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1. NET ATTENDANCE

This software is designed exclusively for using with AVEA’s RFID proximity products from AVEA

International Company Limited. It can be used as attendance as well as access control.

While presenting an AVEA’s ID card to the reader connecting to the computer with NET Attendance

(Windows), the system will
O  Stamp the date, time and card ID number into the computer database
O  Show up the associated picture with the specific ID on the computer screen
O  Release the electric lock if “access allowed”

There are standard reports for attendance or you may export data to MSEXCEL or TEXT format for

further data processing like payroll, appraisal, etc.

The system can manage up to 8 readers. Moreover, system for more readers can be ordered separately.

Minimum System Requirements:

O  Windows 98, Windows ME, Windows 2000, Windows XP, Windows Vista, Windows 7
O  Pentium III 600MHZ or faster

O 256 MB RAM or more

O 500 MB free hard drive space or more

O CDROM drive
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2. SOFTWARE INSTALLATION

To install the NET Attendance software, please follow the steps:

O Download the NET Attendance software from http://avea.cc/sw/NETTA.zip

O Unzip the file
O Execute the installer program NETTA.msi

O  Just follow the installation instruction to finish the installation.

The detailed installation manual for the NET Attendance will be automatically installed into your

computer. You can read it by using the Adobe Reader.

Ref:net attendance v1.02
wWww.avea.cc

Page

5



NET Attendance V1.02 User Manual

3. SETTING UP THE NET
ATTENDANCE SYSTEM

The state of most windows of NET Attendance will be memorized. You may resize the windows

according to your specific needs.

To setup the system correctly, you need to connect the AVEA’s reader to the network.

3.2 Enter the password
for LOGIN

3.1 Login NET Attendance
to start setup

& Net Attendance

fup Card Manager Reports
I Photo
\ /
| B Exit
! About Net Attendance
rd ~ I
Logout |
Setup Readers
/ \ |
| i Access Manager
324 record(s)
Date and Time | Card Information I Mode I Reader I A
Apr 17, 2007 Tue - PM 07:09:39 [369241] IN COM4
Apr 21, 2007 Sat - AM 06:02:34 [5793663] IN COM4
Apr 21, 2007 Sat - AM 11:33:48 [5793663] IN COM4
Apr 21, 2007 Sat - AM 11:40:02 [5793663) IN COM4
Apr 21, 2007 Sat - AM 11:41:55 [6793663) IN COM4
Apr 21,2007 Sat - AM 11:42:29 [5793663] IN COM4
Apr 21,2007 Sat - AM 11:42:37 [5793663] IN COM4 3
21/Ap1/2007 Sat PM 12:49:17
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3.1 LOGIN

Login NET Attendance to start working. If password is set, you need to enter the correct password to

login successfully.

3.2 SET PASSWORD

The password is used to protect the system from illegal access to the system. Please set a password for the
system. If the password is forgotten, there is no way to recover it. And you need to reinstall the software

again meanwhile all data and setup will be overwritten. Please sure to remember the password.

3.3 SETUP - EMAIL

If the system is Internet connected, the attendance record can be email out by SMTP protocol. If the
email settings are set correctly, an email will be sent for each attendance record. Therefore, attendance

records can be gathered from different geographical locations.

X

7|

Recipant Email |l"eadnlﬁce@avea.cc; account®avea.cc; backup@avea.cc

Email Settings
=¥ Enable automatic email sending
Email Server Information

SMTP server

Check the box to enable
the automatic email——
sending feature

Enter the name of

/the SMTP mail server

Enter the email
address of the
receivers

|mai|.netvigal0l.com

Your email address.
Some mail server may
require this information.

.

Sender's Email [btanch@avea.cc

Email Sending Interval Options

Email data right after W=
clocking
« i 30 "[ i
Email data according to_—J 1 109U intervals ¥| Mirutes

the selected time interval

Cancel |

¥ Send captured photo ——_|
v Email registered card only

Check the box to email the
captured photo as well

Ref:net
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3.4 SETUP - GROUP DEFINITION

Group is used to classify the members. So define the groups before entering the information for Card

Information. Each group may have different working hours for report generation.

& Net Attendance

DEFAULT Workgroup - cannot be deleted

Actions Database | Setup | Card Manager Rep

6 Emed

Group Definition

EY' Setup Readers

Access Manager

S System PINs
Web Reporter

Hide On Startup

# Group List

Define different groups for
different departments of the
company with different working
hours

=]

Satl 0T Min. | OT Muli

AMO300 PMO1:00 PMD200 PMOS:00 A AM0S:00 PMO1:00 [4 PM0O1:00  PMOS:00
AM0S:00  PMO01:00 PMO2:00 PMOS:00 d AMOS: : PM01:00 PMOS:00

00 |Ph PMO1:30 |PM04:00

| |AM09:00 |PMO1:00 | PM01:00 |PMOS:00

Group name I

Working Hours
Standard Time

Vv
Different working
hours for Saturdays Double click the Workgroup or select EDIT

to go to the Work Group Information
window for editing

Enter Office Hour for
Saturdays if it is not

—the same as the
Sa\‘wday/ standard Time

108.00 ~ to {1300 ——

Set up the overtime

11400 —— to [17.00 =

[~ policy

| _OTwill be calculated if the preset
minimum OT reached

| OT will be calculated in the Multiple of
the preset minutes (set to zero if you
want to include every second)

For example, under this set up, OT will only be

The second session's standard time
interval must later than the first | session

calculated if the employee clock out after
17:15pm on Monday. And the reported OT
will be in the multiple of 15 minutes.

e.g. Clock outat 17:14:59, OT = 0 minutes
e.g. Clock out at 17:29:59, OT = 15 minutes
e.g. Clock out at 17:30:00, OT = 30 minutes
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3.5 SETUP - READERS

Setup communication ports that are connected with AVEA’s readers. Instruct the NET Attendance to

perform the tasks after getting the card ID from the readers.

Actions Database &WIMMMI Reg

& Emai

E%' Group Definition

Setup Readers

BY' Access Mansger

ES' System PINs
Web Reporter

Hide On Startup Double click to enter
reader/ comm port setup

LB

Connected | Enabled|  IP Address A
COM4 [192.168.1.234] 0 192 168.1.231
O 192.168.1.232 1668 IN 1SEC
O 192.168.1.233 1668 COM3 IN 1SEC
192.168.1.234 |
[m] 192.168.1.235 1SEC
] 192.168.1.236 1SEC
O 192.168.1.237 1SEC
(5] 192.168.1.238 1SEC
v
Edit Confirm |
COMA4 Enter IP Address of

| _—the reader
Check the box to enable

the RFID reader

Enter the Port No. of
the reader

\

IPAddress  |192168.1.234
Name the connection

Port No. 1668 — — of the reader

Description ~ |COM4 CLOCK - Time Clock
IN - Entrance

ol A — OUT - Exit

Lock Time It;l\
| Duration for
releasing electric
0K | | Cancel | lock (in seconds)

After confirm the setup, please enter the Access Manager to put the settings into the reader in order to

make the changed effective.
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3.6 ACCESS MANAGER

3.6.1 IN mode : use offline reader for entrance only, or

Use an offline reader as MASTER for entrance + SLAVE reader for exit. In this mode, there

are eight time zones for card access with or without PIN number.

I Setup the RFID Reader first

Enter IP Address of

the reader
Check the box to enable — =
the RFID reader — ¥ Enablg Enter the Port No. of
" the reader
IPAddress  [192168.1.234
Name the connection
Fort No. 1668 - of the reader
Description  [COM4

e —a |
Duration for

releasing electric
lock (in seconds)

Gotostep 1, to enable the com
port connected to the offline
reader if Error occur

3 Setup Offline Reader Reader's setup will be read and displayed

here when entering the Offline Reader
ger or while ) to other reader

Time Zones

Check box to delete all —

—transaction records in the reader
after downloading
et PC's date & time
to the offline reader

Set any PIN from 0 to 65535 to

Reader time when

use with CARD for ent -
for model with keypad only

& Time Zones for access with or without the
use of PIN number.

[Since setup will end at 23:59pm,
remember to start the setup from 00:00)

For example:

No PIN from 8:00am to 6:00pm only
Time will start to use PIN from 00:00

/Tnen no PIN from 8:00am to 17:59pm

Reader

|coma Use PIN from 18:00 again until 23:59pm
[ Sync Clock If PIN is enable, users have to present the card to
the reader first then enter the password + “# key
Attendance Record to end the PIN.
— Clear After Download
Download from Reader
Clear Record
Access Granted T able Put Settings
Upload ?HM I [v Set Clock Together Put |
=l Check the box if allow all/any
cards to use the OUT reader
o (K5232U/F) / slave to exit. Otherwise,
only cards with access allowed in
7 T Card Inf tion can exit.
S5end and replace all 5 i o
card infi tion to D war In nermal case for authorized access,
the reader records from reader for PRy power is output from the LOCK terminal
reports 4 Upload the to engage the lock) Check the box to
Delete all the op of the lock/relay.

Reader's Settings to the

transaction records
offline reader

in the offline reader

Page 10
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OUT mode : use offline reader as MASTER for exit + a SLAVE reader for entrance.

] Setup the RFID Reader first

Enter IP Address of
| _—the reader
Check the box to enable
the RFIDreader | ¥ Enable Entfer the Port No. of

[~ the reader
IPAddiess  [1921681.234
________Nnme the connection
Port No. 1668 — / of the reader

Desciiption  |COM4

L —out - ExiT
[Mode — JoUT —~f—— |

. —a
Duration for
releasing electric
oK ] Cancel I lock (in seconds)

Go to step 1, to enable the com
ort connected to the offline
reader if Error occur

3 Setup Offline Reader

Reader’s setup will be read and displayed
Check box to delete all here when entering the Access Manager or
—transaction records in the reader while ing to other d

after downloading

et PC's date & time
to the offline reader

Check the box if allow users to press
any key on the reader’s keypad to
exit.

Check the box if allow all/any
Options cards to use the OUT reader
Aftendance Record slave to exit. Otherwise, only
Ly Clear After Download W KeypadBypass cards with access allowed in
¥ Any Card Bypass Card Information can exit.
Download fiom Reader | I~ Lock Reverse
Clear Hecud\ | Lln normal case for authorized access,
power is output from the LOCK terminal
: to engage the lock) Check the box to
Access Granted Tabls =
! Put Settings reverse the operation of the lock/relay.
Upload to Fieader | ¥ Set Clock Together Put |
Send and replace all
card information to 5 Download transaction
the reader records from reader for
reports ***4Uplaad1he
2:Ll;s':ct:ll.l:|n tecoids Reader's Settings to the
in the offline reader pitline regdar
Page 11
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3.6.3 CLOCK mode : use offline reader as Standalone TIME CLOCK for NET Attendance

In this mode, there are eight time zones for users to set the Auto IN or OUT time to the

reader. Users may use the “#” key to override from IN to OUT or vice versa for clocking.

Reader will reset to the preset mode in a few seconds automatically.

Check the box to enable
the RFID reader

2 Select Setup, Access Manager or

1 Setup the RFID Reader first

IPAddiess  [192168.1.234

Potho. [ =  _—

Desciption  [COM4
Mode [ —]

Lock Time @\
I ey

Enter IP Address of
| _— the reader

Enter the Port No. of
— the reader

| ___Name the connection
of the reader

|——CLK -CLOCK
| Duration for

releasing electric
lock (in seconds)

Gotostep 1, to enable the com
ort connected to the offline
reader If Error occur

8 No communication port enabled.

3Selup Offline Reader
Check box to delete all

after downloading

et PC's date & time
to the offline reader

—ITGNsaCHoNn recoids in ine feaasi

Reader's setup will be read and displayed

i here when entering the Offline Reader
to otherreader  Allow the CLOCK reader to clock IN and

M ger or while

Clock =i Time
0000 =
8o =
1800 =
Dowrioadfrom Reader, | 0o =
W =
ceafecad, | | 000 =
Access Granted Table Put Settings 0000 =
Upload o A I ¥ Set Clock Together _U 0000 —=—

g
o
=
S
5

clock OUT at the specific time intervals.
(Setup will end at 23:59pm, remember to
start the setup from 00:00)

For example:
[~ Office hour is 9:00am to 6:00pm and employee will start to
arrive from 8:00am
Reader will start for clocking OUT from 00:00
Then change for clocking IN from 8:00am to 17:58pm
Change back for clocking OUT from 18:00 until 23:59pm

§

ourt

N

out

Not Used
Not Used >
NotUsed =
NotUsed =
Not Used x

UHRi

Send and replace all
card information to
the reader
Delete all

transaction records
in the offline reader

5 Download transaction
records from reader for
feports *kk 4Up1uudlha

Reader's Settings to the
ofiline reader
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3.7 SYSTEM PINS

Access PINS allow users to use a single PIN number to enter the premises. No ID card is needed.

Enter “0” if you do not need this feature.

Control PIN is specially designed for protecting the IP reader being accessed by unauthorized users.
When access to the IP reader from NET Attendance, the Control PIN must be the same as the one in
the IP reader.

Please remember the PIN numbers. If the PIN is forgotten, there is no way to recover it. And you

need to reset the card reader.

Fieackr |_—Select the reader
fcove
Sync Clock | Reconnect |
Assign an Access PIN number for entrance (PIN only)
System PINs

- Setany PIN from” 0" to “ 65535"

Access PIN |g %—v — (Enter PIN number + “#" key)

Set “0"- disable this function
Control PIN 0 2
* %%
‘0 to disable Put
"\ Set the Control PIN to the IP reader
- Protect the reader away from unauthorized access

Close ' - Setany PIN from” 0" to “ 65535"
Set “0"- disable this function

Please remember click on the ‘PUT’ button after changed in order to make the settings effective.

Page 13
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3.8 WEB REPORTER

Using Internet Explorer to browse your attendance logs anywhere in the world

Enter the Port number of your reader
“Tick” tQ enable the WEB Reports - Default port number = 80

& Web Reporter |:| IEI Ei

oK Cancel

Type "hitp://localhost/today?25"
- foday's records with optional number of records (e.g. 25)
Type "http://localhost/monitor?30&25" (list today's record only)
- records continuously with optional interval time (e.g. 30 seconds)
and optional ber of ds (e.g. 25)
Type "hitp://localhost/logs?25"
- records with optional number of records (e.g. 25)
Type "hitp://localhost/person?5793663&25"
- display card no. 5793663
| - and display opti Ir ber of ds (e.g. 25)
Type "hitp://localhost/person?demo&25”
- display user name = demo
| - and display optional number of ds (e.g. 25)
View WEB Reports in other PCs
- open the internet explorer
- Type "http://IP address” - IP address of the PC running NET Attendance

= Wet Attendance - Microsoft Internet Explorer

SED WM® SO HOMEW IAD HEOD
Qt7-© HEAG Puwe Jheonz @ -5 8- LJEH

Type http://localhost in Internet Explorer
to view the WEB Report

Time Logs Report V1.0
Apr 22, 2007 Sun - AM 02:17:05

Page 14

[20 /324 record(s)]

Time Holder Group Mode  Reader
Apr 21, 2007 Sat - AM 11:42:37 [5793663] IN COM4
Apr 21, 2007 Sat - AM 11:42:29 [5793663] IN COM4
Apr 21,2007 Sat- AM 11:41:55 [5793663] N COM4
Apr 21, 2007 Sat - AM 11:40:02 (5793663] IN  COM4
Apr 21, 2007 Sat - AM 11:39:48 [5793663] IN COM4
Apr 21, 2007 Sat - AM 06:02:34 [5793663] IN COM4
Apr 17, 2007 Tue - PM 07:09:39 [369241] N COM4
Apr 13, 2007 Fri - PM 03:30:56 Demo Buddy DEFAULT IN COM4
Apr 13, 2007 Fri - PM 03:30:54 Demo Buddy DEFAULT ouT COM4
Apr 13, 2007 Fri - PM 03:30:52 Demo Buddy DEFAULT ouT COM4
Apr 13, 2007 Fri - PM 03:30:50 Demo Buddy DEFAULT ouT COM4
Apr 13, 2007 Fri - PM 03:22:50 [371699] ouT COM4
Apr 13, 2007 Fri - PM 03:22:48 [371699] IN COM4
Apr 13, 2007 Fri - PM 03:22:46 [371699] IN COM4
Apr 13, 2007 Fri - PM 03:21:04 [371699] IN COM4
Apr 13, 2007 Fri - PM 03:20:53 [369241] ouT COM4
Apr 13, 2007 Fri - AM 10:53:48 [0] ouT COM4
Anr 17 2007 Thi . PM 0A-48-58 T Raddy NERATT T ™ A v

e . TP
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4, CARD MANAGER

The card manager is a utility to help the user to create printed member cards for
the pictured identification.

4.1 ADD CARDS

& Net Attendance

Actions Database Setup [Ca:d Mamger‘ Reports
Select Add Cards or Add Card under Edit Card
@ Add Coxds \l Information to build up your card database
Edit Cand Information /7 select the serial number of your ID cards and follow
E the instruction to complete the procedure

& Print Cards
1 &$ Print Member List

You must use Add Cards feature in order to add those ID cards purchased appears
in the Blank card box in the Card Information List in 4.2. If the ID cards are not

added, those cards will not be shown on the reports.

Page 15
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4.2 EDIT CARD INFORMATION

Number of ID Cards in
Card Information List

# Card Information List

Number of ID Cards not in
Card Information List

(=3

1. Double click the card
number or click the card
7nurnber1hen select

“REGISTER" to enter new
Card Information

Remove the selected
|_~blank card number

Add new cards
-select the ID card serial number

Used (4 cards) [ Blank (37 cards)
374093 | Albert Willy | oFFICE
365735 Martin Luthur DEFAULT
363683 May Lai SALES
367753 Philip Wayne OFFICE
RFID
Time Clock
Edt | | |
L

__Remove all blank card
number from the list

2. Double click the record or
select the record then click EDIT
to edit existing ID Card
Information

Card Information

Grant authorization - check the
box to select which readers or
com ports this user can use for
access with electric lock

Click to associate a photo
to the card number

Ref:net

Bsta D Access Allowed
Card Mumber  |374093  coM1
Name [abert Wil [~ coM2
1 [~ Time Clock
Memberof | OFFICE =]
Haah = [~ COM4
eFID TS |october 3, 2003 [~ COMS
Time Clock I™ coMe
[~ cCoM7
Load Photo ' [~ coMs
Rotate Clear
Confim | Delete Cancel
* "
Rotate the photo to Click to cancel the Name cannot be changed after
the right direction photo selection “Confirm" (use “Delete" to delete
the card information than re-ente

the card information

attendance v1.02
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4.3 PRINT CARDS

Design and print your own employee cards to use with the ID card.

Print all in Card

Inforomilon\

Print by GROUP—_|

Print Member Card

Print from PICK LIST

Enter the name
you would like to —

\ Persons of interest Card Logo
o Load Logo
[ome | =l f|
i | [AVEA | |
[T—————— Rotate
Options
[ Tileline  |AVEAINCo Ltd _H

¥ Remark Line 1 |Poslion
| Remark Line 2 [Date Join

Card Background

appearon the —_|
member card

erkLi'nBl
[~ Remark Line d |

Logo will be resized to fit
the print out. Use logo in
square shape only.

Check box to print the
logo on member card

Load picture for
|___background printing
Image Resolution:

1280 x 800

Print the border for the

[V Transparent Background otate
[V Print Preview [ Print Frame
Style

background image

Select confirm to print Save the setting for next use

The member card

Use the UP arrow to select

the card for card prinﬂng\

Use the DOWN arrow to

remove the selected card_—

from card printing

¥ Pick List
Allowed Member (2 records)
CARDNO | NAME |  wORKGROUP | -~
M| 374099 Abert Wil OFFICE
365735 Martin Luthur DEFAULT
w
2 ¥ [Femovean
enied Member (2 records)
CARDNO | NAME  |voRkGROU| ~
| 363683 MayLai SALES
367759 Philip Wayne OFFICE
w
Close

Member Card will be printed according to the information from Print Member Card and the individual

Card Information.

attendance v1.02

Cc C
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Print Member Card

 Persons of interest [ Card Logo
e Al |

X
| = | Load Logo
" Group DEFAULT -

Clear
sy g [avea [
~ Options :

[v Title Line [AVEA Int1 Co. Ltd.
[¥ Remark Line 1 |Position
[ Rematk Line 2 |Date Jon ——————— | Card Background .
I~ Remark Line 3 | , _LoadImage |
[~ Remark Line 4 | - || Cka |
dri )

v Print Preview

Card Information

Card Number | 374083

Name |Albest Willy e
® Memberof | OFFICE —=
Remarks Engi =—]

Select confirm to print the member card

QINes!
October 3, 2003 —_—
RFID
Time Clock
Load Photo
Rotate Clear
Cofim | Delete | Cancel

# Print Member Card
DEE « «» 1 §8 BEF Cos|

AVEA Int'l Co. Ltd. =

Q

Co‘d cars o: 374099 s

oe‘ name Albert wmy 3

< L = ¥ ) — ='=’_ i
50 N g
RFID a

Time Clock g

Page 18
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4.4 PRINT MEMBER LIST

Print all in Card

Select Staffs

o Allowed Member [1 records)

Inferamtion
\imn‘ﬂm
Print by GROUP~_| | * Al | comono | maMe | womkeRoup |
[~ Group | =1 M| 374033 Abert Wily OFFICE
|~ Li £ Pick List
Print from PICK LIST==]
¥ Preview 4+ 7
D Member (3 records)
Confiom Cancel [[/carono | naME  [vORKGROU| ~
365735 Martin Luthur DEFAULT
363683 May Lai SALES
Use the UP arrow to select, 367759 Philip \Wapne QOFFICE

the card for card printing

Use the DOWN arrow to,
remove the selected card
from card printing

Ref:net

WWW.avVv

attendance

v1.02

ca.cc

B 4 Vi S8 E@EF Do
Time Attendance z
Member List

Card No Name Group Remark
374009 Albert Willy OFFICE Engineer
367759 Philip Wayne OFFICE
363683 May Lai SALES
3685735 Martin Luthur DEFAULT
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5. DATABASE MANAGEMENT

The attendance record database and the system database can be backup and restored in your system. The

attendance record database can also be exported to EXCEL or text file for future use.

5.1 BACKUP LOG DATABASE

Backup all attendance records to your hard disk for future use.

5.2 BACKUP SYSTEM DATABASE

Backup all system information in Setup to your hard disk for future use.

5.3 RESTORE LOG DATABASE

Restore all attendance records from backup.

5.4 RESTORE SYSTEM DATABASE

Restore all system information from backup. All staff records in card information and system setup will be

replaced by the backup file.

5.5 EXPORT TO EXCEL FILE

It exports all data from the database to a MSEXCEL file for further use or payroll calculation.

A B c D E F G H

1 |DATE TIME CARDNO HNAME GROUP MODE READER LOCK

2 |11/11/2004 17:36:53 365735 Martin Philips OFFICE ouT Time Clock DEMIED
3 | 111172004 17:36:57 366710 May Lai SALES ouT Time Clock DEMIED
4 [11/11/2004 17:38:09 366710 May Lai SALES ouT Time Clock DENIED
5 11/11/2004 17:38:12 364363 Albert Willy DEFAULT out Time Clock DENIED
6 |11/11/2004 17:38:15 366710 Way Lai SALES out Time Clock DENIED
T [11111/2004 17:38:21 366710 May Lai SALES I Time Clock DEMIED
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5.6 EXPORT TO TEXT FILE

Export all attendance records to a text file for data backup in chronological order.

004/ Mov /11 17:36:53 000365735 "Martin Philips™ "OFFICE" {OUT}
004 /MNowv/11 17: 36:56 000366710 "May Lai™ "salLeEs" {ouT
2004 /Mov/11 17:38:08 000366710 "r-'aE Lai™ "saLEs" {ouT
2004 /Mov/11 17:38:12 000364363 "Albert willy" "DEFAULT" {OUT}
2004 /Mov/11 17:38:15 000366710 "May Lai™ "SALES" {0UTZ
2004 /Mov,/11 17:38:20 000366710 “May Lai” “SALES" {IN}

5.7 ERASE LOG DATABASE

Erase all attendance /log records.

5.8 ERASE STAFF RECORDS

Erase all staff records in card information.

5.9 FORMAT DATABASE

Clean up the database. Erase all attendance records and card information.

5.10 IMPORT LOG RECORDS

It importts the attendance / log records from the backup file of “Log Database” and metges the log
database into the local database for reporting. For example, staffs can clock their time at different
locations for attendance control. The head office collects the log databases from branch offices, and then

imports / merges them into the head office’s database for reporting.

5.11 IMPORT STAFF RECORDS

It imports / merges the staff records from the backup file of “System Database”, but system settings

will not be imported in this mode.
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6. REPORTS — ATTENDANCE

The attendance report is generated based on the working hours defined by the user. The attendance

records are comparing to the working hours and calculate the late and early leave information.

6.1 FIRST IN / LAST OUT ATTENDANCE REPORT

This report would be great for those who use the readers for access control or time recording. It extracts
the first and last data (or first IN last OUT data) in a day to calculate the Late, Early Leave and Overtime
for selected employees according to the Standard Working Hours and Overtime policy for a specific

period of date range.

Select from card Report for data from all readers,
—information list including CLOCK, IN and OUT readers
Report for data of all Report for data of Report for data from readers that set up

as CLOCK Only (Not for data collected

employees in card selected group :
from auto IN/OUT timer in clock mode)

information

Report for data from readers that set
up as IN/OUT mode and by auto IN/OUT
“"timer in clock mode

First In / Last Out

| ords of interest
...... C AL © CLOCK @ IN/OUT | Time format for print

_"I Record format Tout (hh:mm:ss =
hour:minuie:second]

L= List | " AM/PMhh:mm:ss
" HH:mm:ss Report will be printed according to the

Oates cf ritesat " AM/PMhh:mm following setup for all the selected Person

) [~ of Interest.
" This Week " Last'Week " HH:mm

X : Enter the Standard
(" This Month (" Last Month Working Hours —///#Worklng Hours
Al Standard Time

¢ Fanoe |09:UEI = 1q |1?;E]J g | .__EnierOfﬁce Hour for Saturday

/ ifitis not the same as the
From | June 16,2004 Wednesday w| [ Satuday Stanciard Time

To [ Jdy 31,2004 Sawdey =] v |0300 == o {1300 - |_set up the overtime policy
Options Overtime Options / OT will be calculated if the preset
L ot Bk e Min. O.T. ﬂ Minutes —1 Minimum OTreached
[~ New page on each pesson 0.7, Multiple |'15—£,1 Mirutes L |_OT will be calculated in the Multiple of

the preset minutes (set to zero if you

Nopay 0.T. Iu ili Mimtes\ want to include every second)

~No pay overtime for the preset minutes
in a working day

v Enhanced Printing
v Preview Only

Confirm Cancel
Check box to print
—Check box to print with those days that do not
highlighted lines have clocked data

Page 22

Ref:net attendance v1.02
wWww.avea.cc




NET Attendance V1.02 User Manual

Records need

special attention L = Late

E = Early Leave

NEE

OT = Overtime

Time ecorer \ \e From: 16/Jun/2004 To: 31/Jul/2004
09:00 to 17-00
\\o9-00 to 1300 Qendan \(AH)

N Vi
R ezoe I Ngf 021151000

n Ja e a9 - B < H B LB
[Clocked,day 10, Error day=1, Late day 3(04.; 45 29} Ear ly Leave doy ;[04 26 ‘5‘3] Owvertime daU[U; 45:00)

7\

Tt;?al Hours

Number of Number of Total Number
clocked days error days of days
0% Page 1of | =
OT printed on the Attendance Report
N
() 2) 3 “@ ()
Actual OT
OT Minimum| OT Multiple [(no pay OT
Work Exact OT | adjustment | adjustment | =30 min)
Hour [Punch Time| (2)-(1) (15 min) (5 min) (4)-30min
17:00:00 | 17:13:35 [ 0:13:35 (0:00:00 0:00:00 0:00:00
17:00:00 | 17:27:22 | 0:27:22 0:27:22 0:25:00 0:00:00
17:00:00 | 17:43:11 [ 0:43:11 0:43:11 0:40:00 0:10:00
17:00:00 | 18:02:55 1:02:55 1:02:55 1:00:00 0:30:00

Examples of Overtime Options' Calculation

attendance v1.02

avea.cc
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6.2 TWO SESSIONS ATTENDANCE REPORT

It extracts the first four data in a day (or first two data - depend on the working hours’ setup) to calculate
the Late, Early Leave and Overtime for selected employees according to the Standard Working Hours and
Overtime policy for two sessions. Daily records that less than four times / two times or more than four

times / two times in a day may not be included in the calculation. Reminder will be printed on the reportt.

Select from card Report for data from all readers,
[ information list including CLOCK, IN and OUT readers
Report for data from readers that set up
—Report for data of all R t for data of as CLOCK Only (Not for data collected
employees in'cara e sk from auto IN/OUT timer in clock mode)
information selected group

Report for data from readers that set
up as IN/OUT mode and by auto IN/OUT

Persons of intered Records of interes! "/’iimer n clockmods
« Al | - ALL CLOCK  @=TR/0UT Time format for print
" Group v _________,-—*'"—'-out (hh:mm:ss =
. Record format hour:minute:second)
" List | @ AM/PMbhmm:ss © AM/PMhhimm
Dates of interest & HH:mm:ss ® HH:mm
€ This Week € LastWeek Options |_Print those days that do not
" This Month " Last Month [~ Pintblank lnes————— | | have clocked data

* Al [~ New page on each person

. [V EnhancedPrining—— | printing with
Fromi June 16, 2004 Wednesday _:j v Preview Only highlighted lines

To I June 20, 2004 Wednesday ﬂ | -Set up the overtime policy
Working Hours | OT will be calculated if the preset
TTStandard Time T Saturday DYNMBW minimum OT reached
0300 < to [1300 5 || & [0300 < to 1300 =5 | | MR OT=™ OT will be calculated in the Multiple of
- - - - |15 2] Minutes | the preset minutes (set to zero if you
[1400 = 1o [1730 = ||| I [1400 = to [15:30 = 0.7 Muligle ——— | want fo include every second)
|15 2] Minutes

| _No pay overtime for the preset minutes

NopmyQ.T- in a working day

|U :I Minutes

Confirm Cancel
| _Enter the Standard | _Enter Office Hour for Saturday
Working Hours ifitis not the same as the

Standard Time

——Report will be printed according to the Working Hours'
setup for all the selected Person of Interest.
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Records need
special attention E = Early Leave L = Late OT = Overtime
=]

-~
J From: 16/ Jun%% Jun/2004

ddtdeilE) Ul (Vet iUV ]

B & Cowe |

Ti corder \
Sta\Nd: 09:00-13 DQ_14-00°
SatieX, 09:00.13.00 Attendance (ClUG

|[1436@§\11May1.a. \_‘ \\_ —

At least 4 records|for
weekdays

[Clocked day=10, Error Day 3. Late= E{DJ 22 23) Early Leave= 1(8& 43 37). Overime day ?(IJE 45:00)
Rpiofl /NN — \

Numberof Numberof Total Number of Toial Hours Total Number of
clocked days errordays LATE/Early Leave Overtime Day

OT printed on the Attendance Report

@ () 3) @ ?5)
Actual OT
OT Minimum| OT Multiple [(no pay OT
Work Exact OT | adjustment | adjustment | =30 min)
Hour [Punch Time| (2)-(1) (15 min) (5 min) (4)-30min
17:00:00 | 17:13:35 | 0:13:35 0:00:00 0:00:00 0:00:00
17:00:00 | 17:27:22 | 0:27:22 0:27:22 0:25:00 0:00:00
17:00:00 | 17:43:11 [ 0:43:11 0:43:11 0:40:00 0:10:00
17:00:00 | 18:02:55 1:02:55 1:02:55 1:00:00 0:30:00

Examples of Overtime Options' Calculation
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7. REPORTS — PRINTOUTS

The reports are generated from the attendance records according to the user selected options.

Report for data of all
employeesincard Reportforthe data of Select from card
information list selected group information list

Scope of Report

Options

™ Print blank fines do not have clock
" Group l ;I [~ New page on each person dgta
& List Pick List [¥ Enhanced Printing —————— _:?gnr:il?ggh‘r;z‘lines
Dates of interest b taveit Sov
(¢ This Week " LastWeek /Lim?hf::rrl:::‘t:;gr:prinf
" This Month (" Last Month hour:minute:second)
Al
" Range Record format
¢ AM/PMhh:mm:ss
From I —I " HH:mm:ss
To | Octobe || € AM/PMhRmm
- " HH:mm

Records of interest
" ALL " CLOCK &+ INOUT

TS
\ M T

Report for data from Report for data from readers Report for data collected from
all readers, including that set up as CLOCK Only readers that set up as IN/OUT or
CLOCK, IN and OUT (Notinclude data collected from auto IN/OUT timer
readers from auto IN/OUT timer)

Report for data of all

employees in card v ' ‘
soamnmis Who's Status x
\E"e:suns of interest Record format \
Report for data of * Al & AM/PMhhimm:ss |__Time format for print
selected group™ =" Group I T _] " HH:mm:ss out (hh:mm:ss =

Select from card_
information list

" HH:mm

Date of interest Options
/I/Dclohel 23,2004 Satuday v | [ New page on new calegory
e Printing with
Report for data of /| ¥ Enhanced Printng ——
selected date @ Preview Ony highlighted lines

Cancel
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7.1 DAILY INDIVIDUAL REPORT

Report for individual employee status at a specific date.

Daily Individual

= Al
" Group

" List

Perzonz of interest

| [~

[

Drate of interest

2

Movember 9, 2004 Tuesday j

Recardz per line
v 4 o i 8

Cancel |

R ecord format

(e AMPMhbcmnmss
" HH:mnn:z2

Ak APhhh:mm
" HH:mm

O ptions

[ Mew page on new category
[ Enhanced Printing

[w Preview Only

# Daily Individual Report

BEE WA M 8§ HE| Coe

-~
Time Attendance 9/MNow2004
Daily Individual Report

|[3?4099] Albert Willy (7 record(s))

CLOCE -

hact - EM08:34:41 AMOB:39:41 EMOB:49:06

ouT - BM05:35:45 BPMO1:01:51 PM02:02:17 PBMO§:15:07
|[365?35] Martin Luthur (O record(s))

CLOCE -

m -

ouT -
|[363683] May Lai (4 record(s)) )

CLOCK -

hact - AM02:309:52 DPMOZ:05:28

out - EM01:01:54 PMO§:27:18
|[36??59] Philip Wayne (4 record(s))

CLOCK -

hact - EM08:39:56 PM0Z2:40:08

out - EM01:02:18 PMO£:27:43

~d
0% [Page L of 1
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7.2 TIME LOGS REPORT

Report for all data sorted by name according to selected readers at a specific date range. Number of

records and clocked days for that employee will be reported.

Scope of Report

= Al

" Group

i List
Drates of interest
" Thizweek
" Thiz Month
Al

f* Fange

Persons of interest

|
[ |

" LastWeek
" Last Month

FromlNovember 8. 2004 Monday

® ALL

[ Corlim

Ta |November 9. 2004 Tuesday

Records of interest

" CLOCK

Cancel |

[~
[~

" INOUT

Options
[~ Print blank lines

[~ Mew page on each perzan

[ Enhanced Frinting
v Preview Only
Records per line
2

o 4

-1
-

Record format

¢ AMAPMhbmm:ss
" HH:mm:ss

" AMPMbhmm
" HH:mm

X

EEE 44y M S BHE | Do

Time Attendance

Time Logs (All)

From: 8/Mow/2004 To: 9/MNow2004

[374009] Albert Willy (11 record(s))

Wov 08, 2004 Mon - PM01:07:03[0] PM01:33:25[I] EM02:11:24[0] EMDG:13:50[0
Nov 09, 2004 Tue - BRM05:35:45[0] RMOB:34:41[1] 4 :41[1] 4
FM01:01:51[0] BPM02:02:17[C] EMO&:15:07[0]
Mo of day(s) =2
|[365735] Martin Luthur (0 record(s)) |
Mo of day(s) =0
|[363683] May Lai (8 record(s)) |
0 PM02:11:27[I]
PM02:05:29[1]
|[36?T59] Philip Wayne (9 record(s))
Nov O8, 2004 Mon - EM09:31:24[I] EMOG:31:23[I1 PMO1:01:54[0] PMO2:11:26[I
1:39[0]
Nov 09, 2004 Tue - EM0OB:39:56[I] PMO1:02:18[0] PM02:40:00[1I] PMO6:27:43[0
MNo ofday(s) =2
0% [Fage 1 of 1
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7.3 TOTAL HOURS REPORT

It is a detailed Total Working Hours Report for employees of selected readers according to First in Last
out basis for a specific date range. The first data will be used as the IN time and the last data will be used

as the OUT time for calculation.

Scope of Report &‘
Persons of interest Options
(o Al [~ Print blank lines
" Group | J [~ Mew page on each person

™ List [ Erhanced Frinting

= v Preview Onl
Dates of interest i i

™ This ‘Week " Last"Week
™ This Month " Last Month
Al
(* Range Record format
= A
From|November 82004 Maonday j AM/PMhh:mm:ss
" HH:mm:zs
Ta |N0vember 3.2004 Tuesday j Ak PMbbmm
" HH:
Reconds of interest m
AL " CLOCK f« INOUT
Confirm ‘ Cancel ‘

Total Hours (IN/OUT)

BEE W1 & BE o=

Time Attendance From: 8/Now2004 To: 9/Now2004

Total Hours (IN/JOUT)

[[374099] Albert Willy

Now 08, 2004 Mon - EMO1:33:25[IN] BMO&:13:50 [OUT]  (04:40:25)

Now 09, 2004 Tue - AMOS:34:41[IN] BMOG:15:07 [OUT]  (09:40:2
)

[Mo ofday(s) =2 Total Time=142057 ]

[[365735] Martin Luthur |
[No of day(s) =0 TotalTime=00:00:00 |

vy Lai |
i)

=
5
=

4 Mon - BMOB:23:53[IN]

13:44 [OUT]

&, 2
Now 09, 2004 Tue - aM08:39:52[IN]

[Mo ofday(s) =2 TotalTime=203717 |

[[367759] Philp Wayne

Nowv 08,

2004 Mon - AMOS:51:24 [IN] 1:38 [OUT]
Nov 08, 2004 Tue - RMO8:30:56[IN]
[Moofday(s) =2 Total Time=17 6802 |

7:43 [OUT]

0% Page 1 of 1

** For IN / OUT readers’ report, IN and OUT records must be matched in pait.
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7.4 TOTAL HOURS DETAIL REPORT

Total Hours Detail Report calculates all the time difference between two consecutive records in a day for

employees.

Scope of Report &‘

Persons of interest Options
e Al [~ Print blank lines
" Group | J [~ Mew page on each perzon

" List [~ Enhanced Frinting

; v Preview Onl
Dates of interest v u

™ This Week ™ Last'Week

" This Month ™ Last Month

|

f+ Range Fecord farmat

e AM/PMBhimm: s

j " HH:mmiss
=l

FrDI‘I‘IlNDVBI‘I‘IbBI 8, 2004 Monday

" AMPMbhmm
" HH:mm

To |N0vembel 9, 2004 Tuesday

Recards of intersst
 ALL " CLOCK e INAUT

Cancel |

# Total Hours Detail (IN/OUT)
BEE ««r 0 | FS HE| oo

-~
Time Attendance From: 8/Now/2004 To: 9/Now2004
Total Hours Detail (IN/OUT)
|[3T4099] Albert Willy
Now 08, 2004 Mon - FM01:33:25[IN] PM06:13: 50 [OUT] (04:40:25)
Nov 08, 2004 Tue - AM0EB:34:41[IN] PMO&6:15:07 [OUT] (09:40:26)
[Noofdayisj =2 Total Time=14:2051 |
[[365735] Martin Luthur |
|Nc| of dayis) =0 Total Time=00:00:00
|[363683] May Lai |
Nov 08, 2004 Mon — AMOB:23:53[IN] PMO1:11:10 [OUT] [04:47:17)
PM02:11:27 [IN] BMO7:13;: 44 [OUT] (05:02:17) N
Nov 08, 2004 Tue — BMOB:39:52 [TN] PMO1:01:54 [OUT] [04:22:02)
EM02:05: 28 [IN] 7:18 [OUT] 104:21:49
[Noofdayis) =2 Total Time=18:3325 |
|[36T?59] Philip Wayne
Now 08, 2004 Mon - AM09:51:24 [IN] PMO1:01:54 [OUT] 103:10:30)
EM02:11:26 [IN] PMO&:01:38 [oUT] (03:50:13)
Nov 08, 2004 Tue — AMOB:30:56 [IN] PMO1:02: 18 [OUT] (04:22:22)
BM02: 40 : 09 [IN] BM06:27: 43 [OUT] 103:47:34)
Mo ofday(s) =2 Total Time=1510:39 |
r

0% |Page 1 of 1

** For IN / OUT readers’ report, IN and OUT records must be matched in pait.
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7.5 WHO’S IN / OUT REPORT

Report for finding out WHO is IN the office and WHO is NOT IN (OUT) the office at a specific date.

Who's Status &‘

Perzons of interest Fecaord format
i+ Al f+ Ak /Phdbbcmm:zs
i Group | J " HH:mn: 22

 List Ak Phbhmm
" HH:mm

Drate of interest

Movemnber 8, 2004 Monday ﬂ

O ptions

| Mew page on new category
[ Enhanced Printing
v Preview Only

Confirm | Cancel |

#Who's IN / OUT

BEE WM 8§85 HE| Co=

Time Attendance 8/MNow2004
Who's IN / OUT
[Who's CLOCK |

|wmsm |

[Who's OUT |
Rlbert Willy EM06:13:50 - PM01:33:25 [IN] (04:40:25)
May Lai EM0T7:13:44 - pM02:11:27 [IN] (05:02:17)
Fhilip Wayne PM06:01:39 - PMOZ:11:28 [IN] (03:50:13

3 persons B

|No record

Martin Luthur
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8. SPREADSHEET

The attendance records can be processed according to the working hours and output to an EXCEL file to

further processing like payroll, appraisal, etc.

8.1 FIRST IN / LAST OUT SPREADSHEET

It extracts the first clocked data (First) and the last clocked data (Last) from selected readers.

Scope of Report ﬁ‘
Perzonz of interest Options
o Al ™ Print blank lines
" Group |

[ Mew page on each perzon

" List

Dates of interest

" Thiz ‘Week " Last Week
" Thiz Month " Last Month
Al

f* Range

Fram |N|:|'-.fen'|I:|er 3. 2004 Manday j
To |Nnveml:uer 9, 2004 Tuesday j

Recardz of interest

I ALL " CLOCEK fo |N/AOUT
Canfirmn | Cancel |
A B C D ] I
1 MAME GROUFR DATE It ouUT o TATUS
2 |Albert Willy DEFAULT a0 13:33:25 181350 OK
3 DAL 08:34:41 181507 QK
4 |MayLai wALES S 1200 03:23:53 191344 OE
5 Q1A 08:3%:52 182718 O
& |Philip Wayne OFFICE B 1200 025124 180139 0K
7 Q1A 08:3%:56 182743 OFE
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8.2 IN / OUT PAIRS SPREADSHEET

Data are grouped into pairs which must be clock IN and clock OUT data.

Scope of Report &

Perzonz of interest O ptions

fe Al ™ Print blank lines

£ Group | [~ Mew page on each person

~ List 4

Dates of interest

" ThizWeek " Lazt"Week Records per line

¢ This Morth ¢ Last Morth £ 2 £

f* Range

Frarm | Maovember 8, 2004  Monday j
To |N|:|'-.=eml:uer 9. 2004  Tuesday j
Canfirm | Cancel |
& B & ] E F e H
1 MaAME GROUF  DATE M1 OUT1 M2 QT2 S TATIIS
2 Albert Willy  DEFAULT | 8412004 13:33:25 181350 Incomnplete
3 112004 03:34:41  18:1507 Inoomplet:
4 MawLai S ALES AL 032353 131110 14:11:27 191344  Incomplete
4 SALAMY 033052 13:01:54 140529 182718 QK
& |Philip Wasne OFFICE AL 5124 130154 14:11:28 18:01:3%  Incomoplete
7 LAY 033958 1302138 144009 182743 QK
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8.3 TIME LOGS SPREADSHEET

It sorts out all the data by employees according to the selected readers for the selected date range.

Scope of Report §|
Perzonz of interest O ptions
v al ™ Frint blank lines
£ Group | [~ Mew page on each person
r List 4
D ates af interest
" ThizWeek " Lazt"Week Records per line
¢ This Morth ¢ Last Morth £ 2 £
f* Range
Frarm |Nn:|'-.fen'|l:-er 8. 2004 Maonday j
To |N|:|'-.=eml:uer 9. 2004  Tuesday j
Recards of interest
" ALL " CLOCK o |NAOUT
Canfirm | Cancel |
A B Z D E F 3
1 MNAME .GRDUP DATE TIMEIL TIME: TIME:  TIMES
2 Alket WIIDEFAUTLT 8A 14200 1230703 13:3325 141124 18:13:50
3 1A 053545 082441 032941 084906
4 1300:50 140217 181507
5 Maylai SALES 12004 082353 131110 (140127 121344
(2] G1LA004 08:39:52 130054 140529 182718
7 |Philip Way OFFICE | 84142004 025124 025125 13:01:54  14:11:326
a 18:01:3%
e G1LA00A 083956 130218 (144000 182743
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8.4 IN OUT PAIRS LATE & EARLY LEAVE SPREADSHEET

Powerful spreadsheet report for your factory’s four sessions NET Attendance needs. It calculates the Late
& Early Leave attendance records for at most four sessions in a day and generates the spreadsheet

according to the defined NET Attendance Table.

Since it is an independent report, you have to define your work time for different group of workers for

report generation.

betom Dambam Getp Card Hanaper Firport

dmwntases » |

\ Prishouts .f.r
[ S| B, Beath rLaaoUT

B, 0T fen

L'_ﬁ@i;h_-ﬁiwlffi » | Dioe Tinw &
p— — B Lowwd ELenve —

# Time Table [__"E|r>_(|
Group i

SHIFT 1 -

Time Petiod

IN [0200 = OUT [1400 == A I
Time Attendance List

IN Tirne_[OUT Tiene X Deleis
M|aM 07:00 &M 11:00

PM 1200 PM 0300

PM 0400 PM 07:00

PM0E:00 PM 10:00

_ O |
A | B C D B F G H 1 J E L M N o] P |
w__lw_lNAME GROUP  DATE M1 LTl ouTl HLI M2 LT2 OUT2 EH2 M3 LT3 OUT3 M4 LTa—
2 [Maylai SHIFT 1 20102004
3| 21102004 14:51:13  02:51:13 193430 000000
4 MartinChan SHIFT 1 20102004
5 21102004 1004808  OR48:08 108900 01100
6 | 2102004 04422 (4422 166333 0pOOO0D 145500 035500 19Q4:59 000000
7 2302004
8 Photo Wayne SHIFT1 20102004 143258 033258 18P3305 0D2655
9 21102004 140801 0Q0801 1802916 (D304d
10 22102004 11:13:18 000000 172054 000000
11 Time Clock SHIFT 1 20102004
12 21102004 14:04:22 020422 193447 000000
13 |AVEA SHIFT 1 20102004
14 2110204
15 2210200 11:1237 000000 171024 000000 171544 ON1544 171606 014354
—_—
First clock IN time Third clock IN time
—_—
Late (first IN time - the first Late (third IN time - the
expected clock IN !ime] third expected clock IN
First clock OUT time fiMe)  third clock OUT time
e e
Early Leave (first OUT time - Early Leave (third OUT time - the
the first expected clock OUT third Expected clock OUT time)
time)
- END -
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