

to view record.

10. PACKAGE LISTING

In addition to the machine, the box also contains the following items:

1. Attendance machine instruction manual *1pcs
2. Attendance machine power charger *1pcs

3. Expansion solenoid *3 pcs

4. Screw *3 pcs

Remark:Please use the FAT32 format USB flash disk, if the attendance machine cannot identify your USB disk, please
convert it to FAT32 format and then operate.




1. Huéng dan thiét bi ban phim (man hinh giao dién) va phuang thic nhap T9

ESC Thoat hodc hay cai dat hién tai trong khi van hanh menu

MeNu Nhép quén ly menu (c6 thé &n phim x6a Iui sau khi
~— vaomenu)

OK Xac nhan cai dat hién tai

O# Bat ngudn va tat may / Chuyén déi nhap tiéng Trung ,
ti€ng Anh,ky tu,con sé.

Di chuyén con tré lén khi van hanh menu

A
v

Di chuyén con tré xuéng khi van hanh menu

Khi lya chon va thao tdc menu, bdm con s6, 26 chi
cai tiéng Anh va 29 chir céi tiéng Viét.

Tén phong ban

HANH CHINH

BAN HANG

TAI CHINH

SAN XUAT

THU MUA

R&D

3. Ngudi dung dang ky

1. B&m [MENU] dé vao MENU chinh.

2. Lua chon “Cai dat phong ban” va b&m phim [OK] dé xac
dinh réi vao giao dién chinh sta phong ban.

3. St dung ban phim T9 dé nhap tén phong ban (Vui long
xem trang 9 dé tim hiéu chi tiét ) B&m phim [OK] dé xac
dinh va luu lai.

Luu y: Néu sir dung phong ban mac dinh,thi khong can cai dat.

1. B&m phim [MENU] vao giao dién chinh, Iya chon"Quén ly ngusi dung

1D nguti dung [MNNNY |

Phong ban

Ca

Ca mac dinh

Vin tayl

Ba dit

Vin tay?2

Bo dit

Vin tay3

Bd dit

Nhén phim (1-8) d&

chon muc

1. Bdm phim [ MENU] dé vao giao dién chinh. Sau d6"User"dé
vao giao dién “Enroll” va bdm phim [OK] xac nhan

2. Sau khi cai dat theo yéu cau, nhan [ESC] dé luu va thoat.

S8 cong viéc: B&m céac phim s6 dé nhap s6 cong viéc.
Ho Tén: Nhap bang phuong thiic nhap T9.
Departments: Lua chon department khi con tré & vi tri
“Department”.
Xép ca: Nhan phim [OK] dé cai dat ca lam viéc clia ngudi dung.
Van tay: Nhdn [OK] dé vao giao dién dang ky van tay. Cing mét
ngoéntay &nbédthuthapdiuvantaybalandédangky
thanhcongdéauvantay.
Mat khdu: Nhap mat khau 6 chit s6, c6 thé khéng can dat
mat khau.
Privilege: lua chon D3ac Quyén cla ngudi dung khi con tr&
& vitri “Privilege”.
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4. Cai dat quy tac cham cong

5.Caiddtca

0T tt

B&m phim [MENU ] dé vao giao dién MENU chinh, lya
chon”Shift” dé vao giao dién Shift, lua chon”Attendance
Settings” dé vao giao dién Attendance Settings, & giao dién

nay c6 thé cai dat vé dén muén,vé sém .

B&m phim [MENU] vao MENU chinh, ya chon “Setting”dé
vao giao dién Setting, lya chon “Deviece”, vao giao dién
Device, c6 thé cai dat vé thai gian vé hiéu cla viéc chdm

cong chong lap.

,sau khi vao Iy

1 ceg@ai‘mg K DA POTBIDK TR Fac nh

Sang

08:00

12:00

Chigu

14:00

18:00

Mgoai gicr

19:00

21:.00

1.B&m [MENU] dé vao giao dién MENU chinh, Iua chon“Shift”
dé vao giao dién“Shift”, lua chon “Attendance Settings ”
dé vao giao dién “Attendance Settings”, sau d6 lua chon
“Shift Time Zone".

2.Trén giao dién “Shitf Time Zone”, Iua chon ca can stfa déi,
b&m [OK] vao dé cai dat, sau khi cai dat xong bam [ESC]
thoat ra va luu lai .

3.Lua chon thai gian can sta d8i, bdm con s6 dé sra d8i
thai gian .

Luuy: mdcdinhlacal




6. Phan ca cho cong nhan

Bam phim [MENU] dé vao giao dién MENU chinh, Iya chon”Shift"dé vao giao dién Shift, lua chon “Shift Settings”
dé vao giao dién Shift Settings, lua chon “ Shift Arrangement ” ¢6 thé lya chon sép ca cho phong ban hodc sép
ban cho nguoi dung.

1. Phan ca theo b6 phan
1. Lua chon phong ban can bién dich, bdm phim [OK ]
dé vao giao dién bién dich

2. Lua chon tuan I& can stia d6i, nhap vao sé ca can cai dit

Luu y: phan ca bd phan la ché dé phan ca hang tuan. Sau
ICONGTY khi cai dat hoan tat, cac ca lam viéc hang tuan dugc

quan ly chdm céng theo ca lam viéc da dat.
Cac phong ban chua phan ca sé ti€én hanh phan ca
Ch T2 T3 T4 T5 T8 TV theo mic dinh ca 1

I N N O N O

Menu-Xoa

2. Phan ca theo ngudi dung
1. Lua chon ngudi dung cén bién dich, bam phim OK dé
vao giao dién bién dich

00000001

H Tén
E Phongban |CONG TY

o |

2. Lua chon tuan Ié can stia d6i, nhap vao sé ca can cai dit

00000001 Luu y: phan ca ngudi dung la ché d6 phan ca hang théang,

Tén 6 thé dugc cai dat s6 calam viéc clia ba thang trudc

phong ban  |[CONG TY va sau. Ngudi dung chua phan ca sé tién hanh phan
Thang bay 2019 catheo macdinhca 1

chNo T2 T3 T4 T5 T8 T7
N1

[ I 0 & W J

4/6/2/8:Chuyén D:Ap dung tir tun sau




7.Bang download va theo doi

1. Lép 6 U vao khe cdm USB clia may
2.Lua chon “Report” bdm phim [OK] dé vao giao dién “Report”.

3.Lya chon “Report”chdm céng can tai, chon thai gian,
b&m phim [OK] dé vao giao dién download

Hudng dan tai xuéng:

Chon tat c& cac bang biéu can tdixuéng gém: bang chdm céng,
bang ghi ghi chép nhan vién quet thé, vabangthéng ké diém
danh bat thudng. Trong dé, bang chdm cong bao gém bang
ghi ca, bang tém téng hop chdm céng va bang chdm céng

clia nhan vién.

8.Cach nhapT9

St dung phuong thiic nhap T9 dé€ nhap vi tri van ban (nhu tén, tén bd phan, tén ca, v.v.)

(Thang tin ngLrd

To [Miéng Viedl To [Miéng Viedl To

[ [

A ¥ thay d8i 3m thanh A ¥ thay d8i 3m thanh A ¥ thay d8i 3m thanh
iz nguyin $m culi iz nguyin $m culi iz nguyin $m culi
Menu-¥aa [#-Bi phrong thire nhap Menu-¥aa [#-Bi phrong thire nhap Menu-¥aa [#-Bi phrong thire nhap

Nhin phim [1-8) & chan muc Nhin phim [1-8) & chan muc Nhin phim [1-8) & chan muc

1.Nh&n phim[OK]dé batdauphuong 2. Néu ban nhap“li"vabdmsé“54”,  3.Nhan vao s6“1”dé chon tén“Li"

li

thic nhap T9 va nhan phim #dé nhéan phim V¥ dé chon “li” vira va (néu khéng thé tim thdy van ban
chuyén sang tiéng Anh, ky hiéu nhan phim [OK]. tuong Ung trén trang nay khinhap,

hodc phién am nh&n V¥ dé cuén qua trang)




9. Huéng dan tim kiém nhanh chéng ghi chép cham c6ng nhan vién

Trén giao dién b&m phim [ OK] dé vao giao dién “ Attendance Log View ” in &n d&u van tay lua chon thai gian thi

c6 thé tham tra lich st chdm cong

10. Danh sach déng hop

Ngoai may cham céng, trong hdp con cé cac vat sau:
1.1 quyén sach huéng dan

2.1 may két n6i nguodn dién

3.36ng mdrong

4.3 dinh vit

Chi thi: Vuildong st dung dia U & dinh dang FAT32. Néu may Chadm céng khéng thé nhan ra dia U cGa ban, vui long
chuyén déi dia U sang dinh dang FAT32 trugc khi ti€p tuc st dung.




1. KEYBOARD

KELUAR atau BATAL dalam menu opersi.

Manajemen akses menu | Lakukan RETURN setelah
mengakses manajemen menu.

Konfirmasikan item pengaturan saat ini.

Daya hidup / mati | Pergeseran Bahasa Inggris/
nomer / Simbol.

Tombol gulir atas dalam menu operasi.
Tombol gulir bawah dalam menu operrasi.

Masukkan nomor atau huruf dalom operasi dan
pemilihan menu.

0z

ADMINI

03

SALES

0t

FINANCE

a5

PRODUCTION

1]

PURCHASE

a7

Ra&D

3. MENDAFTAR

1Tekan IMENUI untuk mengakses menu utama.

2.Pilih "Pengaturan Departemen” lalu konfirmasi dengan [0K]
untuk mengakses antarmuka dan edit departmen.

3.Gunakan Metode Input T9 (Silakan periksa halaman ke-4
untuk melihat detail) untuk memasukkan nama departemen.
Konfirmasikan untuk menyimpannya dengan [OK] .

Catatan: Tidak perlu mengatur departemen jika Anda bersedia
untuk menggunakan yang standar.

Departermen

COMPANY

Shift

Standar Shift

Sidik jari1

Tidak disetel

Sidik jan2

Tidak disetel

Sidik jari3

Tidak disetel

Tekan tombal digit (1-8) untuk memilih item

1Tekan [IMENUI untuk mengakses menu utama. lalu, pilih
"Pengaturan Pengguna‘untuk masuk ke “Daftar” lalu konfirmasi
dengan [oKI .

2.Setelah selesai mengedit di tampilan user "info pengguna’,
tekan [ESC] untuk menyimpan dan keluar.

User ID:Gunakan keyboard untuk menginput nomer ID .
Nama:Gunakan metode TS untuk memasukan nama .

Departemen: Pilih departemen anda saat penunjuk
mengarah ke “Department”.
Shift:Pengaturan shift pengguna dengan [OK] .

Sidik Jari:Tekan tiga kali pada sensor dengan yang sama jari
untuk mendaftarkan sidik jari setelah masuk antarmuka
pengumpulan sidik jari via [OK] .

Password: Masukkan nomor 1-6 digit (Anda bisa lewati
langkah ini jika Anda mau).

Hak Akses:Pilih perintah khusus Anda seperti administrator
ketika penunjuk ada di sekitar "Hak Akses".

-1 -




4. PENGATURAN KEHADIRAN

Thint

1Tekan [MENUI untuk masuk ke menu utama, pilih "Shift" untuk
masuk ke antarmuka "Shift’, lalu pilih "Pengaturan Kehadiran®
untuk masuk ke antarmuka "Pengaturan Kehadiran®. Kehadiran
yang terlambat dan cuti dini dapat diubah dari daftar.

2.Tekan IMENU] untuk masuk ke menu utama, pilih “Pengattur-
an Lanjut” untuk masuk ke antarmuka "Pengatturan Lanjut’, pilih
‘Alat” untuk masuk ke antarmuka "Alat”. Duplikasi waktu kehad-
iran tiidak valid (Kehadiran berulang tidak akan direkam dalam
periode tetap kecuali catatan pertama) dapat diatur dalam an-
tarmuka "Alat”.

ZonaWaktukehadiran

A

0g.00

12:00

P

14:00

18:00

Lembur

19.00

2100

1. Tekan IMENUI untuk masuk ke menu utama, pilih "Shift"
untuk masuk ke antarmuka "Shift’, pilih “Pengaturan Kehadiran®
untuk masuk ke antarmuka "Pengaturan Kehadiran', lalu pilih
"Shift Zona Waktu" untuk memasukkannya.

2. Pilih shift yang akan diubah setelah mengakses antarmuka
"shift Zona Waktu", tekan [OK] untuk mulai mengedit. Setelah
selesai, tekan  [ESCI untuk kembali.

3. Pilih zona waktu dan input nomer untuk edit waktu
perjalanan

Catatan: Standarnya adalah shift satu




6. PENGATURAN SHIFT UNTUK KARYAWAN

Tekan [MENU] untuk masuk ke menu utama, pilih "Shift" untuk masuk ke antarmuka "Shift", pilih “Pengaturan Shift" untuk
masuk ke antarmuka "Pengaturan Shift *, lalu pilih "Pengaturan Shift" untuk mulai mengedit. Dua mode tersedia di
antarmuka "Pengaturan Shift": Atur shift berdasarkan departemen; atur shift berdasarkan pengguna.

Cara satu: Atur shift sesuai Depaartemen

ID Dept
Nama  [COMPANT

oK | [ Esc |

ID Dept [0
MNama ICOMF’ANY

Min  Sen  Sel Reb Kam Jum Sab

5| O O

Menu: Hapus

Cara Dua: Atur Shift sesuai User

F'encarianl

Batal

User 1D IDDDDDDD']
Mama |
Departernen [COMPANY

MNovember2010

Win  Sen Sel Rab Kam Jum Sab
14 15 16 17 18 19 20

) | | N

4/6/2/8: Pindahkan 0: Terapkan untuk minggu deg

Pilih department lalu konfirmasi dengan [OK] untuk masuk ke
antarmuka editing.

Pilih hari ntuk edit dan input kode shift.

Catatan:

Pergeseran departemen dijadwalkan oleh unit mingguan, jadwal
mingguan turunan harus dikelola sesuai dengan pengaturan se-
belumnya. Departemen yang tidak dijadwalkan akan ditetapkan
berdasarkan pengaturan default.

Input nomer user ID karyawan dan konfirmasi dengan  [OK]
untuk "Pergeseran Pengguna".

Pilih hari untuk edit dan input kode shift.

Catatan:

Shift pengguna diatur bulanan, pengaturan shift dapat diubah
dalam 100 hari berturut-turut. Ang tidak dijadwalkan dikelola
berdasarkan pengaturan default (shift satu).




7. UNDUH DATA LAPORAN

& Unduh L
ff§ Unduh

Masukkan USB flash drive ke slot mesin.

Pilih opsi "Laporan” dan tekan [OK] untuk masuk ke antar mu-
ka'Laporan”.

Pilih laporan yang ingin di unduh. isi dengan waktu yang diing-
inkan dan tekan [OKI untuk masuk ke antarmuka unduh.

Catatan:Pilih "Unduh Semua Laporan” untuk mengunduh laporan
termasuk CatatankehadiranKaryawan, AnalisaKehadiran,dan Ke-
hadiran Yang TidakWajar. Yang pertama terdiri dari Penjadwalan
Karyawan, Analisa Kehadiran, dan Catatan Kehadiran Karyawan.

8. INSTRUKSI METODE INPUT T9

Metode Input T9 untuk mengisi teks seperti nama, departemen, dan Shift.

Info Pengguna (I0: 001
lile| Masukan Nama

To [odl

|

Menu-BKSpace [#] - Switch IME

| Masukan Narma

Ty Bl
[ 7

Menu-BKSpace [#] - Switch IME Menu-BKSpace [#] - Switch IME

Tekan tombal digit (1-8) untuk memilih tem

Tekan tombol digit (1-8) untuk memilih item Tekan tombol digit (1-8) untuk memilih item

1Tekan [OK] untuk memang-
gil T9 dan tekan "#" untuk ber-
pindah Antara Bahasa Inggris
/Nomor/ Simbol.

2.Sebagai contoh, untuk input 3.Tekan angka 4" selama 3
"li", tekan angka "5" tiga kali kali untuk memasukkan huruf
untuk memilih huruf "l". ",




9. PERTANYAAN CEPAT TAMPILAN LOG KEHADIRAN

Pilih rentang waktu yang akan ditanyakan di antarmuka "Tampilan Log Kehadiran®. Pilih tanggal yang akan ditanyakan
lalu tekan [OKI untuk melihat catatan.

10. DAFTAR ISI BARANG

Selain mesin, box ini juga berisi item-item sebagai berikut :
1. Instruksi pemakaian Mesin Absen*Ipcs

2. Pengisi Daya Mesin Absen*lpcs

3. Solenoida ekspansi *3 pcs

4. Sekrup *3 pcs

Catatan: Harap gunakan Flashdisk USB format FAT32, jika mesin absensi tidak dapat mengidentifikasi USB Anda, harap
ubah ke format FAT32 lalu operasikan.




PRODUCT WARRANTY CARD

Thank you for purchasing our products. For insuring their interests, customers who purchased our products can
contact local dealers or contributing maintainence station and present invoices and warranty cards if any glitch
occurs due to product quality.

1.Malfunctions arise under regular usage within a year since purchase, our company provides free repairment and
component replacement accordingly.

2. This Warranty Card and invoice are proof for us to offer customers aftersale services, it's valid after filling out
detailed forms below and stamped official seal by dealer.

3. Free warranty services are inavailable and charged services are given if any of following items are applied.
(1)Expired valid warranty period.

(2)Damage caused by inproper usage,maintanence or reserve which failed to follow instructions given by the user's
manual.

(3)Glitches and malfunctions caused by unauthorized disassembly, repairment,refit.

(4)Damage and malfunctions caused by force majeure.

(5)Easily damaged components and accessories.

The card is attached to product and one for each, please keep it well to insure your right to receive our
free-of-charge maintanence services. No replacement will be given if lost.

Date of Purchase:

Product Name Serial No.
Product
Date of

Info. Ref. No. Manufacture
Name of Contact
Customer | Company Name

Info. Address Phone No.

Name of Seller Contact Name

Sales

Info. Address Phone No.

Date of Selling Invoice No.

Sign by Repairment

Malfunction Statement | Results of Repairment | Sign by Customer | &5 quctor

Maintanence
Records

This part can be cut through this dotted line and kept by dealer.

Product Name Serial No.
Product
Date of

Info. Ref. No. Manufacture
Name of Contact
Customer | Company Name

Info. Address Phone No.

Name of Seller Contact Name

Sales

Info. Address Phone No.

Date of Selling Invoice No.

Sign by Repairment

Malfunction Statement | Results of Repairment | Sign by Customer | &5 quctor

Maintanence
Records




CERTIFICATE OF QUALIFICATION

Inspector:

Date of manufacture:
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