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Without the prior written consent of ZKTeco, no portion of this manual can be copied or forwarded in any
way or form. All parts of this manual belong to ZKTeco and its subsidiaries (hereinafter the "Company" or
"ZKTeco").

ZK is a registered trademark of ZKTeco. Other trademarks involved in this manual are owned by
their respective owners.

This manual contains information on the operation and maintenance of the ZKTeco equipment. The
copyright in all the documents, drawings, etc. in relation to the ZKTeco supplied equipment vests in and
is the property of ZKTeco. The contents hereof should not be used or shared by the receiver with any third
party without express written permission of ZKTeco.

The contents of this manual must be read as a whole before starting the operation and maintenance of
the supplied equipment. If any of the content(s) of the manual seems unclear or incomplete, please
contact ZKTeco before starting the operation and maintenance of the said equipment.

It is an essential pre-requisite for the satisfactory operation and maintenance that the operating and
maintenance personnel are fully familiar with the design and that the said personnel have received
thorough training in operating and maintaining the machine/unit/equipment. It is further essential for
the safe operation of the machine/unit/equipment that personnel has read, understood and followed the
safety instructions contained in the manual.

In case of any conflict between terms and conditions of this manual and the contract specifications,
drawings, instruction sheets or any other contract-related documents, the contract
conditions/documents shall prevail. The contract specific conditions/documents shall apply in priority.

ZKTeco offers no warranty, guarantee or representation regarding the completeness of any information
contained in this manual or any of the amendments made thereto. ZKTeco does not extend the warranty
of any kind, including, without limitation, any warranty of design, merchantability or fitness for a
particular purpose.

ZKTeco does not assume responsibility for any errors or omissions in the information or documents which
are referenced by or linked to this manual. The entire risk as to the results and performance obtained from
using the information is assumed by the user.

ZKTeco in no event shall be liable to the user or any third party for any incidental, consequential, indirect,
special, or exemplary damages, including, without limitation, loss of business, loss of profits, business
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interruption, loss of business information or any pecuniary loss, arising out of, in connection with, or
relating to the use of the information contained in or referenced by this manual, even if ZKTeco has been
advised of the possibility of such damages.

This manual and the information contained therein may include technical, other inaccuracies or
typographical errors. ZKTeco periodically changes the information herein which will be incorporated into
new additions/amendments to the manual. ZKTeco reserves the right to add, delete, amend or modify the
information contained in the manual from time to time in the form of circulars, letters, notes, etc. for
better operation and safety of the machine/unit/equipment. The said additions or amendments are
meant for improvement /better operations of the machine/unit/equipment and such amendments shall
not give any right to claim any compensation or damages under any circumstances.

ZKTeco shall in no way be responsible (i) in case the machine/unit/equipment malfunctions due to any
non-compliance of the instructions contained in this manual (ii) in case of operation of the
machine/unit/equipment beyond the rate limits (iii) in case of operation of the machine and equipment in
conditions different from the prescribed conditions of the manual.

The product will be updated from time to time without prior notice. The latest operation procedures and
relevant documents are available on http://www.zkteco.com

If there is any issue related to the product, please contact us.

Address ZKTeco Industrial Park, No. 32, Industrial Road,
Tangxia Town, Dongguan, China.

Phone +86 769 - 82109991

Fax +86 755 - 89602394

For business related queries, please write to us at: sales@zkteco.com.

To know more about our global branches, visit www.zkteco.com.
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ZKTeco is one of the world’s largest manufacturer of RFID and Biometric (Fingerprint, Facial, Finger-vein)
readers. Product offerings include Access Control readers and panels, Near & Far-range Facial Recognition
Cameras, Elevator/floor access controllers, Turnstiles, License Plate Recognition (LPR) gate controllers and
Consumer products including battery-operated fingerprint and face-reader Door Locks. Our security
solutions are multi-lingual and localized in over 18 different languages. At the ZKTeco state-of-the-art
700,000 square foot 1ISO9001-certified manufacturing facility, we control manufacturing, product design,
component assembly, and logistics/shipping, all under one roof.

The founders of ZKTeco have been determined for independent research and development of biometric
verification procedures and the productization of biometric verification SDK, which was initially widely
applied in PC security and identity authentication fields. With the continuous enhancement of the
development and plenty of market applications, the team has gradually constructed an identity
authentication ecosystem and smart security ecosystem, which are based on biometric verification
techniques. With years of experience in the industrialization of biometric verifications, ZKTeco was
officially established in 2007 and now has been one of the globally leading enterprises in the biometric
verification industry owning various patents and being selected as the National High-tech Enterprise for 6
consecutive years. Its products are protected by intellectual property rights.

This manual introduces the operations of ZKBio Time.Net 3.3 software.

All figures displayed are for illustration purposes only. Figures in this manual may not be exactly
consistent with the actual products.

Note: Function(s) with * is/are optional function, it will not be visible in default view. For accessing that
functions, please go to System->Config and in functions options, tick the required checkbox and click
Save.
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Document Conventions

Conventions used in this manual are listed below:

GUI Conventions

For Software

Convention Description

Bold font Used to identify software interface names eg. OK, Confirm, Cancel.

Multi-level menus are separated by these brackets. For example, File > Create >

> Folder.
Convention Description
<> Button or key names for devices. For example, press <OK>.
1 Window names, menu items, data table, and field names are inside square brackets.

For example, pop up the [New User] window.

/ Multi-level menus are separated by forwarding slashes. For example,
[File/Create/Folder].

Symbols

Convention Description

\ |

L This implies about the notice or pays attention to, in the manual.

The general information which helps in performing the operations faster.

n <

‘*.‘nf L
) o

The information which is significant.

Care taken to avoid danger or mistakes.

The statement or event that warns of something or that serves as a
cautionary example.

B> ©
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Overview

ZKBio Time.Net Function Guide

ZKBio Time.Net is a lite Windows-based desktop time and attendance software for Small and
Medium Enterprise. It provides a stable communication for ZKTeco standalone devices through
Ethernet/ Wi-Fi/ USB and connects all devices to download transactions, synchronize employee
information, calculate attendance records, and generate more than 15 kinds of reports. And it is

equipped with a Payroll module which provides corresponding payroll calculation function.
ZKBio Time.Net System Features:

User-friendly Ul provides new operating experience to the user.

Supports multiple languages and is easy to modify or translate.

Supports hybrid-biometric templates including Fingerprint, Face, Finger Vein, and Palm.

Supports auto-scheduling for default department employees.

Supports cross-day shift, flexible shift, and smart shift scheduling.

Supports e-mail alert for employee exceptions.

Supports user-defined leave type and balance setting for leave.

Fast calculation of time attendance and supports 15 kinds of reports.

Supports online software upgrades and feedback systems.

Supports simple access control devices.

Supports a simple payroll system.
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Software Installation Requirement

CPU Dual-core 2.0GHz or above
RAM 4GB or above
Hard Disk 100GB available space or above

Windows 7/8/8.1/10
Server: 2003/2008/2012/2016

Operating System

Database SQLite (Default)/PostgreSQL/MySQL/SQL Server

Basic User Guidance

The following steps assume that the management of this software is described by the super user.

Step 1: Register the super user and login. Make sure the e-mail address is correct for receiving an e-
mail if you forget the password.

Step 2: Establish a company structure with departments according to the actual situation.

Step 3: Add employees and enroll fingerprint, face, palm, finger vein, password, or card number.
Step 4: Establish the area for device location.

Step 5: Add devices and assign them to a certain area.

Step 6: Create an Attendance Rule; use the default setting, or create new rules required.

Step 7: Create a Timetable which will be used during the attendance procedure. Use default
Timetable or Add a new Timetable.

Step 8: Create common shifts for the attendance system, which are cycling combinations of the
timetables in the requested work time.

Step 9: Set the employee schedule, that is, specify the shifts of each employee. In case of a
temporary shift is changed for scheduled employees, one can use the Temporary Schedule to
change the schedule.

Step 10: Calculate Attendance according to employee attendance.

Step 11: Check and export human resource reports and attendance calculation reports.
Step 12%: Set up Employee Pay Period.

Step 13%: Set up Employee Payroll Formula.

Step 14%: Set up Employee Salary Structure.
Step 15%: Calculate Payroll and check the payroll report.
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Glossary

Overtime

Work-Type

Statistics-ltem

Role

Timetable

Modify-Record

Work-State

Late-In

Early-Out

Sets overtime levels 1, 2, and 3 to different lengths of work
time.

Weekend, Normal Work, Rest, Holiday, Leave, Overtime.

Statistical methods for calculating attendance. It includes
Require Work Time, Actual Work Time, Round Work Time, 1st,
2nd, 3rd Overtime level, Late-In, Early-Out, Absent, Leave,
etc.

In daily use, the administrator needs to assign some new
users with different levels of privileges. To avoid setting up
separately for each user, you can create roles with specific
privileges on the Role Management interface and then
assign the appropriate role directly to the user while adding
a user.

Sets the timetables that might be used during the
attendance procedure, configures various parameters such
as Check-In/Check-Out Time and (Allow) Late Arrival/Early
Out, and sets the allowable time range for check-in/check-
out and the break time. The timetable is the minimum
component required for the staff attendance time setting.

Allows manual recording of the attendance when employees
leave for business or forget to punch cards.

Defines the type of punch in attendance records. Six work
states are used in the system by default, including Check-In,
Check-Out, Overtime In, Overtime, Out, and Outback.

Sets the late arrival timetable and the start time for counting
a punch as Late Arrival, and defines whether the actual
check-in is later than the expected check-in. Here, the system
conforms to the attendance rule “No check-in, count as Late
Arrival”. The Late Arrival time will not affect the number of
minutes worked in attendance records.

Sets the early out timetable and the start time for counting a
punch as Early-Out and defines whether the actual check-out
is later than the expected check-out. Here, the system
conforms to the attendance rule “No check-out, count as
Early Out”. The Early Out time will not affect the number of
minutes worked in attendance records.
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Absent

Exception

Shift

Schedule

Temporary-Schedule

(Allow) Late-In/Early-Out

Require Work Time

(Default) Timetable

(Default) Shift

Break

According to attendance rules, all punches will count as
Absent when there is no check-in or check-out record or
when the Late Arrival or Early Leave time exceeds ‘N’ minutes
specified in the attendance rules.

Defines the time for leave in a timetable.

Consists of one or more preset timetables according to a
certain sequence and cycle. To monitor employee
attendance, you must set shifts first.

Sets employee shifts in a certain time period to facilitate
attendance monitoring. This is a major reference for
calculating attendance.

This is an adjustment to the fixed shift work schedule on
specific dates when the work hours of one or more
employees change temporarily. This schedule is also
applicable to non-regular posts (employees).

Defines the start time for counting a punch as Late-In/Early-
Out after the punch exceeds the allowable time limit in the
specified work time.

The working hours set by the attendance rules, in minutes. It
is calculated by deducting the rest time from the schedule
interval.

Defines a timetable that is set in default by the system.

Defines a shift that is set in default by the system, which is a
cycle of the default timetable in one week. You can use the
default shift for the employees who have no fixed work
schedules but are required to record their attendance. The
default shift is applicable to bosses, sales staff, service staff,
and make-to-order production personnel.

This is used to deduct the meal and rest time that is
inaccurately counted as work time because employees have
their cards punched only twice a day. For example, the
period 08:00~17:30 contains the time for lunch and rest,
which shall be deducted. You need to set a break period
from 12:00 to 13:30. This period is not used directly for
calculating the time points but only for calculating the
attendance time. For example, if an employee works only in
the morning, his/her work hours are 4 hours. When the
period 12:00~17:30 (5.5 hours) is considered as the
employee’s absence time, it is obviously greater than the
actual absence time (13:30~17:30, 4 hours). Therefore, you
need to set the break start and end time between two
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punches. This setting is not necessary in other cases.

Based on the attendance rules, the value obtained after
increasing/decreasing the actual working time is the final
Round Work Time data used for salary calculation. The unit is minute. Allowed
late/early leave, early arrival/late departure as effective work
time is the influencing conditions of effective working hours.

Sets the schedule properties, including the dates and shifts
Shift of the schedule, and whether there are cycling schedule
dates, and then assign the preset schedule to a department

or individual employee.

Defines the date when an employee is hired. When adding
an employee, you can take the current system date as the
date of hire by default, or you can change the date. This
information is very important. Enter the correct date.

Hired Date

Defines the mode of attendance check. Wage and Salary
options are available. If you select the Wage option, the
result of an attendance check is independent of parameters
such as Shift, Overtime, Late-In, Early-Out, and Absent. If you
select the salary option, the result of attendance check is
related to parameters such as the shift time, rounding details
during shifts, break rounding, overtime, check-in late, check-

Pay Mode

out early, and absence.

Defines the status of the device. If you click Enable, the
device is enabled and you can perform the following
operations on the device: user uploading/downloading,
work code uploading, and record downloading. If you click
Disable, the device will not be able to perform any of the
above-mentioned function.

Status

Data Sync Synchronizes data between the system and the device.
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Before Use

Installation and Register

Installation

Note:

The demonstration figure below may be different from your actual installation, but the actual

software installation shall prevail.
You must install the .Net Framework 4.0 first. Otherwise, you cannot install this program.

(Tips: The installation CD contents the .Net Framework 4.0 setup file. You can install it as

required.)
If you have installed this program before, please uninstall it first, and restart your computer.

It is better to turn off all the other applications before installation, to avoid any conflict in

installing procedure.

During the installation, the computer firewall software may prevent the service from this

program, please select “Allow all”, or temporarily stop the firewall software before installation.

CHM 4:5
driver 4:51
Image 4:5
LanguageResources q 4:51
License 2019/3/21 14:51
sdk 2019/3/21 14:51
LUSBDriver 2019/3/21 1451

#8 dotNetFxd0_Full x86_x64

FE;! Setup

Right click setup.exe and select Run as administrator.

Select Setup Language x
[d] Select the language to use during the
installation:
Enalish R
Cancel
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2. Select the language and click [OK].
i% Setup - ZKBio Time.Net 3.4 - ®
:END-USER LICEMSE AGREEMENT FOR THIS SOFTWARE ~

3.

Important - read carefully:

This End-Jser License Agreement {"EULA") is a legal agreement between you (either an individual or a single entity) and the mentioned author of this Software |
for the software product identified above, which indudes computer software and may indude assodated media, printed materials, and "online”™ or electronic
documentation ("SOFTVWARE PRODUCT"). By installing, copying, or otherwise using the SOFTWARE PRODUCT, you agree to be bound by the terms of this
EULA. If you do not agree to the terms of this ELLA, do notinstall or use the SOFTWARE PRODUCT.

SOFTWARE PRODUCT LICEMSE
The SOFTWARE PRODUCT is protected by copyright laws and international copyright treaties, as well as other intellectual property laws and treaties. The
SOFTWARE PRODUCT is licensed, not sold.

1. GRAMT OF LICENSE. This EULA grants you the following rights:Installation and Use. You may install and use an unlimited number of copies of the
SOFTWARE PRODUCT,

Reproduction and Distribution. You may reproduce and distribute an unlimited number of copies of the SOFTWARE PRODUCT; provided that each copy shall be
a true and complete copy, induding all copyright and trademark notices, and shall be accompanied by a copy of this EULA. Copies of the SOFTWARE PRODUCT
may be distributed as a standalone product or induded with your own product.

2, DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS,

Limitations on Reverse Engineering, Decompilation, and Disassembly. You may not reverse engineer, decompile, or disassemble the SOFTWARE PRODUCT,
except and only to the extent that such activity is expressly permitted by applicable law notwithstanding this limitation.

Separation of Components.
The SOFTWARE PRODUCT is licensed as a single product. Its component parts may not be separated for use on more than one computer.

Software Transfer.
‘You may permanently transfer all of your rights under this EULA, provided the redpient agrees to the terms of this EULA.

Termination.
Without prejudice to any other rights, the Author of this Software may terminate this EULA if you fail to comply with the terms and conditions of this ELLA. In
such event, you must destroy all copies of the SOFTWARE PRODUCT and all of its component parts.

Distribution.
The SOFTWARE PRODUCT may not be sold or be induded in a product or package which intends to receive benefits through the indusion of the SOFTWARE

Read the license carefully; select | accept the agreement and then click [Next] button to enter the
Installation Path Setting window.

(Tips: Click [Cancel] to cancel the installation operation.)

i5 Setup - 7KBio Time.Net 3.4 - X

ONE-CLICK SYNCHRONIZATION

HYBRID BIOMETRIC
TIME ATTENDANCE TERMINALS

E}\ZKBio Time.Net
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4. Click , select the installation path in the pop-up window. Click [Next] to enter the

Select Components window.

i Setup - ZKBio Time.Net 3.4 - X

SMART SCHEDULING

1| ZKBio Time.Met 3.4
[ Fingerprint reader driver

5. Select the component as required, and then click [Next] to continue.
(Tips: ¥ means selected.)

i5) Setup - ZKBio Time.Net 3.4 - O X

MULTIPLE LANGUAGES

Supports multiple languages for your convenience.
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6. Click , select the path for creating the program’s shortcuts. Click [Next] to enter to the

Installation Confirmation window:

i5 Setup - ZKBio Time.Net 3.4 - X

SIMPLE ACCESS CONTROL

/. Click [Install] to continue with the installation; or click [Backl], if you want to review the change of

any setting.

9 Setup - ZKBio Time.Net 3.4 - X

E-MAIL ALERTS

Sends e-mail notification in case of
late, absence, early out, etc

i

Note: If you selected the Fingerprint reader driver at step 5, the following window will pop-up:
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Welcome to the ZKOnline SDK
Setup Wizard

This will install ZKOnline SDK 2.3.4.0 on your computer.

Itis recommended that you dose all other applications befaore
continuing.

Click Mext to continue, or Cancel to exit Setup,

Click [Next] to enter to the Installation Confirm window:

Ready to Install
Setup is now ready to begin installing ZKOnline DK on your computer,

Click Install to continue with the installation.

Click [Install] button to continue with the installation of the Fingerprint reader driver.

Click [Finish] button to close the setup window.
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Completing the ZKOnline SDK
Setup Wizard

Setup has finished installing ZKOnline 50K on your computer,

Click Finish to exit Setup.

3. After finishing the installation, the following window will pop-up.

i3 Setup - ZKBio Time.Net 3.4

15+ various Report Types

MULTIPLE REPORTS

ZK Teeo
Total Tima Card Report

From e |To

D Code | Descrption

|1 | Lesley Mathews.
L | Holidzy
2 | Owertimed
£l | Overtrmes
|2 | Late | s
|5 | Onvertime | Oa54
6 |BayDuw o100
7 | Break | oo
L) Absent2 | o
9 | Abserty | oo
10 | Overtmer | oa
1

Absence Report
fogoet
ATy
LRI E s ATy
Toewe Pesicd ke | o
=3 (R Tirws twered
Ll (. e
&00- 1800 -
B 1800 iy . %
B 1800 . - st
= nos- un
BD- 1800
=

ComdMumber | 2154545005840

Tip Wock Tirme P
Feidlay 84 1800
Friclay #0- 1800

Wednesday | B40- 1800

Note: After successfully installing the program, thisicon 1® will display. Double click this icon

to run the ZKBio Time.Net program.
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3.1.2 Register

In order to use the system appropriately, please install the authorized software.
3.1.2.1  Online Registration

o Firstly, the Customer sends his requirements such as user quantity, device quantity, and the life
span of the device through the sales executive.

o The sales executive will provide these requirements to the License issuing personnel. Then the
License issuing personnel will create the SN and download the SN. XML file according to these
requirements on the License server.

o The sales executive sends the SN.XML files back to the customer. In the below License register
interface, the customer clicks the [Register Online] to select the SN.XML file for the Online

activation function.

Activation License Information
Company MName Limit Employes
® 2000
Country And Region Limit Terminals
- ® 50
City Expired Date
2020-09-14

Address

) Register Online
Industry

Generate UPK

Contacts

®
Erriail

Cancel

Note: The icon G means the operation needs the administrator permission of the computer.

3.1.2.2  Offline Registration

« If online registration is not convenient for you, you can register offline.

Page|21 Copyright©2024 ZKTECO CO., LTD. All rights reserved.



ZKBio Time.Net User Manual

In the above License register interface, click the [Generate UPK] button to open the SN.XML file,
for generating the UPK.XML file.

After sending UPK.XML file back to our sales executive, our License issuing personnel will create a
License. XML file on the License server, then send the License. XML file back to the customer.

In the License activation interface, click the [Register Offline] button to open the License. XML file
to complete the activation.

Uninstall

Method 1

If you are no longer using this software and wish to uninstall it, do it as follow:

Click [Start] > [All Programs] > [ZKBio Time.Net] > [Uninstall ZKBio Time.Net].

Method 2

Exit the ZKBio Time.Net program.
Choose [Start] > [Control Panel] > [Uninstall a Program] > right-click [ZKBio Time.Net] and click

[Uninstall].
" 8 . P ¢+ AND sl o o o
@thj » Control Panel » Programs » Programs and Features - |"f ‘ | Search Programs and Features o

File Edit View Tools Help

Control Panel Home . L
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

H) Turn Windows features on or

atk Organize *  Uninstall = - '@-
MName Publisher Installed On  Size
[=- Microsoft Visual C++ 2010 86 Redistributable - 10.0.... Microsoft Corporation 2014/12/10
ﬁlMacrumEdla Flash Player 8 Plugin Macromedia 2014/12/10
Dj Microsoft Office Visio Professional 2002 Microsoft Corporation 2014/12/10
DME(I’UmEdIE Flash & Video Encoder Macromedia 2014/12/10
@Ma(rﬂmadia Flash Player 8 Macromedia 2014/12/10
eMacromadia Flash 8 Macromedia 2014/12/10
[F1ZKTime.Net 3.1 ZKTeco 01443410
[871ZKOnline SDK 2340 ZKTEco Inc. Uninstall | |2
T WindowstEALAIT Wopti T WAz |
B winRAR EETHEES 2014/12/10
B masEs s s 2ETE Sogou.com 2014/12/10
57 Microsoft \NET Framewark 4 Extended Microsoft Corporation 2014/12/10
(2 Microsoft NET Framework 4 Client Profile Microsoft Corporation 2014/12/10 -
o . | ¥
e Currently installed programs Total size: 335 GB
}' 4 42 programs installed

Click [Yes] to remove the program.

Page]|22 Copyright©2024 ZKTECO CO., LTD. All rights reserved.



ZKBio Time.Net User Manual

3.2 Login

Double-click the desktop shortcut or choose [Start] > [Programs] > [ZKBio Time.Net] to pop-up the

Login window.

1. If you log in to the system for the first time (this means the system has no users), the system
displays the register administrator interface. Type-in the User Name, Password, Repeat
Password and User Email Address as required (Please fill in the correct email address to retrieve

your password if you forget it), and then click [Register] to register user.

admin

FHRHEFRERER

s e

mike. wei@zkteco.corr

2. If you have previously logged in to the system, enter the correct registered User Name and

Password. For more information about setting the User Name, Password, and user privilege

(Role), please refer to 4.4 User. Click [Login] to log in to the system or click " to exit.

[] Remember me

Forget password?
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3. You can log in to different system interfaces based on different user privileges (Role). The

administrator will enter the Employee Card interface by default, shown as the following figure.

@ 310 | 4 e Personne _
T

a

IR

Emp ID Judy
Hired Date  03/11/2019
Department  Department

Emp ID 1
Hired Date 09/04/2019
Department  Department

Card Number 0 L Card Number
(2 Mo checked (O No Checked

Lucy

Emp ID 2

Hired Date 10/22/2019
Department  Department
Card Number

Note: Click =2 to view as Grid, and display the Employee Management interface, shown as

below.

: NOBE

3 L
Company Departments Position
Employee + add | PySave | fij Delere || [ Import | (2 Export | (& Batch Update | =
it = General | Private Detal = Pay Details
Q
Emp ID Name thac i

Status /" Enable Photo Size(200%200)
Employee 1D I i -
First Narme IR = —
Last Name [l
Department Department ¥ * o]
Hired Date 07/01/2020 S
Pay Mode Salary Mode b
Area -
Device Privilege Employee - * Ermail
Position Staff - =
PIN(Password) Card Number
Fingerprint i} |@ Face o
Palm 0 Finger Vein 1]

Record:0 IE E “ Login User:admin
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24 User Interface and Main Menu

Config
-

Basic Sa{{ings

(4

Operation Log

SL

User

D &
L8
Email Settings Role

Push Settings  Calculation Task

=

Database

=

Delete Logs

—

Get Transaction Settings

Date Format
MM/ dd/yyyy >

/" Enable Access Module
' Enable Short Message
i~ Enable Work Code
I Enable Payroll

® Gregorian Calendar

"

2]

| Delete Device transaction after download

Date And Time Format

Time Format
HH:mm b

Software Function

Duration Format

HH:mm i

i/ Enable Email Alert
i~/ Enable USB Drive

s iEnable to Download Attendance Photo:

Calendar Type

Iranian Calendar

Islamic Calendar

s

E2e ¢

User Interface

Parameters

Main Menu Bar

Login User:admin

Use

It provides the main functional menus of the system. The clear
classification management and powerful functional structures
help you to manage the staff attendance of your company
smoothly.

The Secondary Menu Bar

Simplifies functions and helps you to perform operations more
effectively in each main menu option.

Operation Area

Allows you to view and use various functions.

Shortcut Icons

Allows you to perform operations conveniently, including fast
access to navigation, system registration and checking of the
system version.

© 06 60 o6

Information Bar

Displays the Employee Card, Device Card, Report Card, and the
current Login User.
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Menu and Function Instruction

The system menu bar lists all the operation options. The user can click different menus to select

different operations on the bar. If the user clicks one menu, the tiling submenu will display.

Allows you to manage the system’s configuration, including
System Management Config, Email Setting, Role and User management, Database
management, and check the Operation Log.

Creates Company Structure, adds employees and their details

Personnel
including Pay Details, and Position.

Sets attendance Rule, Work Type, Statistic Iltem, Timetable, Shift,
Attendance Setting Schedule, Temporary Schedule, Exception Assign (Statistics Iltems
namely Vacation, Sick Leave, etc).

Allows you to manage the attendance check device and the
employee information and attendance records on the device;
including Device management, Area setting, Sync Data, USB
Drive management, Work Code, and Short Message.

Device Maintenance

Sets the parameters of the electronic locks and related access
devices including Time Period, Access Group, Unlock Comb, and
Access Level setting and upload access data via Sync Data, and so
on.

Access Control Management

Allows you to create General rules, Formulas for salary, Salary
Payroll Structure, etc. It also provides options like Reimbursement, Loan,
Salary Advance, Payroll, Report, etc.

Allows you to process and manage reports by two categories:
Employee info and Attendance record. You can calculate the

Reports Management attendance records by specifying the scope of employees and
time, and output reports. You can import or export the
attendance data as required by using a USB Disk.
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342 Dashboard

Click on the ZKBio Time.Net logo in the top left corner to enter the dashboard interface.

Biometric Data

)

0

)

o

With Password with Card
0 o
Without Password Without Card
W Fresent:0(S0%:) Present (e Iil

B Absent:0(50%:)

Present:0i50%:)

04/18/2024

)

0
‘Wwith Fingerprint
0

Without Fingerprint

o
With Face
0
Without Face

Attendance Exception

0
With Finger Vein
0

Without Finger Vein

[P\ Late

Eartly Leave Absent i

343

o Home

Instruction of Shortcut Icons

0.4 4

T
03.18.2024

EERE ¢

T T T T
03.25.2024 04.01.2024 04.08.2024 04.15.2024

Login User:admin

If you encounter any problem when performing operations in the system, you can click - to

return to the system navigation, which will help you to complete attendance management quickly.
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Company Timetable @

Employee Shift Report
E o

Device Schedule

a2
a

@ IE e Login User:admin
o License
For this specific operation method, please refer to 3.1.2 Register.
* About

You can click [About] to check the system version.

ZK [zza

ZKBio Time.Net 3.4.2.1

S5DK Version 6.3.1.47

Copyright © 2022 ZKTECO CQ., LTD . Al rights reserved .

¢ Feedback

It provides feedback function and it can directly send a feedback email to the product manager

mailbox.
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License

Configuration
Check Update
Language 3

| Feedback |
About

MName Feedback Type And Module Required

| | |Sugge5ti0n - | |Sy5tem Maodule ¥

Country And Region Description:
Contacts

| |

o | |

ZK =z

21st Floor,MNo.8,Cheng Yi Morth Street of Software Park 111,
¥iamen City,Fujian Province,China.361008

bttt VWL ZKEe Co.com Send

o Check Update

Provides optimized online update function to push updates worldwide. Optimized online update,
the updated version can be selected by the customer, update description provides multi-language
support. You can set the reminder frequency of detection update by yourself. Currently, four

options are provided: Always remind, no remind within 7 days, no remind within 30 days, and never

remind.
® )
':: W4 :I Current version is the latest.
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1 3.0.5.13

1 3.0.5.14

| 3.0.5.16

Ahma:rs remind ~|

Cancel

[ | & /5

Download 3.0.5.11 Current  3.0.5.10
Update To 3.0.5.16
[ g f1 P
= | 0.27 MB /2.42 MB
Version Info
Apply

Cancel

244 Instruction of Information Bar

3447 Device Card

Click , the system will enter the Device Card interface automatically. An overview of added

devices info and current connection status are shown.
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T

192.168.163.122 +0

1P Address 192.168.163.122

Employee 6/0
Fingerprint oo
Face o/o
Transaction 0/0
Device Area Areal
w
Time Action Device Verify Mode Employee ID:
. . . Name:
No image data

The system will pop-up the prompt box and display the connect procedure and status for all devices
at the bottom right corner of the screen.

,

.
)
X

il Clear |

Time Message

10:19:55 Connecting to Terminal 192.168.1.29
10:19:55 Connecting to Terminal 192,168,1.181
10:19:56 Succeed to connect terminal{132,168,1.23),
10:19:57 Connecting to '132,168,1,181' failed,

3442  Employee Card

Click |:E|, the system will enter the Employee Card interface automatically.
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T

a

ZKBio Time.Net

IR
Emp ID Judy

Hired Date  03/11/201%
Department Department
Card Number

Emp ID 1
Hired Date  09/04/2012
Department Department
Card Mumber 0

() no checked [ No Checked

|

19

Lucy

Emp ID 2

Hired Date 10/22/2019
Department Department
Card Number

[ No Checked

3443 Reports Card

Click E, the system will enter the Reports Card interface automatically.

(Tips: For the method of checking report, please refer to 9.3.2 View Reports.)

B = o

Employee Report Attendance Report Payroll Report
Custom Report
Template Type |Use_\r Defined v Data Source W‘ e
Title Type +
¢ Employee Report Embedded &
|
@

From 24418 ~ To 4418 =i Al = Employee

Employee Report

E ‘. Login User:adrmin
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3444  Post details

You can view the attendance information of the specified department and it supports export and

print of the attendance information.

Employee in Site Statistics on 2021/4/2

‘_E,_’ Boot | |2 Print

Company Business Development

Company B Indoor: 0
Quantity 3 Gutdoor; 3
Quantity 1 Quantity 2 Quantity: 3 B Outdoor
Indoor 0 Indoor 0 Indoor 0
Outdoor 3| outdoor 1 Outdoor 2
= E ‘- Login User:admin
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System Management

The System Management function contains adding system User (such as Company Manager,
Registrar, Attendance Statisticians Allows, and so on); assigning Role as required. It also allows
(System) Configuration, Email Settings, check Operation Logs and Database Management, etc.

Configuration

Click [System] > [Config] to enter to the (System) Configuration interface:

= P 00
% (@ ek — B
S Role User QOperation Log Database Delete Logs
-

Basic Settings | Push Settings = Calculation Task
Get Transaction Settings

Delete Device transaction after download
Date And Time Format

Date Format Time Format Duration Forrmat
MM/ dd/yyyy v HHzmm ¥ HH:mm -

Software Function

Enable Access Module
Enable Short Message
Enable Work Code

Enable Email Alert
Enable USB Drive
Enable to Download Attendance Photo

~ Enable Payrol

Calendar Type
® Gregorian Calendar Persian Calendar Islamic Calendar
E ‘. Login User:admin
Basic Settings

Records Download Options

Delete Device Transaction After Download: If you select (%) this option, after downloading

attendance records by Download Records operation, the system will delete the records in the
devices automatically.

Page|34 Copyright©2024 ZKTECO CO., LTD. All rights reserved.



ZKBio Time.Net User Manual

Date and Time Format

Set the system’s Date and Time format. This format will decide the date and time’s display way for

the reports and software. You can set them as habits and required.
Duration Format

Itis used for report to set the time format for all the calculation result.
Software Function

You can select (+7) the option to enable the function as required.
Calendar Type

Set the display type of calendar, the default type is Normal. You can select the calendar as required.

PUSH Settings

ZK - - Time.Net System | Personnel  Attendance  Device  Payrol  Report

Config Role User Operation Log Database

Select data before 03.19.2024 - [l search | | W Delete
Operation Logs 0/2
Attendance Records o/o
Attendance Photos o/o

Attendance Calculations a/o

payroll Records 0/o

E@EE ¢ Logn User:admin
WDMS Data Sync Setting
Note: If selected ('), the WDMS Data Sync Setting function is enabled, after setting the following
options correctly, the system will automatically synchronize the changed data to WDMS or ZKBio

Time.Net.
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Domain/IP, Port

Enter the WDMS's Domain/IP address, and Port NO.

Client Name

Enter the client's name.
After setting, click [Save] to save.

413 Calculation Task

Calculation task is used to set the duration, interval, days, for downloading the data from the device.

r@_ 0
(2] ==
Role User

Basic Settings  Push Settings = Calculation Task

Get Transaction Settings

Delete Device transaction after download

Date And Time Format

Date Format
MM/ dd/yyyy ¥

Software Function
Enable Access Module
Enable Short Message
Enable Work Code
" Enable Payroll

Calendar Type

® Gregorian Calendar

E &K

Operation Log Database Delete Logs

Time Format Duration Format

i HH:mm ¥

Enable Email Alert
Enable USB Drive
| Enable to Download Attendance Photo

Persian Calendar Islamic Calendar

E e Login User:admin

Calculation Task Setting can be set as below two models:

4137 Mode1l

Set a download start time, then re-download data every fix time, followed By Recycling.
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[ Bio System P = ﬁ {g} @ @ D ®
X D& O L @& — B

Config Email Setting Role User Operation Log Database Delete Logs

Basic Setting | Push Setting = Calcufation Task

I Enable Colection Schedule

Monday Tuesday Wednesday
Thursday Friday Saturday

|| sunday

a/;Mude 1: Mode 2

Download Transaction Every 5 2 mins

Start At: 00:00 ~

Auto Calculate at 00:00 = \

Enter the frequency “
of download and the
starting time
IE ‘- Login User:yangkaiin

4132 Mode?2

Set the fix collection time. You can add several collection times, separating them with comma.

Wstem onne 3 € 2 @@@@D@
X b6 & L B B &

Emal Setting Role User Operation Log Database Delete Logs

Basic Setting | Push Setting | Calculation Task

~ Enable Collection Schedule

Monday Tuesday Wednesday
Thursday Friday Saturday
Sunday
Mode 1 ~ Mode 2
Get Transaction at [Mkoo 2 Add | Clear
Auto Calculate at 00:00 Bp
B,
Enter the interval time
and click Add. Like that
you can add more interval
@ |§ ‘. Login User:yangkaiin

Auto Calculate at: This option is used to calculate the attendance automatically at a specified time
point. In the below example, if this feature is enabled, the software starts calculating the attendance
automatically at 00:00. When there are large number of users, then the attendance calculations take
a bit of time. So, to avoid this waiting time, the feature is enabled for a specific time. This is the main
purpose of this feature.
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X & M XL #H 5 =&

Emai Settings Role User Operation Log Database Delete Logs

Basic Settings = Push Settings  Calculation Task

i Kb Colbol fon Btodue

Monday Tuesday Wednesday
Thursday Friday | Saturday
Sunday
Mode 1 ~ Mods 2
Get Transaction at 00:00 %! |Add | [Clear
Download Al
Auto Calcufate at 00:00 2
e ¢ Login User:admin

4.2 Email Settings*

After setting the sender, the system will automatically send data to the user-defined email address,

according to the selected data type.
1. Click [System] > [Email Setting] to enter to the Email Setting interface.

Role User Operation Log Database Delete Logs

X W & L P OB =

Email Server

Email Address

Password

Display Name:

SMTP Server:

Port 25

& Credentials required
Enable SSL (Mot Support STARTTLS)

Test Connection

Email to Employee
Alert Employee Early-Out
Alert Employee Late-In
Alert Employee Absence

o] B ¢ Login User:admin
Email Server
Email Address: Enter the email address for receiving data.

Password: Enter the correct password of the email address and click [Test Connection] to check

whether connects to the email server successfully.
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Display Name, SMTP Server: Generate automatically via entering an email address.
Port: The default value is 25, modify as required.

Need Credentials, Enable SSL: Enable as required, select (+') means to enable that function.

Email to Employee

Send Employee Early-Out data, Employee Late-In data, Employee Absence data automatically:

Select (v') and select the send data as required, multiple options can be selected.

After setting, click [Save] to save.
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Role

During the daily use procedure, the administrator needs to assign different kinds of privileges to
users. To avoid the repeated configuration for each user, you can assign different kinds of roles. After
that, assign an appropriate role directly to the user while adding the user. There are seven privilege

modules, namely System, Personnel, Attendance, Device, Access, Payroll, and Report.

Click [System] > [Role] to enter to the Role management interface. You can add, delete, edit, and

query roles as required.

Note: The system has one role (Administrator) by default. This role has all privileges.

ZK  Time.Net system  Personnel  Attendance  Device  Payrol  Report

¢ =

&

Config User Operation Log Database Delete Logs

Role + Add | B save | T

Administrator
General

Role Mame Department
Management = 2:| Company

Remarks "[A # Department

System  Personnel = Attendance Device Access | Payrol = Report
4 ¥ System

4 | Config
v Select
¥ Update

4 | Email Settings
v Select
¥ Update

4 V| Role
| Select
v Update
v Delete

4 ¥ User
¥ Select
v Update
v Delete

4 ¥ Operation Log
¥ Select
v Delete
| Ewnart

Record:1 I?;EI |§ e Login User:admin

Add Role

Click [Add] to enter the Add Role interface.
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ZK Time.Net system Personnel Attendance Device Payrol
S [ 7% [ 1 alzla
¥ 3 & — 9|
N8 > L 4 3
Config User Operation Log Database Delete Logs

Role + R save | | Cancel

Administrator

General
Role Name
Rermarks
System  Personnel | Attendance = Device | Access
4| | System
4 Config
Select
Update
4 Email Settings
Select
Update
4| | Role
Select
Update
Delete
4 User
Select
Update
Delete
4 | Operation Log
Select
Delete
Evnnart
Record:1 E e

Payrol

Report

Department

Management Bl 58 Company

E Department

Report

Login User:admin

Set the general information and assign the privilege for the role as required.

General

Role Name, Remark: Enter the role name and remark info.

Department Management: Select the department which the Role may access.

Assign Privilege

Select (') and select privileges in the Privilege Type Tab; or directly select (') and select the

highest privilege to select all sub-privileges. For example, if you click () and select the highest

privilege HRM, then the sub-privileges of HRM, such as Company, Employee, Pay Code, etc. will

be selected automatically.

After setting, click [Save] button to save.

Edit Role

Click and select the role in which you want to edit in the Role list on the Role-Management

interface.
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D Bio : ATOeO®
X 8 L & E &

Config Role User Operation Log Database Delete Logs
— R,
Role 4 4dd || B Save &) Cancel
tator General
Role Mame Department
Management =] @ [33] Company
Remarks - | [/ 8 Department

System  Personnel  Aftendance Ac:ess Payroll  Report

a Device -~
Fl Device
Select
Update
Delete
Get Transaction
Search Device
Download Phatos
4| | Area
Select
Update
Delete
Set Employee
4 Sync Data
Select
Data Sync
4 USB Drive
Select
Minrk Cada e

Record:1 @ |§ e Login User:admin

* Modify the role info as required.
(Tips: The specific operation method is the same as Add Role.)

o After setting, click [Save] to save the role info.

433 Delete-Role

o Click and select the role in which you want to delete in the Role list.

o 8o - HEOODE
X a L EF 82 &

Config Role User Operation Log Database Delete Logs
Admit o General
Role Name Department
Management =144 (53 Company
Remarks | P i-[Z ¥ Department

System | Personnel = Attendance = Device | Access | Payrol | Report

4 Device

4 Device
Select
Update
Delete
Get Transaction
Search Device
Download Photos
4 Area

Select
Update
Delete
Set Employee
4 | syncData
Select
Data Sync
] USB Drive
Select
Winrl Cada =

Record:1 ] B¢ Login User:admin

o Click [Delete] and the following Question box will pop-up.
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’? Sure To Delete Data
N/

o Click [Yes] to delete the selected role.
Note: The default role (Administrator) of the system cannot be deleted.

44 User

Add the user and assign a role (privilege) for the system.
Click [System] > [User] to enter to the User interface. You can add, delete, edit, and query users as

required.

447 Add User

o Click [Add] to enter the Add User interface.

j 8 =&

A
& 0 l [
;@ [2] |
Config Role User Operation Log Database Delete Logs
User Bsave | S cancel
admin
User Name
Password
Email
Role ' Administrator
Remarks =
Record:1 £ = ‘. Login User:admin

User Name, Password, Email: Enter the user name, (login) password and email address for the new
user.

Role: By selecting (¥') role in the Role list to assign privilege for the user, only one role can be
assigned to the User.

Remark: Enter the remark info as required.

Page|43 Copyright©2024 ZKTECO CO., LTD. All rights reserved.



ZKBio Time.Net User Manual

Then click [Save] to save user info.

Edit/Delete User

Tips: The operation methods of editing/deleting users are the same as editing/deleting roles. For the

specific operation method, please refer to 4.3 Role.

Operation Log

The program will record all uses’ operations logs automatically. You can check the log as required.

Click [System] > [Operation Log] to enter to the Operation Log management interface:

) ) 0 o L
}K J{Tj ".} Ls L E @

Config Role User Operation Log Database Delete Logs
—_—
Latest 7 Days ¥ Delete Old Log Before ~ | il Delete [ Export
User Mame Date ~ Message
adrnin 04.18.2024 11:09 Login System
adrnin 04.18.2024 11:07 Login System
E ‘- Login User:admin

Filter and Check Operation Logs

Select the query option to filter and display the operation logs as required.

Latest 7 Days [~ |
Latest 7 Days

Latest 30 Days

Latest 90 Days
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Delete Old Log Before

Click the ¥ icon before [Delete] button, the date select box will pop-up.

Delete logs before n i Delete [ Export
Friday, December 26, 2014
1 December, 2014 ¥

Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5 6
7 8 9 g it 12 13
4. I 16 17 48 19 20

21 2 23 24 e v

28 20 30 31

Select the date.
(Tips: For the method of selecting a date, please refer to 1. Select Date in Appendix 1 Common

Operations chapter).
Click [Delete] to delete all operation logs before the selected date.

Note: It is irreversible once you have removed the Operation Logs, please operate carefully.

Export Operation Logs

Click [Export] to export operation logs. For the specific operation method, please refer to 4. Export in
Appendix 1 Common Operations chapter.

Database

Click [System] > [Database] to enter to the Database interface.

i

Y 3 @) (7
€ B L @ B

Config Role User Operation Log Datzbase Delete Logs
—_
Change SQLite Database Password
E ¢ Login User:admin
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You can Initialize Database, Backup Database, Restore Database and Change Database in Database

interface.

46.1 Initialize Database

This function can restore the system to the original installment status, please operate carefully.
The specific operation is shown below:

o Click [Initialize Database] button, the Question prompt box will pop-up.

? Sure To Initialize Databaze

ES

o Click [Yes] to start initializing database operation.

© Bio : HEOOOR
X D& & L F W =

Config Email Settings Role User Operation Log Datzbase Delete Logs
A S—

Change SQLite Database Passwi
Password

= ™

= E ‘- Login User:admin

Note: Click [No] to cancel the operation.

4.6.2 Backup Database

In order to make sure the data security and to restore the database, we suggest you back up the

database in regular time intervals.
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The specific operation is shown below:

¢ Click [Backup Database].
File Path ]

Password

o Choose a backup path and enter the backup file name in the File name bar. Enter the password

for data security.

Notes:
1. Do not set the database backup path and the system installation path on the same drive.
2. Do not set the backup path under the root directory of a drive.

o Click [OK] to start backing-up database operation, as shown below:

@ Bio HeE0EO0E®

System

€ DE & A EFE B OB

Config Email Settings Role User Operation Log Database Delete Logs
— e

Role_Priviege

Change SQLite Database Passwi
Password

rE 8

@ |§ ‘- Login User:admin
Note: We suggest you back up the database after building human resource records, adding

device info, and accessing control settings.

462 Restore Database

The specific operation is shown below:

Click [Restore Database] on the Database Management interface
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File Path ]

Password

Choose the backup file which you want to restore, enter the database password, and click [OK] to
start restoring database operation.

HKEOeO®

X D& 8 A F O m K

Config Email Settings Role User Operation Log Datebase Delete Logs

Role_Priviege

Change SQLite Database P
= el

Password

= e ¢ Lot Lserradii

464 Change Database

The specific operation is shown as below: Switching to the target server requires manually creating
the database first, and the program automatically initializes the table structure. After switching, the
data can be migrated to the new database by restoring the database.
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Destination Database

Database Type

Database Name

Password

[sqLite v|

[zKTimenet.db | |

Change SQLite Database Password: You can set a password directly here, which will be asked before

any Database operation.

4.7 Delete Log

Succeeded To Save
Please restart the software manually!

Users can clean up historical old data, reduce the size of the database to improve the running speed.

Click [System] > [Delete Logs], users can select the date, click [Search] to search the data before the

selected date.
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X D& 5 L P E=E &

Config Email Settings

Select data before

s/ Operation Logs

i/ Attendance Records

+/ Attendance Photos

i Attendance Calculations

/ Payroll Records

Role User Operation Log Database Delete Logs
e Gl
03/11/EREEL - | T search | ‘ 1 Delete
1039 / 1045

185940 / 185840
0/0

00034 / 94764

2/10

=5 Wine

@ IE e Login User:admin

Click [Delete] to delete the data.

Are you sure to continue?
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5. Personnel

Initially, you need to set the company's basic info, department structure, and positions. Then add
employee, fill employee detail, and assign department from the system. You can also manage the

employees as required.

5.1 Company

Click [Personnel] > [Company] to enter to the Company interface.

Zomp Employee Departments Posttion
—

Basic Info
Name lcompany * Logo(270*145)
City ]
Country & Region W
Fax Mo image data
Email
State
Phone Show In Report
Website
Postal Code
Address 1
Address 2

g E ‘. Login User:admin

Basic Info

The system has a default company named Company. The system supports you to modify the

company’s basic info. Click [Save] to save settings.
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CZK Time.Net system Personnel Attendance Device Payrol Report
L 1 > =, 4 y
Employee Departments Position
Basic Info

Name lcompany Logo(270%145)

City

Country & Region

Fax Mo image data
Email

State

Phone Show In Report

Website

Postal Code

Address 1

Address 2

@ E e Login Userzadrmin

Note: The parameter with * means cannot be empty.
City: Enter the company’s name and city.
Country & Region: Click ¥, and then select the country on the drop-down list.

Fax, Email Address, State, Phone, Website, Postal Code, and Address 1/2: Enter the company’s Fax,
Email Address, State, Phone, Website, Postal Code, and Address as required.

Logo: Click @, double-click the LOGO file in the pop-up window, and then add LOGO for company.

(Note: The size of the LOGO file must be in the scope of 270%145 pixels. Moreover, you can click 1 to
delete the added LOGO.)

Show In Report: Select (+) and select this option for displaying the company’s LOGO in the reports.

Otherwise, it will not display.

Department

Click [Personnel] > [Department] to enter to the Department interface.
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LS [2e ol
; Company Employee Departments Position
Department + Add || P 5ave
=-[13] Company Department Info
-5 ZKTECO Dept. Name Department *
: |.E ygvh
ol HR Parent Company
E-5f2 Develoy
.E i Description | -

--#f Bond.James Bond

You can add, delete, and edit Departments here, as required.
521 Add Department

* Click [Add] to enter the Add Department interface.

7 I
5
] 4, [Xe ab
| Company Employee Departments Position
P,
Department + add || P save | S cancel
=I-[33] Company Department Info
Dept. Hame &
#ff HR Parent Comparny -
-5 Develoj :
lE ovepes Description a

...#f% Bond.James Bond

Department Name: Enter the new Department’s name.
Parent Name: Click ¥ and then select the parent Department for the new Department.

Description: Write a brief description about the department.

« After entering, click [Save] to save the Department’s info.
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5.2.2 Edit Department

Select the department that needs to be edited from the Department structure list in the left.

K, I A
] [ e

Employee Departments Position
-

Department + add | | Py Save | [ Delete
E-[38] Company Department Info
I'E Department
E1-#f2 ZKTECO Dept. Name DevEloner .

& yavh

Parent Company -

Description a

You can modify the Department Name and the parent of the department under the Department Info
Section.

523 Delete Department

Click the department which you want to delete from the Department Structure list, and then click Ti:

o If there are no employees in the selected department, the following Question prompt box will

pop-up.
® it )

? Sure To Delete Department
o=/

EETEE BT

Click [Yes] to remove the selected department.

Click [No] to cancel the delete operation.

» If there are employees in the selected department, the following Alert prompt box will pop-up:
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& The department is being used and cannot be deleted.

The department cannot be deleted if any employee is assigned in the selected department. For

deleting the selected department, you need to remove all the employees assigned in that
department first.

Click [OK] to get back.

Note: The default company and department cannot be deleted, but you can modify them as
required.

5.2 Position

Click [Personnel] > [Position] to enter to the Position interface.

Personnel
BES B ]
5198 E 1
Company Employee Lshabneats gl
—_
Postion + Add || B save
=+ [5] Company Position Info
5ef
“.s Staff
Position Name Manager *
Parent Name Company

Description

@ E e Login User:admin

You can add, delete, and edit Positions here, as required.

5217 Add Position

o Click [Add] to enter the Add Position interface.
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Personnel
00 P,
BLYS I
Company Employee Departments Position
Position + Add | P save |8 Cancel
=[] Company Position Info
B'E
Staff
Position Name *
Parent Name Company -
Description -

|§ ‘. Login User:admin

Position Name: Enter the new Position’s name.
Parent Name: Click ¥ and then select the parent Department for the new Position.

Description: Write a brief description about the Position.

«  After entering, click [Save] to save the Department’s info.

5.2.2 Edit Position

Select the Position that needs to be edited from the Position structure list in the left.
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" EPEEE

B & Kk A

Company Employee Departments Position
R —
Position 4 Add || B Save | T Delete
= [£7] Company Position Info
=¥ Manager
L LR seaff
|.E Position Name HR *
Parent Name Company S
Description [ |

You can modify the Position Name and the parent of the position under the Position Info

Section.

533 Delete Position

Click the position which you want to delete from the Position Structure list, and then click [T
« If there are no employees in the selected position, the following Question prompt box will pop-
up.

¢ )

@ Sure To Delete Data

Click [Yes] to remove the selected position.

Click [No] to cancel the delete operation.

o Ifthere are employees in the selected position, the following Alert prompt box will pop-up:

® )

& This position has been used.
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The position cannot be deleted if any employee is assigned in the selected position. For
deleting the selected position, you need to remove all the employees assigned in that position
first.

Click [OK] to get back.

Note: The default position cannot be deleted, but you can modify them as required.

Employee

Before using, you should add employees for the system, or import employee info from other

programs.

Click [Personnel] > [Employee] to enter to the Employee interface.

ZK - Time.Net System Personnel | Attendance  Device Payroll Report
sl L
Company n Departments Position
Employee =+ Ad B save ) Cancel  [# Import | | (= Export | & d -

General | Private Detail  Pay Details

Q

v Empm T Basic Info

v il Nancy.Xie Status \/ Enable Photo Size(200*200)
Employee ID |
First Name - -
Last Name i
Department Department ot o
Hired Date 07/17/2020 i
Pay Mode Salary Mode x
Area Areal i
Device Privilege Employee i e Email
Position Manager bl
PIN(Password) Card Number
Fingerprint 0 '|;|g\ Face 9
Palm ] Finger Vein ]

Record:1 E ¢ Login User:admin

You can add, delete, and edit and query employees as required in this interface.

Add Employee

Add employee info and enroll fingerprint and issue card as required. The specific operation is shown

below:

Click [Add] to enter the Add Employee interface.
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ZK Time.Net System Personnel Attendance Device Payrol Report

Company n Departments Position

Employee +Add| Psave | | T [ Import || (% Export | | [ E ate | v

Generzl  Private Detal  Pay Details
Q

Basic Inft
Emp ID Name el

Status ~ Enable Photo Size(200%200)
Employee ID

]
First Name —
Last Name L
Department Department b KN
Hired Date e
Pay Mode Salary Mode T
Area -
Device Privilege v e Email
Position -| =
PIN(Password) Card Number
Fingerprint 0 -i‘f."i Face 0
Palm i) Finger Vein 1}
Record:0 E e Login User:admin

General

Note: The parameter with * cannot be empty.

Status: Click (%) and select Enable which means the employee is in-service, otherwise, it means

demission.
Employee ID: Enter the unique employee ID, the setting range is 1 to 999999999. (not repeatable).

First Name, Last Name, Email: Enter the employee’s first name, last name and email address as

required.
Department: Click ¥ and select the subordinate department in the drop-down department list.

Hire Date: Display the current date in default. Click ¥ and select the hire date in the drop-down date

box as required.

Pay Mode: Click ¥ and select the salary mode in the drop-down list, can select as Wage Mode or
Salary Mode as required.

Area: Click ¥ and select the subordinate (attendance) area in the drop-down area list. For the Area

setting, please refer to 7.2 Area.

Device Privilege: Click ¥ and select privilege in the drop-down list. You can select as Employee,

Enroller, Manager or Administrator as required.
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Photo: Supports two kinds of method to add photo info for the employee:

Method 1: Click @, double-click and select the file in the pop-up window, add a photo for the

employee.

(Tips: The size of the employee photo must be in the scope of 200%200 pixels. You can click 1l to
delete the added employee photo.)

Method 2: If the computer is connected with a video camera, you can click 3 and add a photo for

the employee via camera photograph.

Position: Click the ¥ and select the required position for the personnel from the available positions

in the drop-down list.

Password: Enter the password as required. When the employee has password verification privilege,

then he/ she can punch via password on the device.
Card: Enter the card No. to issue a card for an employee.

Fingerprint, Face, Palm, Finger Vein: Display the enrolled count of fingerprint, face, palm, and finger

vein.
Private Detail
Click Private Detail tag to enter the Private Detail setting interface.

ZK . - Time.Net System  Personnel | Attendance  Device  Payrol  Report

24

Company Departments Position

Employae [ Import | [# Export | | & ate | =

Pay Details

Q

Emp ID Name

Address

City State
Country And Region ¥ Postcode
Mobile Phone Fax

Address

Emergency Contacts
Name Address

Phonel Phone2

Detail
Position Identity Card
Gender = Birthday
Dimission Date A Reason

User-Defined 1 User-Defined 2

Record:0 |§ e Login Userzadmin
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You have Address, Emergency Contact, and other details to fill in. Enter the info as required.

Pay Detail %

This configuration will not be displayed until the payroll module is enabled. It is used to set the salary

payment information of the person. For pay details refer to10.2 Profile.

After setting, click [Save] to save employee info.

Enroll Fingerprint

The program supports Device or Fingerprint Sensor to enroll fingerprint for the employee.
Enroll Fingerprint

Take enrolling fingerprint via the device as an example to describe the specific operation of enrolling

fingerprint.

Select an employee from the Employee list in the left side panel and click .*.”| yresent against the

Fingerprint option to enter the Enroll Fingerprint interface.

PIM(Password)

Fingerprint ]

N
Palm 0
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Fingerprint Reader

Sensor

Device - "*

Fingerprint

(1) Select the Device Type as Device.

(2) Click ¥ in the drop-down option of Device, select the device which will be used for enrolling
fingerprint in the drop-down device list. Click ™ to connect the device. After a successful
connection, the interface will prompt ‘Please select the finger'.

(Tips: ® means successful connection to the device.)

Note: The selected device must have online enrolling FP function, otherwise, you cannot do the

enroll operation.
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Fingerprint Reader
® Terminal Sensor
Device 1U260(192.168.218.192) vom
Fingerprint
Select Finger
2 ife
g9
4 5

Tips:

o For the specific operation of adding a device, please refer to 7.1.1 Add Device.

« The device being used for enrolling Fingerprint must connect to the network, and make

sure the network is unobstructed. Otherwise, you cannot enroll Fingerprint.

o) (%

N,L‘_'_j
& Please save employee first

» Click and select finger, the selected one will display in green.
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Fingerprint Reader

Terminal Sensor

Device {U260(102.168.218.192) v

Fingerprint
Press finger flatware remain time:3

Press the finger on the fingerprint collector firmly three times. When the fingerprint enrolls

successfully, the interface will prompt Enrolled Successfully. The enrolled finger will display

the green fingerprint pattern.

Fingerprint Reader

® Terminal Sensor

Device {U260(192.168.218.192) Pv

Fingerprint
Succeeded To Enroll

®

Notes:

(1) You can repeat step 4 and step 5 to enroll more fingerprints for the employee.
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After enrolling successfully, the system will save the enrolled fingerprint info automatically.

You can click [Cancel enroll] to cancel enroll fingerprint operation.

Delete Fingerprint

In the Enroll Fingerprint interface, click the enrolled finger, the Question box will pop-up.

@ Are you sure to delete the template

EEZES U

Click [Yes] to delete the selected fingerprint template or click [No] to cancel operation.
Employee Maintenance

Edit Employee

Click and select the employee in the Employee list.

Modify the employee info as required and click [Save] to save the settings.

Delete Employee

Click and select the employee in the Employee list.

Click [Delete], the Question prompt box will pop-up.

@ Are you sure to delete the data?

IS I

Click [Yes] to delete the selected employee or click [No] to cancel the operation.
Import/Export Employee Info

Import: The system supports importing function to import employee info from other programs. For

the specific operation, please refer to 3. Import in Appendix 1 Common Operations chapter.
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Export: The system supports exporting function to export employee info as Excel, Text, or CSV format

file. For the specific operation, please refer to 4. Export in Appendix 1 Common Operations chapter.

Batch Update

Select (") and select multiple employees in the Employee list and click [Batch Update] to pop-
up the Batch Update window.

Personnel

‘Company Employee Departments Position

Employee + add | Pysave | {ii Delete | [ Import | [ Export | |G- Batch Update | ~

General  Private Detal  Pay Details

Q
v Emp... Name
P Jack
I Sam
Status v iEnabIe ]
Department ﬁ'
Hired Date
Pay Mode
Area hd
AT =TT
Marldger
PIN(Password) Card Nurmber
Fingerprint a |’@ Face 0
Palm 0 Finger Vein 0
Record:2 IEI |§ e Login User:admin

Batch update the employees’ Department, Hire Date, Pay Mode, and Device Areas required; and

click [Save] to save settings.

Delete PIN/Delete Card Number/Delete Fingerprint/Delete Face

Celete PIM
Delete Card Mumber
Delete Fingerprint

Delete Face

The software supports (batch) to delete PIN, Card Number, Fingerprints, and Face.
Take Delete Password as an example to introduce the specific operation method.

Select employee in the Employee list. (Multiple options can be selected)
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o Click ¥ behind [Batch Update] and click and select Delete Passwords in the drop-down menu
list. The system will delete the selected employees’ passwords. The result will display in the pop-

up window, which is shown at the bottom right corner of the screen.

i Clear

Time Message

10:59:09 Batch clear 2 employee's password from terminal B1
10:59:11 Batch clear 2 employee's password from terminal B1
4] il P
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Attendance

To help enterprises perform information-based attendance management, this software implements
automatic collection, statistics, and query of employee attendance data. This improves the
management of human resources and facilitates the check-in of employees. This software enables
the management personnel to collect statistics and check the employee attendance and enables the
management department to query and appraise the attendance of all departments, thus allowing

enterprises to accurately acquire the employee attendance data.

The data exchange between the attendance device and the program has to be performed in
advance to execute synchronous management of the attendance device and collect the employee
attendance records saved on the attendance device. For the attendance device setting, please refer

to 7.1 Device.

The Attendance menu mainly achieves the following function: Attendance Rule setting, Work Type,
Timetable and Shift which are used for common attendance, Schedule, Temporary Schedule, and

Exception Assign, etc.

Rule

Basic

Click [Attendance] > [Rule] to set the attendance rule for company and click [Save] to save the

settings.

ZK Time.Net  system Personnel Attendance Device Access Payrol Report

00 £ 040 00 40

=0l ; == = A9 ;
Work Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate
Company A save

G
ey, Basic  Holday  Advanced

Weekend
Monday Tuesday ‘Wednesday Thursday

Friday ~/ Saturday +/ Sunday

‘Weekday Work Time Level
~/ Use Minutes 3s OT Levell(H/m) as OT Level2(H/m) as OT Level3(H/m)
Monday 480 o 660 - 84n -
Tuesday 480 o 660 - 840 -

840 o
660 840 -

Wednesday 480 5

1
@
&
=
7

Thursday 480 5

Friday 480 840 3

B e
-
&
S

Saturday 480 660 - 840 -

Sunday 480

1
o
&
2

‘

840

Enable Work In Day Off

&

E ¢ Login User:admin
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Weekend:

Click on the checkbox before the day to set it as the weekend (Multiple days can be selected).

Weekday Work Time Level:

Set different Overtime (OT) levels for each working day.

Use Minutes:

The default unit for the OT level is in hours. Enable Use Minutes to change the unit to minutes for
the OT Level.

If the Round Work time exceeds OT Level1, OT1 = Round Work time - OT Level1.
Maximum value of OT1 = OT Level2 - OT Level1

If the Round Work time exceeds OT Level2, OT1 = OT Level2 - OT Level1 & OT2 = Round Work time
- OT Level2.

Maximum value of OT2 = OT Level3 - OT Level2

If the Round Work time exceeds OT Level3, OT1 = OT Level2 - OT Level1, OT2 = OT Level3 - OT

Level2,

OT 3 =Round Work time - OT Level3.
Example:

Set OT Level1 =8, OT Level2 =11, OT Level3 =14

If Round Work time = 10 hours

OT1=10-8=2hours

If Round Work time = 13 hours

OT1=11-8=3 hours

OT2=13-11=2hours

If Round Work time = 16 hours

OT1=11-8=3hours

OT2=14-11 =3 hours

OT3=16-14 =2 hours

Note:

OT Level3 should be equal or larger than OT Level2.
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OT Level2 should be equal or larger than OT Level1.
OT1/2/3 means the actual overtime.

OT Level1/2/3 means the setting level to reach overtime.

Enable Work In Day Off:
If the day is not scheduled, but the employee comes to work, whether to count this work time.

If you click on the checkbox, that means to count this work time as Normal Work. And the Normal
Work time reach OT Level1/2/3, to calculate as OT1/2/3.

00 o — 100 e e = e =
c G == = = 2 =
B = & ®m E = = 0) =
Rule ‘Work Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate
R
Company A save
S, Basic  Holidey = Advanced
Today - 2021 5 + Add
2 2= 2= =t EH9R 4 == =
38150 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31 4818 2 3 4
|
5 6 7 8 9 10 11
12 13 14 15 16 17 is
19 20 21 22 23 24 25
E ¢ Login User:admin

Click [Add] to manage holidays.
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Holiday Edit

4 Add | | B Save | T Delete

Mame
Enable Work In Holiday
Use Minutes
as OT Levell(H/m) as OT Level2(H/m) as OT Level3(H/m)

® Once
Cycle By Fixed Date
Cycle By Fixed Day

Start From b4

ik

Days 1

Click [Add] to add a holiday.
Name: Enter the Holiday name.

Enable Work In Holiday: Same function as Enable Work In Day Off. When it is a holiday, and the
employee comes to work, count it as Normal Work time. This Normal Work time reaches OT
Level1/2/3, to calculate as OT1/2/3.

Use Minutes: The default unit for the OT level is in hours. Enable Use Minutes to change the unit to

minutes for the OT Level..
Holiday Cycle Rule: You can select as Once, Cycle By Fixed Date or Cycle By Fixed Day.
When Once or Cycle by Fixed Date is selected
Once: This holiday would affect only the selected date.

Cycle By Fixed Date: This holiday would affect the selected date this year. And also affect future

years by cycle.
Start From: Click ¥ to select the holiday start date in the drop-down date box.
Days: Input manually or Click A/ V¥ to increase or decrease days for this holiday.

When Cycle by Fixed Day is selected
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Cycle by Fixed Day: This holiday would affect the selected day but not a fixed date this year. And

also affect future years by cycle.

Start From: Click the first drop-down ¥ to select the Month. Click the second dropdown V¥ to
select the number (1-5™). Click Day ¥ to select a day. Example: Thanksgiving Day is on the 4th
Thursday of November every year.

Days: Input manually or Click A/Vto increase or decrease days for this holiday.
Click [Save] to add the new holiday.
Edit Holiday
Click [Add] button to get into Holiday Edit Window.
Select a holiday, and you can Edit all the information.
Click [Save] to confirm.
Delete Holiday
Click [Add] to get into Holiday Edit Window.
Select the holiday you need to delete, click [Delete], the Question prompt box will pop-up.
Question

Sure To Delete Data

Click [Yes] to confirm and [No] to cancel.

Advanced

Click the Advanced tag in the Attendance Rule setting interface to enter the Advanced settings

interface.
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ZK - Time.Net System  Personnel  Attendance = Device  Payrol  Report

=94

Wo.rk T..vpe SG';S Tlmetzb‘le ghﬂ Sc.hedL;Ie Temporary Schedule Exceptmg .;\sswgn Tm-najct‘lon Ca\\i:late
Company [ save
Eomeity Basic  Holiday = Advanced
Weekend

Monday Tuesday Wednesday Thursday

Friday ~/ Saturday ~ Sunday

Weekday Work Time Level

/" Use Minutes as OT Levell (Hfm} as OT Level2(H/m) as OT Level3(H/m}
Monday 480 660 5 840 &
Tuesday 480 - 660 - 840
Wednesday 480 660 840
Thursday 480 660 - 840 -
Friday 480 - 660 & 840 -
Saturday 480 - 660 - 840 3
Sunday 480 7 660 840 3

Enable Work In Day Off

n 480 660
E-i;l E e Login User:admin

Color for Smart Shift: The display color of the smart shift in the scheduling calendar.
Salary Mode

When attendance status is enabled, the minimum record interval should not be applied; after the
attendance status is turned off, the minimum recording interval shall be set to 1-30 minutes, the
default is 5 minutes. You can set this parameter as required. For example, if an employee punches at
08:30 a.m., his/her punch records in the following 5 minutes (08:30 to 08:35) are invalid. Records
within the minimum interval do not participate in attendance calculation and will be filtered out by

the filtering rules.

Require punch for leave: If the punch is not required, the system will automatically generate a punch
record according to the leave interval during the calculation. And if it is required, the system will

record the punch done by the employee while leaving the workplace.
Wage Mode

Day change at: The dividing point between two days needs to be set to support cross-day night work.
The default time is 0:00.

Use Device Attendance State: When enabled, the entry and exit will be calculated strictly according

to the punch status. When not enabled, the entry and exit will be calculated according to the rules.
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Use First Check-in and Last Check-out Only: When this is checked, all the middle entry and exit
records are ignored and only the first and last punch is calculated.

Work Type

The menu is used to display the working status (weekend, day-off, normal work, holiday, leave,

overtime, etc.) in the system, and the status symbol can be edited to export the schedule table and
mark the working nature.

PR - — i T e o0 =
S wp B & 7 =

Ed W BT = = L ==el H

Rule Work Type Stats Timetable Shift Schedule

Temporary Schedule Exception Assign Transaction Calculate
— i

[

Unknown
Weekend
Day Off
Normal Work
Holiday

Name Unknown o=

Export Number
Leave

O N bW NS

Overtime

Report Symbol UM

Record:7 E ‘-

Login User:admin

Stats

It includes list of statistical items, including 11 basic statistical items, 5 built-in leave items.
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5 =2 S B B = =
Rule Work Type Stats Timetable Shift Schedule
Stats + Add || B\Save || i Delete | | [ Assian
Name No.
Required Work 1
Actusl Work |2 Name Required Work i
Round Work o Export Number |
oT1 G
oT2 | 5 Report Symbol w
oT3 | 53
Late-In 7
Early-0Out 8
Absent 9
Braak 10
Sick Leave 11
Vacation 12
Personal Leave 13
Annual Lesve 14
Business Leave 15
Missiﬁg Time | 16
Record:16 @ E e

Temporary Schedule

@

Exception Assign

Login User:admin

Users can configure export symbols to identify statistical types when a report is exported.

e
| Foe |

Rule Work Type Stats Timetable Shift Schedule Temporary Schedule
S
Stats + Add | By Save | i Delete |[® Assign
Name No.
Required Work B
Actual Work |2 Name Sick Leave *
Round Work 3 Export Number
0oT1 et
oT2 5 Report Symbol sL
o b Balance 365 - Days
Late-In 7
T [ Mo Limit
Early-Qut 8
Absent 9
Break 10
Sick Leave 11
Vacation 12
Personal Leave 13
Annual Leave | 14
Business Leave 15
Missing Time |16
Record:16 |E| E e

@

Exception Assign

Transaction

Calculate

Login User:admin

In addition to the five built-in leave items, users can enter other leave items separately and set up for

each leave item.
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Q I Save | |Reset

=1-[38] Company
“-#ff Department Enable M

Name Sick Leave
Export Number

Report Symbaol SL

-

Balance 0 . Days
1 Mo Limit

Each leave item can be configured with a quota per person or department, by default 365 days.

Timetable Setting

You can set all timetables that may be used during the attendance procedure, and then set each

option as required. Such as Check-In /Out Time, Late Arrival/Early Out time, Break, etc.

Before the shift setting, you must set all the timetables that might be used. Only after employees are
assigned to shifts, you can collect and calculate employee attendance time based on the attendance

parameters.

Click [Attendance] > [Timetable] to enter to the Timetable setting interface.
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Attendance

*E % [ =] F\'\ _'—C:-D— =3
= = (= 3) =l @

= - @
= = @
Rule Work Type Stats Shift Schedule Temporary Schedule Exception Assign Transaction Calculete
Timetable 4 Add | P Save || jij Delete
Default
General = Break
Timetable Name Default Timetable Mode Regular X
Regular Mode

Check-In Time 09:00 = Check-Qut Time 18:00 2

Timetable Duration 54p = Minutes Color [ ]

Punch From a7:00 = To 22:00 =
Allow Late-In 5 5| Minutes
Allow Early-Out =
fato i bxcreds 0 & Minutes as Absence

Count Attendance as Absence Without Check-In
Early-Out Exceeds 0 2 Minutes as Absence
Count Attendance as Absence Without Check-Out

= Enable OT

o Early-In Exceeds 0 2 minutes, count as working hours.

+ Late-Out Exceeds 0 & minutes, countas working hours.
Use First Check-In and Last Check-Out Only

Record:1 S| =] ‘- Login User:admin

The system has a timetable named Default by default. You can modify it as required, but

undeletable.

647 Add Timetable

Click [Add] to enter the Add Timetable interface.
Timetable Name: Enter the timetable name.

Timetable Mode: Select the Timetable Mode, as needed.

Regular n

Regular

Flexible

6.4.1.1 Regular

The Setting interface is shown as below:
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Regular Mode

Check-In Time 00:00 = Check-Out Time 00:00 =

Timetable Duration o “| Minutes Calor [ ]

Punch From 00:00 = To 00:00 =
Allow Late-In 0

Allowr Earty-Out

Minutes as Absence

Ll

Late-In Exceed 0

Late-In Full Timetable Without Check-In

Early-Out Exceed 0 2 Minutes as Absence

Early-0Out Full Timetable Without Check-Out

~ Enable OT
 Early-In Exceed 0 * minutes, count as work.
+/ Late-Out Exceed 0 2 minutes, count as work.

Use First Check-In And Last Check-Out Only

Check-In/Out Time: Set the Check-In and Check-Out time.
Timetable Duration: The system calculates automatically without setting.
Color: ClickL____Tand select the display color for this timetable in the pop-up color box.

Punch from: The start time of the valid record range, the default is 2 hours before the check-in start

time.
Punch to: The end time of the valid record range, the default is 2 hours after the end of check-out.

Allow Late-In: Allowed Late-In duration, which affects the calculation of round work hours, but does

not affect the calculation of actual work hours, the unit is Minute.

Allow Early-Out: Allowed Early-Out duration, which affects the calculation of round work hours, but

does not affect the calculation of actual work hours, the unit is Minute.

Late-In Exceed as Absence: When not enabled, no check-in is recorded as late for the whole work

schedule. And when it is enabled, an employee is marked as Absent when the set time exceeds.

Early-Out Exceed as Absence: When not enabled, no check-out is recorded as early for the whole
work schedule. And when it is enabled, an employee is marked as Absent when check-out is done

before set time.

Enable OT: If enabled, overtime will be counted otherwise it will not be counted.
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Early-In Exceed count as work: In order to control in which section is the normal check-in, early in is

included in overtime calculation.

Late-Out Exceed count as work: In order to control in which section is the normal check-out, late

leave is included in overtime calculation.

Use First Check-In and Last Check-Out Only: After clicking (*/) and selecting this option, the system

will only record the first and last effective punch records; other punch records will be considered as

invalid records. The device will only store effective punch records.

Break: It is valid only under normal Timetable, while under flexible Timetable, it is invalid.

Add Break

General

Break

Break Mame

Click [Management] > [Add] to enter to the Add Break widow.

Management

Break

Break Name

T

Start Time 0o:00 = End Time 00:00
Break Duration g
® pAuto Deduct Based on Punch

00:00

4k

Break Name: Enter an appropriate name.

Start Time: Set this break’s start time.
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End Time: Set this break’s end time.
Break Duration: The system calculates automatically, no need to fill in.

Auto Deduct: If you click (+) and select this option, without punching, the system will deduct

the break time from the work time automatically.

Based on punch: If you click (*) and select this option, you must check before and end break.

This option depends on the punch state, so the state must be enabled.

Punch from/to: When relying on the punch record, restrict which range of break punch records

are valid.

Calculate Employee’s unused Break Time as Worked hours: Whether without break is counted

as the effective working time for overtime calculation.

Break exceed as Late-In/Early-Out /Absence: Exceeded break time is counted as Late-In, Early-

Out or Absence accordingly.

After setting, click [Save] to save info.

Edit / Delete Break

The corresponding break can be selected and saved after modification on the right side, which

means the modification is completed.

Similarly, for the break which is to be removed, select it from the left side, and click [Delete]

button, the Question prompt box will pop-up. Click [OK] to confirm.

Flexible

The General Setting interface is shown as below:

Flexible Mode
Timetable Work Duration 0 5| Minutes Color
Day Change At 00:00 =

Use First Check-In And Last Check-Out Only
Enable OT
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(Not to limit the Check-In and Check-Out time, but the time between Check-In and Check-Out

needs to be greater than or equal to Daily Work Time.)

Daily Work Time: Enter the daily work time, the minimum time that employees have to work

every day.
Color: Click[__land select the display color for this timetable in the pop-up color box.

Day Change at: Set the day change time, namely, the end time of day’s work time statistics. For
example, the Day Change time is 23 o’clock; the work time after 23 o’clock, will be counted as

the second day’s work time.

Use First Check-In and Last-Check-Out Only: After clicking (') and selecting this option, the
system will only record the first and last effective punch records; other punch records will be

considered as invalid records. The device will only store effective punch records.

Enable OT: Whether to enable overtime calculation.

Edit/Delete Timetable

The item to be modified can be selected on the left side and saved after editing on the right side.
(Tips: The default timetable cannot be deleted.)

Similarly, for the Timetable which is to be removed, select it from the left side, and click [Delete], the
Question prompt box will pop-up. Click [OK] to confirm.

Shift

The Shift consists of one or more preset timetables according to a certain sequence and cycle and is

a preset work schedule. To monitor employee’s time and attendance, you must set shifts first.

Click [Attendance] > [Shift] to enter the Shift management interface. All shifts will be displayed in the
Shift list.

Click and select shift in the Shift list, the detailed timetable of the shift will be shown as the chart on
the right.
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= @  f oy e ) B =
E = $ = = = D = =
Rule Work Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculat
Shit +add | Bysave | Delere
Default T Timetable
Default(09:00- 18:00) ==

Shift Name: Default %

Start: Date 06/30/2014 -

Cyde Type Week v

Cycle Length )

00 01 02 03 04 05

06-30(Mon.)

07-01(Tues.)

07-02(Wed.)

07-03(Thur.)

07-04(Fri.)

07-05(Sat.)

07-06(Sun.)

06 (07 | 0B |09 |10 |11 |12|12 |14 |15|16 |17 |18 |19 (20 |21 |22 (23

i

Record:1

EBE @

Login User:admin

The system has a shift named Default by default. You can modify it as required, but undeletable.

6.5.1

Add Shift

o Click [Add] to enter the Add Shift interface.

= - 3B) = <7 Ca
— = b Y E — == B i
Rule Work Type Stats Timetable Shit Schedule Temporary Schedule Exception Assign Transaction Calcubate
e ¥ add o
i Basic Info Timetable
Default(09:00-18:00 -
Shift Name Shift.AM = e L
Start Date 03/15/2021 e
Cyde Type week -
Cyde Length 13
00 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23
03-15(Mon.)
03-16(Tues.)}
03-17({Wed.)
03-18(Thur.)
03-19(Fri)
03-20(Sat.)
03-21(Sun.)
.
Record:1 == N=N Logn User:admin

Set the parameters as required, the specific operation is shown below.

Note: The parameter with *, means cannot be empty.
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Shift Name: Enter a suitable name.
Start Date: Click ¥ and then select start date in the drop-down list.

Cycle Type: Click ¥ and select cycle length in the drop-down list. There are two options, Day, and
Week.

Cycle Length: Manually input or by clicking A/V to increase or decrease the cycle length.
(Tips: The Shift Cycle Period = Cycle Length * Cycle Type.)

Timetable: Select the timetable for this shift. Click and select timetable in the Timetable list, and
drag it onto the corresponding date, as shown in the figure. For the timetable setting, please refer

to 6.4 Timetable Setting.

ZK  Time.Net System  Personnel Attendance Device  Access Payrol Report

Rule ‘Work Type Stats Timetable Schedule Temporary Schedule Exception Assign Transaction Calculate

Default Exxink Timetable
Default(09:00- 18:00) ==
Shift Name Shift.A.M
Start Date 03/15/2021
Cycle Type Week
Cycle Length e
00 01 02 03 04 05 06 07 08 09 10 11 |12 13 14 15 16 |17 18 19 20 21 22 23 00 *
03-15(Mon.)
03-16(Tues.)
03-17(Wed.)
03-18(Thur.)
03-19(Fri.)
03-20(Sat.)
03-21(Sun.)
Record:1 = E e Login User:admin

After setting, click [Save] to save. The added shift info will be displayed in the Shift list.

Note: A shift is the cycling of a user-selected timetable in the user-defined cycle. The dates that are
without any specified timetable are deemed as holidays. When arranging a schedule for employees,
the user only needs to select the start and end time of the shift without specifying the working days
or vacations. After selecting a shift, the system will determine which day the employees need to

work or taking time off according to the predefined cycle of the shift.

Shift Maintenance

Edit Shift
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o Click and select a shift in the Shift list to enter the Edit Shift interface.

R PEIOE]=IC

= e e . s = [ =
=3 == @2 = == == d69 = |
=| ==l » Fg) = = L O) = B
Rule ‘Work Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate
e
Shift + Add P Save | Tij Delete
SLizad Default(09:00- 18:00) ==
Shift Name Shift.A.M x
Start Date 03/15/2021
Cycle Type Week
Cycle Length e
00 01 02 03 04 05 06 07 08 09 10 11 |12 13 14 15 16 |17 18 19 20 21 22 23 00 *
03-15(Mon.)
03-16(Tues.)
03-17(Wed.)
03-18(Thur.)
03-19(Fri.)
03-20(Sat.)
03-21(Sun.)
Record:2 E ‘- Login User:admin

¢ Modify the parameters as required and click [Save] to save the shift info.

Note: If you want to change the timetable used by date, you should select the timetable on the
date, and then click [Delete] key (on the keyboard) to delete the old timetable. Finally, click and

select the timetable in the Timetable list, and drag it onto the corresponding date.

Delete Shift

» Click and select shift in the Shift list, and then click [Delete], the Question box will pop-up.

7 Sure To Delete Data
o=/

N T

» Click [Yes] to delete the selected shift or click [No] to cancel the operation.

Note: After deleting the shift info, the system will clear the schedules that are being used in this

shift automatically.

Page|84 Copyright©2024 ZKTECO CO., LTD. All rights reserved.



ZKBio Time.Net

User Manual

Schedule

Click [Attendance] > [Schedule] to enter the Employee Schedule interface.

re=n

= iy @ ) 000 e T P =]
= =2 $ B E = ) @ =
Rule Work Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate
e
shift | Defautt 7] ‘Smart: Shift Management
Start 2021/3/15  ~ End 2021/3/15 Assign to Employse
By Shft By Employee
Shift List Assignment Details
Shift Name Shift Name  Department Name From To
» Default
Shift.A.M
r=i= NN

Login User:admin

You can query and check department/employee

schedule, and
department/employee, assign a smart shift.

assign a shift to

Query and Check Schedule

Select the type to be viewed on the left side, load the corresponding data in the preview area on the

right side, and directly modify the records of the non-gray font. The default schedule has been
assigned by the default department of the system. There are two ways to view it:
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6.6.1.1 By Employee

U Bio Attendance Ne0e0®
= ererey e =
5 = 5 B E 5 D &
B EH $ B E B = D)
Rule Work Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate
Shift |shift & ] Assign to Department Srmart Shift Management
Start 2021/4/1 - End 2021/5/7 - & Assign to Employee
By shift By Employee
Employee List ‘Assignment Details
=[] 7 Company Shift Name Department Name  From To
5[0 % Business » Shift A Business  Allen.Li 2021/4/1 2021/5/7 Save Delete
T lois
&[] #2 Development
B BT
HERE @

Login User:admin

The green background is the department schedule, and the gray font is the inherited data. The
software supports the configuration of the department and applies it to all personnel in the

department. Special scheduling can be configured for a single person, and the priority of special
configuration is higher than that of inherited configuration.

6612 ByShift

@ ‘Bio Attendance HEOQOME
T - e ey e 2 e =
=| = & ‘é}] == VQI 5
| (=0 o = =] = ?/ =0 ﬁ
Rule Waork Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate
an s 3
Start 2021/4/1 - End 2021/5/7 v Assign to Employee
By Shift By Employee
Shift List ‘Assignment Details
B Shift Name shift Name | Department Name From | To
Default » Shift A Business Allen.Li 2021/4/1 2021/5/7 Save Delete
» & Shift A

EBE ¢

Login User:admin

Page|86 Copyright©2024 ZKTECO CO., LTD. All rights reserved.



ZKBio Time.Net User Manual

6.6.2 Assign Shifts

Select the shift to be assigned, assign the time interval, and click assign to the department/employee.

o [ )

Start 3000/1/2 - End 3000/10/14 - Assign To Employee

Q

=-[ 5] ZKTECO
=-{J#f2 Department
-8R Business
| TEis pim
=- I+ Develop
L] didi

coren

When the selected employee confirms, the assignment is completed.

Note: The software does not support cross-time interval misallocation.

6.6.3 Smart Shift Management

Select employee and intelligent computing time period, move to the right side and click [Save].

Note: The priority of Smart Shift is higher than the regular shift. If Smart Shift exists, the regular shifts

will be invalid.
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Q Save  Reset
Bﬁ_r] ZKTECO Unassigned Assigned
=-8fE Department
E‘"E e | | Shift Name | | Shift Name
2 bibl v sfl » ¥ Defautt
E|I-E Develop
-4 dldl
2
<<

6.7 Temporary Schedule

6.7.1  Add Temporary Schedule/day off

(If one (or several) employees need to change his/her work hours temporarily, his/her shift can be

arranged temporarily.)
(1) Click (¥') and select the employee in the Company Structure list.

e Acc : ; HB0e0®

= perene @ — IN’T [ alatn = e =
= = qr BE = == = )
=] = &) m = = E= <) = B
Rule Work Type Stats Timatable Shift Schedule Temporary Schadula Exception Assign Transaction Calculate
. M ——
Q < Today March = 2021 2 > Temporary Schedule
-] 7 Company Sun Mon Tues. Wed. Thur. Fii Sat
Work Type
=[] #ff Business 1 2 3 4 5 6 s
E 2 Alen.Li Normal Work
B Development
Dg 2w X Timetable
Default(09:00-18:00)
4 8 9 10 mn 12 13
v TN
14 15
09:00-18:00
Required Work
21 22 23 24 25 26 27
28 29 30 31
E ¢ Login User:admin

(2) Select the year and month of the date when the employee needs a temporary schedule and
then click and select a date. (Click and hold the Ctrl key to select more.)
Note: Click [Today], it will turn to the current month, the red one is the current date.

(2) Select the work type. (Day Off, Normal Work, OT 1/2/3).
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(4) Select the timetable for the temporary schedule in the drop-down list.

LK ;

16 3OS wiE)

= ) - T e =
= s @ = = E @\\ = e
= ¢ ®m g = D
Rule ‘Work Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate
-
Q < [fosy Warch T 5 Temporry Schedule
- (33 Company Sun. Mon. Tues. Wed. Thur. Fri. Sat.
& (W] 5 Business F 1 2 5 i = & Work Type
LA AlenLi Normal Work g
=} Develoj it
D'E‘ :"fm st Timetable
Default{08:00-18:00) -
i 8 9 10 11 12 13
Assign
v
14 15
09:00-18:00
Reguired Wwork
21 22 23 24 25 26 27
28 29 30 31
[E5) IE ‘- Login User:admin

(5) After setting, click [Assign] to add a temporary schedule/day off for the selected employee.

E OE O m B B O B @9 =B B

Rule Work Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate
— e
Q ey . < Today March = 2021 2 > Temporary Schedule
=[] (3] Company Sun Mon. Tues. Wed. Thur. Fri. Sat
Work Type
8 off Busness 1 2 3 4 5 6 L
1 2 Alen.Li Day Off -
= [ ¥ Development
7 Tijl L»up Timetable
7 8 9 10 11 12 13
[ Assign

14
v v
21 22 23 24 25 26 27
28 29 30 31

& E ¢ Login User:admin
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s
S
<)

‘Work Type Stats

ole o
Bk

-] (53] Company Sun
= [m] #ff Business
LE A Alenu
E-J 5 Development
A L

OFF

28

[ ¢ |%
Timetable Shift
Today
Mon. Tues.
1 2
8 9

OFF

29 30

=EDE @

Schedule

Wed.

31

Exception Assign

>

HB0e0®
Transaction Calculate
Temporary Schedule
Work Type
Day Off
Timetable

21 22 \ 23 24 25 26 27

Login User:admin

Note: After a temporary schedule is added on the day with a fixed schedule, the system will be

subject to the temporary schedule for collecting employee attendance data.

6.7.2 Clear Temporary Schedule

(1) Click and select the employee in the Company Structure list.

(2) Select the year and month of the date when the employee needs to delete the temporary

schedule, and then click and select a date. Click and hold the Ctrl key to select more.

(Note: Click [Today] and it will turn to the current month where the red one is the current date.)

s
S
<)

‘Work Type Stats

ole o
Bk

-] (53] Company Sun
= [m] #ff Business
LE A Alenu
E-J 5 Development
A L

21

28

[ ¢ |%
Timetable Shift
Today
Mon. Tues.
1 2

8 9

Schedule

Wed.

3

10

Exception Assign

>

=
Transaction Calculate
Temporary Schedule
Work Type
Day Off
Timetable

22 23 24 25 26 27

OFF

29 30

=EDE @

31

Login User:admin

Page|90

Copyright©2024 ZKTECO CO., LTD. All rights reserved.



ZKBio Time.Net User Manual

Click [Clear] to delete the employee’s all temporary schedules within the selected date.

. :

== @ [r— T . ey =y pr =
= = & =g = pe=T| 470 = |
5 = S B B = e D) = =
Rule Work Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate
—_ .
Q < Today March = 2001 = > Temporary Schedule
=[] [ Company Sun. Men. Tues. Wed. Thur. Fri. Sat.
=] El off Business 1 2 5 i = & Work Type
2 Allen.Li Day Off
=} Develoj it
e
) i
i 8 9 10 11 12 13
I
14
v
21 22 23 24 25 26 27
OFF OFF
28 29 30 31
IE ‘- Login User:admin

Note: The priority of the temporary schedule is higher than that of Smart Shift and regular shifts. In
order to facilitate the statistical time of leave, the current temporary scheduling is prohibited from

asking for leave.

Exception Assign

It is possible for the employee to apply for leave when he/she encounters serious problems. Due to

different reasons, applying for leave can be an automatic statistic in the system.

Click [Attendance] > [Exception Assign] to enter to the Exception Assign interface.
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 ZK ' - Time.Net System Personnel

Rule Work Type
Q

e G
= # Business
W4 Allen.Li
=[] #E Development
L2 L

Add Exception

Stats

Attendance

==

Timetable

Ei—
47268

31

o=t
27

11

18

25

581A

shift Schedule

Today May
EH8= ZHm

28 29

5 6
12 13
19 20
26 27

2 3

=RcLy N Y

Device  Access  Payrol  Report

Temporary Schedule Transaction Calculate

2021 ° Exception Assign
EHA =i = 65 = Statistics Item
30 5A1R 2 Sick Leave ~
Shift
7 g 9 Total Shift Day
From
00:00 =
14 15 16 To
00:00 x
21 22 23
28 29 30
4 5 6

Login User:admin

Click (¥') and select the employee in the Company Structure list.

Select the type of leave, and shift.

Select the year and month of the date when the employee needs to assign exception and click

and select a date.

(Note: Click [Today], it will turn to the current month, the red one is the current date.)

Set the exception’s start and end time.

(Tips: From indicates start, while To indicates the end.)

Click [Assign] to add an exception for the selected employee. After assigning the exception

successfully, the interface is shown as in the figure.
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HBOOOR

: 7 ;
=] s g = = = @ @
5 = 8 g = = -
Rule Work Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate
S
Q Employe ] Today  May - 2021 + B
st i sti= ] SR o sva -| b
4H268 27 28 29 30 5818 2 Sick Leave  ~
Shift
Shift A -
3 4| 5 6 7 8 9 | Total shift Day
9:00 12:00 fFrom
09:00 2
10 71 12 13 14 15 16 To
12:00 5
I
17 18 19 20 2 22 23 U
24 5 2% 27 28 29 30
3t 6H1H 2 3 4 5 6
1£5) IE e Login User:admin

Note: It is forbidden to ask for leave if there is a temporary work schedule.

® )

& Invalid Operation! Temporary Schedule is assigned to the employee.
1-03/17

oK

6.8.2 Delete Exception

e Click (¥') and select employee in the Company Structure list.

« Select the year and month of the date when the employee needs to delete exception and click

and select a date.

(Note: Click [Today], it will turn to the current month, the red one is the current date.)
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ED

Timetable

Stats

SRR Y e Li
EH:‘IE Development
& L

=1

Shift Schedule Temporary Schedule Transaction Calculate Monthly schedule
Today  May - 2021 * ERR Y
L s = ] St B Ew < S
458268 27 28 29 30 5818 2 Sick Leave  ~
Shift
Shift A -
3 4 5 6 7 8 9 | Total Shift Day
9:00 12:00 From
00:00 =
10 1 12 13 14 15 16 To
00:00 5
17 18 19 20 2 22 23 I
24 5 2 27 28 29 30
3t 6H1H 2 3 4 5 6
1£5) IE e Login User:admin

o Click [Clear] (on the keyboard) to delete the selected exception.

Stats Timetable

=15 Development
-2 w

=

=
= =
shift Schedule Temporary Schedule Transaction Calculate Monthly schedule
Today May 2021 Exception Assign
2 = 2= 2 EHR £ g9 | Fesacion
4H26R 7 28 29 30 EEE] 2 Sick Leave  ~
shift
Shift A 2
3 4 5 6 7 8 9 || Total Shift Day
From
00:00 2
10 11 12 13 14 15 16 To
00:00 =
17 18 19 20 21 A2 23 H
24 25 26 27 28 29 30
31 sH18 2 3 4 5 6
@ \E e Login User:admin
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Transaction

Display all employees’ attendance records, including the records downloaded from the device and

added by the administrator.
Click [Attendance] > [Transaction] to enter to the Transaction interface:

You can search, import, and export attendance records in the menu interface.

Query and Check Attendance Record

Click (') and select the employee in the Company Structure list, multiple options can be

selected.

(Tips: If you click (*") and select department, directly select all employees in this department.)
Set the start and end time in the From and To field options, respectively.

Click [Search], the program will search and display the attendance records conform to the query

condition.

ZK  Time.Net system  Personnel  Attendance  Device  Access  Payrol  Report

= P —l ] [l mlata

Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Calculate Monthly ¢

Q [Fom Tosogjzoar - To_oisziz -] [F1mport | & Export
=[] [32] Company Emp ID Name Punch Time Work Code | Attendance Status Device Record Source
(@ Busness 1 Allen.Li 03/15/2021 09:00 Check In Normal
O BB Allen. i
={J#f Development
02
E ¢ Login User:admin

Import Attendance Record

The program supports to import attendance records from the file. For the specific operation, please

refer to 3. Import in Appendices Appendix 1 Common Operations chapter.
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Export Attendance Record

The program supports export attendance records to files that are used for other applications. For the

specific operation, please refer to 4. Export in Appendices Appendix 1 Common Operations chapter.

Calculate

The system will calculate the attendance records according to the Attendance Rule. For the specific

operation of the Attendance Rule setting, please refer to 6.1Rule.
Click [Attendance] > [Calculate] to enter to the Attendance Calculate interface:

[ ZK - - Time.Net system Personnel Attendance Device  Access Payrol Report

i= @ = 3D et 00 F= Ll

Type Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Monthly ¢

Q From  03/09/2021 - To 03/15/2021 - [ calculate | 5 View Result | | & Modify Record | 3, Bxport:
=] 3 Emp ID Mame Date Timetable Clock-In Clock-Out Summary Minu...
& -{m] 5 Business

£ Allen.Li
=-{ 1 Development
-[1 4 Lu

|§ e Login User:admin

You can calculate and view results, Modify Record, and export data in this menu interface.

Calculate and View Results

Click (*") and select employee in the Company Structure list, multiple options can be selected.
(Tips: If you click (') and select department, directly select all employees in this department.)
Set the start and end time in the From and To field options, respectively.

Click [Calculate] to calculate attendance records. After calculating, the system will display the

calculated result (also the break time detail) based on the query condition.
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Attendance

ey O —_ P ]
Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Monthly schedule
Q From  02/01/2021 - To  03/01/2021 - E calculate B view Resut | & Modify Record  C3. Export
=-{m] 53] Company ~ | Emp ID Name Date Timetable Clock-In Clock-0Out Summary Minu...
&-[W #ff Department B1 Kamal b.Mat S... 02/01/2021 OFFICE-SUN-WE... 08.00 18.00 ~ Required Work 510
A Kamal b.Mat Sal Break start time Break end time Break duration Rounded break time Actual Work 340
[0 & Abd Aziz bin Sal 12.00 12.00 5 " 1:00 Round Work 510
[ £ wd Eshak b kha 1 Kamal b.Mat S... 02/02/2021 OFFICE-SUN-WE. fateh >
[ & Zukfib Yusof 1 Kamal b.Mat S... 02/03/2021 OFFICE-SUN-WE... A s
[ & shari b Masuri 1 Kamal b.Mat S... 02/04/2021 OFFICE-SUN-WE... Ahetlt g
Ot 1 Kamal b.Mat S... 02/05/2021 OFFICE-SUN-WE... DE L
[0 & Khoo Cheng Ma 1 Kamal b.Mat S... 02/06/2021 o 0
[ & 3.Sharmia afp v 1 Kamal b.Mat S... 02/07/2021 gr:k sg
] & Aca bt Abd & 1 Kamal b.Mat S... 02/08/2021 OFFICE-SUN-WE... |
D & Zukfi b Moharr 1 Kamal b.Mat S... 02/09/2021 OFFICE-SUN-WE...
1 & Julyznz Binti AE 1 Kamal b.Mat S... 02/10/2021 OFFICE-SUN-WE...
O] 2 nurul Afigah b 1 Kamal b.Mat S... 02/11/2021 OFFICE-SUN-WE... '
B e 1 Kamal b.Mat S... 02/12/2021 OFFICE-SUN-WE...
i 1 Kamal b.Mat S... 02/13/2021
P8 e Rt 1 Kamal b.Mat S... 02/14/2021
: 1 Kamal b.Mat S... 02/15/2021 OFFICE-SUN-WE...
L2 Anida bt Tumre 1 Kamal b.Mat S... 02/16/2021 OFFICE-SUN-WE...
[ £ Mone Nazibin | 1 Kamal b.Mat S... 02/17/2021 OFFICE-SUN-WE...
[ & kezly b. Azman 1 Kamal b.Mat S... 02/18/2021 OFFICE-SUN-WE...
[ 2 Muhammad shz 1 Kamal b.Mat S... 02/19/2021 OFFICE-SUN-WE...
LJ £ wond shami b. 1 Kamal b.Mat S... 02/20/2021
L[] & Ahmad Azmib. 1 Kamal b.Mat S... 02/21/2021
[0 & Fatimah bt Sed: 1 Kamal b.Mat S... 02/22/2021 OFFICE-SUN-WE...
[0 2 Hasinah bt Tbra 1 Kamal b.Mat S... 02/23/2021 OFFICE-SUN-WE...
1 & Mazenah ht Ah( ¥ 1 wamal h Mat & N2/24/9N71  OEETCE- GIIN-WE il
< > 1 ¥
E e Login User:admin

Modify Record

The attendance can be modified manually when employees leave on business or forget to punch
cards. Usually, the management personnel shall input the attendance record for missed punches at
the end of the attendance cycle according to the attendance records and the company’s attendance

system.

Click [Modify Record], the following Modify Record interface will pop-up:
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®
Q Employe : + Add E]Sa\re. .||_|T Delete
IERCIRERE Company
Date 03/15/2021 - Time 00:00 £
Attend; Statu i Work Cod v
E|E|IE gt endance 5 or e
LR L Reason -
Emp ID Name Punch Time Work Code | Attendan... Device Record So...
6.10.2.1 Add Punch Record
o Click [Add] to enter the Add Punch Record interface.
®
Q Employe : E]Sa\re. .||_|T Delete
IERCIRERE Company
Date 03/15/2021 - Time 08:00 £
EH:I ¥ Developrment Aftendance Status Check In i Waork Code M
LR L Reason -
Emp ID Name Punch Time Work Code | Attendan... Device Record So...

¢ Click (¥") and select employee in the Company Structure list, multiple options can be selected.

(Tips: If you click (') and select department, directly select all employees in this department.)

e Set parameters according to the actual condition.
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Date, Time: Set the date and time as required.

Work Code: Click ¥ and select work code in the drop-down list.

(Tips: For the Work Code setting, please refer to 7.5 Work Code)
Attendance Status: Click ¥ and select an appropriate attendance state in the drop-down list.
Reason: Enter the reason as required.

o After setting, click [Save] to save the punch record.

Q P + Add N cancel
IERCIRER Company
] 3 Business Date 03/13/2021 - Time 18:00 =
L Alen.u Attendance Status i g Work Code M
=[] #f; Development
D 2 Lu Reason 4y
=
v/ Emp ID Name Punch Time Work Code | Attendan... Device Record So...
v 1 Allen.Li 03/13/2021 08:00 0 Check In Manual

6.10.2.2 Delete Punch Record (Manually add)
e Click (*") and select record in the Record list, multiple options can be selected.

o Click [Delete], the Question box will pop-up.

7 Sure To Delete Data
o=/

o Click [Yes] to delete the selected record or click [No] to cancel the operation.
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Export Attendance Record

The program supports the export of attendance records to file that is used for other applications. For

the specific operation, please refer to 4. Export in Appendices Appendix 1 Common Operations
chapter.

Monthly Schedule

Users can view employee’s monthly schedule, leave, holiday detail and so on by calendar.

Single Person Monthly Schedule

Click “*= on the upper right corner, select employee in the Company Structure list, multiple

options cannot be selected.
Set the month and year that you want to view and click [Search] to search the schedule.

The system will display the employees’ monthly schedule, leave, holiday detail and so on based

on the query condition.

(L ZK: - Time.Net System  Personnel Attendance Device  Access  Payrol Report

00 = 00

“7)

Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate

Q < Today > Apri - 2021 2 [0 Show Detais El

B [3] G
it Sunday Monday Tuesday ‘Wednesday Thursday Friday Saturday
=-#f Business

25 78 30 3l
HI o)

: 2 Q) OFF OFF OFF OFF
[=-#{= Development

~& Lu

z 3
OFF OFF

OFF OFF

16 17
OFF OFF

23 24
OFF OFF

30 1
OFF OFF

OFF OFF
Employee : 2

EEI E e Login User:admin

Place the mouse pointer on the green area as the following figure:
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Stats

E-[58] Company
=-#ff Business
Pa
=5f Development
L2

Employee : 2

Attendance
— 154 -0y 00 = T =
ﬁé‘ Eﬂ ....... \//E’H 0l E&
Timetable shift Schedule Temporary Schedule Exception Assign Transaction Calculste
- £ il 104
< Today > apr 2021 - [ Show Detais LS
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
25 23 0 31 1 2 3
OFF OFF OFF OFF OFF OFF
4 5 [ 7 8 ] 10
ore orr
11 12 13 14 15 16 17
e y
18 18 20 21 22 23 24
Tinetable & Tinstable & Tinetable A Tinstable & Timetable & oFF OFF
25 26 27 28 29 a0 1
ore orr
2 3 4 5 G 7 i
Tintable & Tinetable & Timetable A Tinstable A Timetable & oFF OFF

EERE ¢

Login User:admin

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

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

Q|

E-[58] Company
-5 Business
Pa
=5f Development
L2

Employee : 2

Attendance

= 1904 ) = 00 = ey
Timetable shift Schedule Temporary Schedule Exception Assign Transaction Calcubate Monthly schedule
< Today > Apr ¥ 2021 T [ Show Detais 9
Sunday Monday
Color Option ®
28 23
OFF DFF General
Weekend L | smatshit L
Holiday I:l Temporary Schedule [—
: s oFF L1 Hour Worker 1
Exception Timetable
All
Default |
fiits Iistabls Timetable A |
Detais
w0 10 L1
—
25 26
L1
2 3
T I
B save

HERE ¢

Multiplayer Monthly Schedule

Login User:admin

Select -1!‘ on the upper right corner, click (') to select employee in the Company Structure list,

multiple options can be selected.

Set the month and year that you want to view and select [Search] to search the schedule.
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3. The system will display the employees’” monthly schedule, leave, holiday detail and so on based

on the query condition.

@ - Bio Attendance @ {‘5’\} @ @ D ®
5 m g H = B B
S = M) =
< = ?/ =0 ﬁ ==
Stats Timetable Shift Schedule Temporary Schedule Exception Assign Transaction Calculate Month dule
Q < Today > iApri - 2021 +  f)Search [ Show Detais
= (3] Company
Department Emp 1D Employee 1/ Thur. 2/ Fri. 3/ sat. 4/ sun. 5/ Mon. 6/ Tues. 7/ Wed.
S8 Business P P iploys / / f / ! / / '
“yelialt orr orr Tinstable b
=2 Development Business i Allen.Li
Y
orr orr
Development 2 Liu
4 y
Employee : 2
= IE ‘- Login User:admin
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Device

The system needs to add a device to achieve attendance function. Before downloading or uploading
data from (to) the Device; you should connect the device to the system firstly, input the related
parameter, ensure that the communication between device and PC has established. After creating a

connection successfully, uploading or downloading data is available. In addition, you can check all

kinds of reports as required.

The Device maintenance mainly contents Device Management, Area Setting, Data Sync, USB Disk
Management, Work Code Setting, and Short Message.

Device

Set the communication parameters of the device. The system can communicate with the device
properly only when communication parameters are configured correctly, including the parameter
settings in the system and the device. After communication succeeds, you can view the information

on the connected device and perform remote monitoring of the device and upload and download.

Click [Device] > [Device] to enter to the Device Management interface.

ZK ' Time.Net sysem  pesonnel  Attendance Access  Payrol  Report

e = = ]
= 2 = | 123 e
Area Sync Data USB Drive ‘Work Code Short Message

Device Tlsearch | add Bsave te | | [ Get Photo | (3 Get Transaction
Name
Genersl  Data Management = Communication = Door Option = Wiegand Option | Duress Setting
Device Mode Linu State Disable # Enable
Connection Info
Connection Mode ® TCP/IP uss
Name | K Device Number
IP Address 5 Port 4370
Seral Number
Password Area Areal
Device Data Reset ® Merge
Device Data
Device Model Date Format
Fingerprint Version Coreboard Type
Admin (1] Employee
Fingerprint 0 Face
Transaction 0 Palm
Finger Vein
Record:0 @ |§ e Login User:yangkafin

There are two methods to add a device, namely, Manually Add and LAN Search Add.
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Add device Manually

Click [Add] to enter the Add Device interface.

ZK  Time.Net system Personnel

Attendance

Device Access Payrol Report
s
Area Sync Data USB Drive Short Message
Device ) Search Bisave | Cancal | | [y Get Photo | (3 Get Transaction
Name
General  Data Management — Communication = Door Option | WWiegand Option  Duress Setting
Device Mode Linux State Disable ® Enable
Connection Info

Connection Mode  TCP/TP USB
Name | Device Number 3
1P Address Port 4370
Serial Number
Password Area Areal

Device Data

Device Data
Device Model
Fingerprint Version
Admin
Fingerprint

Transaction

Reset @ Merge

Date Format
Coreboard Type
Employee

Face

Paim

Finger Vein

Record:0 B E ¢

Login User:yangkaiin

Set the parameters as required. The parameter with *, means cannot be empty.
Device Mode: Click ¥, and then select the device mode (Linux or MT100) in the drop-down list.

Status: Select as Disable or Enable as required.

When the status is Enable, the device is active, you can upload employee and work code to the
device, or download employee and attendance records from the device as required, etc. While
when it is in disable state, no device related operations could be performed.

Connection Info

Connection Mode: You can select as TCP/IP or USB as required.
Name: Enter the name for identifying the device.
Serial Number: Generates automatically after connecting the device successfully.

IP Address, Port, Password: Enter the IP Address, Port no. and Password for the device which you
want to connect to, accordingly.

Device Data: Select as required.
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Reset: If this option is selected (‘@ indicates selected), the data on the device shall prevail and
overwrite the corresponding data in the software when the device synchronizes data to the
software after their first connection. (For further info, please refer to 7.3 Data Sync.)

Merge: If this option is selected (@ indicates selected), the data will be merged according to
the user-selected data synchronization mode when the device synchronizes data to the

software after their first connection. (For further info, please refer to 7.3 Data Sync.)

Area: Click ¥ and select the area in which the device belongs to.

(Note: One device can only be set in one area)
After setting, click [Test Connection] to check whether the device is connected to the system.

If the connection is successful, the Information box will pop-up.

«/ | Succeeded To Connect

If the connection fails, please check:

The connection parameters of the device are consistent with the communication
parameters in the menu of the device.

The communication cable is connected appropriately.

| J | Connect to Terminal (192.168.1.39) had been failed.

Device Data

When the device is successfully connected to the system, the device information will display
automatically, including the Device Model, Date Format, Fingerprint Model, Core board Type,
number of admin and employee and count of transactions, fingerprint, Palm, Face, and Finger

Vein.
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Record:0

General = Data Management

Device

B A )

USB Drive Work Code Short Message

Device Mode Linux
Connection Info
Connection Mode » TP/IP
Name 1
P Address 192.163.1.39
Serial Number 0583143880001
Password
Device Data Reset *® Merge
Device Data
Device Model U160
Fngerprint Version 10
Admin 0
Fingerprint 0
Transaction 0
Finger Vein 0
E2E @

(3) Click [Save] to save device info.

7/.1.1.2 Search

7 Search B Save @ Delete | [ Get Photo | (J Get Transaction

Communication = Door Option = Wiegand Option = Duress Setting

State Disable ® Enable
usa

- Device Number 1

L Port. 4370 =
Area Areal =

-
Date Format YYYYMMDD
Coraboard Type ZMM200_TFT
Employee 1
Face 0
Paim 0
Login User:yangkajin

The software can detect the offline device in LAN by searching, which is convenient for users to add

to the software.

IP Address

192.168.218.151

1192.168.218.233
1192.168.218.241
1192.168.218.208
10.0.0.0

1192.168.218.202
1192.168.218.245

MAC Address
|00:17:61:10:cc:24
1 00:17:61:10:99:19

00:17:61:11:01:80
| 00:17:61:11:6d:bb
| 00:17:61:10:fe:c3

UU:lT{‘:ﬁl:lZ:aB:cﬂl
1 00:17:61:11:C041

Cancel
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Device Info Maintenance

Edit/Delete Device

The list of devices to be operated can be selected on the left side and the corresponding operation

can be carried out in the right operating area.
Data Management

Click (') and select device in the Device list and click Data Management tag to enter the Data

Management interface.

P Pe e Attendance Device Ac ) Report @@@@D@
= 0 @& i)

Sync Data USB Drive Work Code Short Message

Device T Search || 4 Add | PySave | Deete || B3 GetPhoto | (3 Get Transaction
¥ Name

v Bl General || Data Management | Communication | Door Option = Wiegand Option = Duress Setting

Device Management

YY-MM-DD = Set Date Format

o
Clear Admin Priviege Delete All Transaction
|
Record: | =] e Login User:yangkaiin

Note: You have to connect to the device successfully before doing the Data Management.

Set Date Format: Click ¥ and select date format in the drop-down list. After selecting, click [Save]

to save.
Sync Time: Click this button to sync the system and the selected device’s time.

Clear All Fingerprints: Click this button to clear all fingerprints in the device.

(Note: Once deleted, unrecoverable, please operation carefully).
Clear Admin Privilege: Click this button to clear all administrators’ settings in the selected device.

Delete All Transaction: Click this button to delete all the records of the actions done. (All the

employees and their data remain).
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Delete All Employee: Click this button to clear all the employees in the selected device. (The

employees’ fingerprint, password and card info will be deleted at the same time).

Delete All Data: Click this button to clear all users and attendance records in the selected device.

Communication

Note: You must connect to the device successfully before doing the communication setting.

Click (') and select device in the Device list, and click Communication tag to enter the
Communication setting interface:

ZK Time.Net System Personnel Attendance Device Access Payrol Report

~ = =
A | 2 | 123

Area Sync Data USB Drive Work Code Short Message

Device D search || 4 Add P Save | T [} Get Photo | | (3. Get Transaction
¥ | Name
i Genersl ~ Data Management — Communication  Door Option ~ Wiegand Option  Duress Setting
Communication Option

1P Address 192.168.1.39 Gateway

Subnet Mask Device Number

Password
Record: 1 =N Login User:yangkajin

Click [Read Option] to read the communication settings in the selected device. IP Address,
Gateway, Subnet Mask, Device Number, Password: Set as required.

After setting, click [Set Option] to save communication settings.
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Door Option

Note: You must connect to the device successfully before doing the Door Option setting.

Click (') and select device in the Device list and click the Door Option tag to enter the Door
Option setting interface.

ZK Time.Net system Personnel Attendance Device Access Payrol Report
C
Area Sync Data USB Drive Work Code Short Message

Device il Search | 4 Add | P Save T [ Get Photo | (3 Get Transaction
v  Name

% o General = Data Management = Communicstion = Door Option  Wiegand Option | Duress Setting

Door Setting

Unlock Duration 10 (1-10) s Door Sensor Delay 10 (1-255) s
Door Sensor Mode NO v Alarm Delay 30 (1-999) s
NC Time Period 0 v Retry Times S (1-9)

NO Time Period 0

Anti-Passback Mode  None ¥ Device Location None

Record:1 5 e ¢ Login User:yangkaiin

Click [Read Option] to read the access parameters setting in the selected device.

Unlock Duration: The device controls the time to open the electronic lock. (Functioning value
for 1to 10s)

Door Sensor Delay: After the door is opened, delay the time to check the door sensor. If the
door sensor state is different from the normal state of door sensor mode, an alarm will be

emitted. This time is called door sensor delay. (Functioning value is 1 to 255s.)
Door Sensor Mode: There are two options, that are Normal Open (NO) and Normal Close (NC).

Normal Open means the normal state of the door is Opened, whereas Normal Close means the

normal state of the door is Closed.

Alarm Delay [s]: Detection of the abnormal door sensor state, the door sensor will generate an
alarm signal after a period of time. This time is the door sensor alarm delay. (Functioning value
is 1to 999s)

NC Time Period: Normal close time period.

NO Time Period: Normal open time period.
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Retry Time: When the failed press times reach the set times, an alarm signal will emit.

(Functioning value is 1 to 9 times.)

Anti-Passback Mode: Click ¥ and select the anti-pass mode as None, Out, In, or Out/In as

required.

Device Location: Click ¥ and select device location Indoor or Outdoor.

After setting, click [Set Option] to save and modify the door option.
Wiegand Option

Note: You must connect to the device successfully before doing the Wiegand Option setting.

Click (') and select device in the Device list and click Wiegand Option tag to enter to the
Wiegand Option setting interface.

ZK Time.Net System Personnel Attendance Device Access Payrol Report
Fa
Lo =
Area Sync Data USB Drive Work Code Short Message

Device Gl Search 4+ Add |PSave W [ Get Photo | (3 Get Transaction
7 Name

i General | Dsta Management = Communication | Door Option | WWiegand Option  Duress Setting

Wiegand In Wiegand Out

Viegand Format Data Type Wiegand Format Data Type
® 26 Bits ® Card Number ® 26 Bits ® Card Number

34 Bits Employee ID 34 Bits Employee ID

Failed 1D

Site Code

Record:1 & =] e Login User:yangkain

Click [Read Option] to read the Wiegand setting in the selected device.
Wiegand Format: The system has two built-in formats, Wiegand 26-bits and Wiegand 34-bits.
Data Type: Select the Data Type as Card Number or Employee ID as required.

Failed ID: Defines the output value for user authentication failures. The output format is

determined by the setting of Wiegand format. The value ranges from 0 to 65535.

Site Code: Similar to the device ID. But the code is specified by the user. Different devices can
be repeated. (With a range of 0 to 255)

After setting, click [Set Option] to save and modify the Wiegand option settings.
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Duress Option

Note: You must connect to the device successfully before doing the Duress Option setting.

Click (') and select device in the Device list and click Duress Option tag to enter the Duress
Option setting interface.

ZK Time.Net system Personnel Attendance Device Access Payroll Report
o
£e]
Area Sync Data USB Drive Work Code Short Message

Device il Search | 4 Add | P Save T [ Get Photo | (3 Get Transaction
v  Name

v B1 General = Data Management = Communication = Door Option = Wiegand Option = Duress Setting

Duress Setting

Help Key N = Trigger By PIN N
Trigger By 1:1 Verffication N bl Alarm Delay (0-999) s

Trigger By 1:N Verficaton N

Record:1 5 e ¢ Login User:yangkaiin

Click [Read Option] to read the duress option settings in the selected device.

Help Key: To enable the help key by selecting "Y", while "N" is disabled. After pressing the help
key together with either the verification of fingerprint or the Card number in 3 seconds, the
duress alarm will emit. The help key can be set in keyboard definition, for detail, please refer to

the corresponding device user manual.

Trigger by PIN: If select "Y", when the user uses password verification mode, an alarm signal

will emit. Or there are no alarm signals if “N” is selected.

Trigger By 1:1 Verification: If select "Y", when the user uses 1:1 match mode, alarm signal will

emit. Or there are no alarm signals if “N” is selected.

Trigger By 1:N Verification: If select "Y", when the user uses 1:N match mode, alarm signal will

emit. Or there are no alarm signals if “N” is selected.

Alarm Delay(s): Set the alarm delay time, the range is 0 to 999 seconds, you can set as required.
After the user triggers the duress alarm, the alarm signal will not output directly. By reaching

the alarm delay time, the alarm signal will then be generated automatically.

After setting, click [Set Option] to save and modify the duress option settings.
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Get Photo*

Note: You must connect to the device successfully before downloading photo.
Click (¥') and select device in the Device list, and click Get Photo button to pop-up the
Download Photo window:
© (A Photoes! Last Month Current Month Customization Period

Terminal Emp 1D Emp Name Captured Time

Mo image data

All Photos: Download all photos of the device.
Last Month: Download all the photos in the last month.
Current Month: Download all photos in the current month.

Customization Period: Set the Start and End time as required and click [Search Photos] button

to search all attendance photos during this period.
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Al Photoes Last Month Current Month ® {Clstomization Period! Search Photoes
Start Time 12/18/2014 - |12:00:01A ; End Time 12/26/2014 MIPSEEEE Tl Dovwnload Photoes
Terminal Emp ID Emp Name Captured Time

Mo image data

«  After setting, click [Download Photos] to download attendance photos from the selected device.

/.1.28 GetTransactions

Note: You must connect to the device successfully before downloading the record.

Click (') and select device in the Device list, and click the Get Transaction button, users can set the

time period of the records.

x

] Download Al
From To
[2021/5/4 -] 2021/5/8

Then the program will automatically connect to the selected device, and then download records
from the selected devices. The bottom right corner of the screen will display the downloading

procedure and result in the form of a pop-up window.
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T Clear

Time Message

12:08:45 Process data which being synced
12:08:45 Downloading records

12:08:45 Connecting to Terminal B1{132.168.1.33]
12:08:46 Downloading records

12:08:46 Diownleaded 2 recerds,new 0 records

/.2 Area

Area is a concept of space that facilitates the management of devices in a specific place.

In this system, Area setting is a process of dividing devices by area. A prominent feature of “Area” is
to allow the system to automatically manage the employee information on devices. According to
requirements, areas can be allocated to devices (one device can belong to one area only), and

employees can be allocated to one or more areas.

Click [Device] > [Area] to enter to the Area setting interface.

A &

Sync Data USB Drive Work Code Short: Message

Area + Add | | PASave | T Delete || La Assign Employee

ol Area Info

Engingering Department:
Mahala Kobra

Hanovil

October

Gardenia

v
" Name Ibrahemia ~

»

v

v

» Damanhour i
v

»

,

,

v

Description

Rozana
Smouha
Smouha Mini
Sidi Gaber Station Area Data
Sidi Gaber Mini
Tanta

4 Toson

v Agamy Star Card Fingerprint
Kafr El-Dawar I}

4 Abees 1 Face
Abees 2

Employee PIN

Paim

Pt Record Finger Vein

b Matrouh

L Niece
Transportation
Central Factory

3 ElDekhil

b Ibrahemia - Mini
Abees 4

b Hew Employee -

Record:31 IEI E ‘. Login User:anas
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For the first use, the system has an area named Area1 by default. This default area can be modified as

required but cannot be deleted.

Area Info

Name: Enter the area name. It cannot be empty.

Description: Enter the description for this area as required.

Area Data

Click [Calculate]. The system will calculate and take statistics on the total number of Employee,

PIN, cards, fingerprints, faces, palms, Finger Veins, and attendance records of all the devices

connected to the system in the current area.

Add Area

Click [Add] to enter the Add Area interface.

| ZK - Time.Net system Personnel

Sync Data USB Drive

Area + Add || B save || i

Areal
Area Info

Name

Description

Area Data

Employee
Card
Face

Record

Record:1

Attendance Device Access payrol

Work Code Short Message

£ Assign Employee

Areal

PIN
Fingerprint
Paim

Finger Vein

==

Report

Login User:yangkafjin

Enter the area name and description as required and click [Save] to save the area info.

(Note: The area name cannot be repeated.)
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/.22 Area Maintenance

7.22.1 Edit/Delete Area

Select the area to be operated on in the left side and operate on the selected area on the right side as
required.

7.2.2.2 Assign Employee

Assign Area for the added employees.

(1) Click and select the area in the Area list, and click [Assign Employee] to pop-up the Assign
Employee window:

RTLOEOE®

o [=] iEi 1 4

Device Area Sync Data USB Drive Work Code Short Message

Area # Add | BySave | T Delete || £ Assign Employee

Zone Info

Unassigned Assigned

Q Ql

E+-(31] Company = 2

R France] s FAE
4R g raD
-4 ¢
2 Luna »

=¥ Technology
2 Henry
4 Daphnis £«

Zone

- s

Records:3 el i =] e Login User:admin

(2) Click (') and select employee in the Unassigned Employee list.

(3) Click ™ to move the selected employee to the Assigned Employee list.
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Q

. EkaR
il W
4 Luna

Unassigned
=83/ Compan:

=-#ff Technology
2 Henry
-2 Daphnis

Q|

e-FE) 2«
{-EIef FAE
T} R&D

Assigned

(4) Click [OK] to assign the selected employees into the area (which is selected in step 1).

Tips: Click (') and select employee in the Assigned Employee list and click % to move the

selected employees to the Unassigned Employee list, and then click [OK] to move the selected

away from the area (which is selected in step 1).

®

Succeeded To Save

&)

/.2 Data Sync

Synchronize data between the system and the device.

(1) Click [Device] > [Sync Data] to enter to the Sync Data interface.
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ZK - Time.Net system Personnel Attendance Device Access Payrol Report
C

= e

Device Area USB Drive ‘Work Code Short Message

Sync Data 21 Sync Datz
v/ No.  Name
vill Areal +/ High Rate Mode

v
5/ Sync Fingerprint Template

Sync Face Template
Sync Palm Template
Sync Finger Vein Temphta

Overwrita Software Employee

Upload Employee Photo
Upload Message

Upload Workcode

Record:1 \E “ Login User:yangkafin

High Rate Mode: It allows the syncing of data faster. It is checked default.

Sync Employee Information: Sync the employee info between the program and the device.

Sync Fingerprint Template: Sync the fingerprint template between the program and the device. ¥
Indicates selected.

Sync Face Template: Sync the face template between the program and the device. ¥ Indicates
selected.

Sync Palm Template: Sync the palm template between the program and the device. ¥ Indicates
selected.

Overwrite previous information after download: When staff information in the software and
device is not the same during data synchronization. If the function is enabled, the employee
information in the device will overwrite the information in the software. Vice versa, if the function
is disabled, the employee information in the software will overwrite the information in the device.
Upload Work code: Upload the work code settings to the selected device.

Upload Employee Photo: Upload an employee photo to the selected device.

Upload Message: Upload message to the selected device.

Click (¥') and select area in the Area list.
Click (¥') and select data type as required and click [Sync Data] to sync data.

The system will pop-up the following window to display the procedure and result of data sync:
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T Clear

Time Message

12:20:19 Process data which being synced

12:20:19 Mo active terminal in tarminal zone HQ

12:20:19 Connecting to Terminal A1{192,168,1,181)
12:20:19 Caonnecting to Terminal B1{152,168.1.39)
12:20:21 Begin download employee from B1{192.168.1.33)
12:20:21 Get 4 employees from B1{192.168.1.29)
12:20:21 Begin download template from B1{192.168.1,29)
12:20:22 Connecting to 'A1{192,168,1,181} failed.
12:20:22 Get 0 templates from B1(192.168.1.33])

12:20:24 Begin upload employee to B1{192.168.1.33)
12:20:24 Begin upload template to B1{192.168.1.29)
12:20:24 Upload employees:2 Fingers:2,Faces:0 to terminalB
1| 1 | 3

USB Drivex

Import /export attendance records, employee info, employee photo, and attendance photo via USB
Drive.

Plugin the USB Drive containing data, and click [Device] > [USB Drive], the following window

will pop-up:
Device Info
B&W Screen Fingerprint Algorithm V9
® Color Screen ® Fingerprint Algorithrm V10

USB Drive Mot Found

Select the device type and algorithm version as the actual condition.

Note: Ensure that you have selected the correct device type and algorithm version; otherwise,

data cannot be imported, or errors will occur during the importing process.

Tips: Select the USB Drive containing attendance data from a list of USB Drives that will display
when the system detects multiple USB Drives.

Delete Disk File: Delete files from the USB Drive.

Refresh File List: Click this button to refresh the file list.
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/4.1 Import Employee

Import employee info from the USB Drive.

o Click (¥) and select a data file in the File list.

AT0e0O®

@ - Bio Device

N

Sync Data USB Drive Work Code Short Message
pEE T

Device Area
Import Employee  Export Employee  Import Transaction ~ Import Employee Photo ~ Export Employee Photo  Import Attendance Phota

Device ... Download Time  Sze(By... | Emp ID Name Card Number

Deleta Disk File
Refresh File List

Import Locale Fie

Employee File Not Found

IEI E e Login User:yangkafin

«  Click [lImport Employee] to import employee info.

MR = B B @

Device Area Sync Data USB Drive Work Code Short Message
s

Import Employee  Export Employee  Import Transaction ~ Import Employee Photo ~ Export Employee Photo = Import Attendance Photo

v TerNo.  Download Time  Sze(By... EmpID Hame. Card Number
) 1 2014-12-09 10:16 144 1 Tome.S 0

2 James.L 0

A e
2 users are imported successfully.

“/‘ 2 fingerprint templates are mported successfuly.

"7 0 face templates are imported successfully.

= 1= e Login User:adrin

«  After importing data successfully, the imported result will display in the pop-up box.

Page|120 Copyright©2024 ZKTECO CO., LTD. All rights reserved.



ZKBio Time.Net

User Manual

Note: The sum of the imported employees and the existing employees in the system cannot

exceed the staff headcount limit of the system. Otherwise, employee information cannot be

imported.
Export Employee

Export employee info to the USB Drive.

Click the Export Employee tag to enter to the Export Employee interface:

o) = = ——y
= e = @ ]
Device Area Sync Data Work Code Short Message
Import Employee | Export Em e | Import Transaction = Import Employee Photo = Export Employee Photo ~ Import Attendance Photo
Browse employee nformation Export Employee Datz
B[ a Emp ID Name Card Number Emp D Name Card Number
1 Tome.S o
2 James.L o
3 Ly 0
4 Simon o
»
<<
[re] =N Login User:admn

Click (') and select employee in the Employee list, multiple options can be selected; and click

5 to move the selected employees to the Export Employee Data list:
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e

5 Tl == = = =
.0 ._\e_]‘ = | H 123 (05
Device Area Sync Data BD Work Code Short Message
Import Employee  Export Employee | Import Transaction | Import Employee Photo | Export Employee Photo | Import Attendance Photo
Browse employee information Export: Employee Data
w Emp ID Name Card Number Emp ID Name Card Number
9 Tome.5 o 1 Tome.S 0
v 2 James.L 0 3z James.L ]
3 Liy 0
4 Simon 0
<«
E5 =B ' “ Login User;admin

o Click [Export] to export the employee selected in step 2 to the USB Drive.
® &

- 2 users are Exported successfully.

I'-.:V{_-" 2 fingerprint are exported successfully.

/4.3 Import Transaction

Import attendance records from USB Drive.

« Click Import Transaction tag to enter to the Import Transaction interface.
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= & &F & 6= )

Device Area Sync Data USB Drive Work Code Short: Message
e

Import Employee  Export Employee  Import Transaction  Import Employee Photo = Export Employee Photo  Import Attendance Photo

Device... Download Time Size(Bytes) ~ Emp ID Name Punch Time Status Verify Style
1/2014-12-09 ... 140

TImport Records
Delete Disk File
Refresh File List

Import Locale File

|E| E ‘- Login User:admin

o Click (¥) and select the data file in the File list.

»  Click [lImport Transaction] to import attendance records.

mn
e v
Device Area Sync Data Work Code Short Message

Irport Employee  Export Employee  Import Tonsacton  Import Errployes Photo  Export Employee Photo | Irport: Attendance Photo

v Device... Downbad Time Soe(Bytes) Ee D Mame Punch Time Status Verfy Style

’ 1 20141209 ... 40 1 Tome.5 2014-12-080... 01
1 Tome.S 2014-12-08 0... 01
4 Semon 2014-1208 0. 01 _lﬂ'om Records
3 Uy 2014-12:00 1... 61

+" | 4 Records are imported successfully,new records 0.

EBe e Logn Usacadr
«  After importing successfully, the result box will pop-up.
/4.4 Import Employee Photo

Import employee photo from USB Drive. The specific operation method is the same as the Import

Transaction.
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Export Employee Photo

Export employee photo to the USB Drive. The specific operation method is the same as Export

Employee.
Import Attendance Info

Import employee attendance info from USB Drive. The specific operation method is the same as the

Import Employee.

Import Local File

Click [Import Locale File]; select the file you want to import in the pop-up window and click [OK] to

import the file to the system.

Work Codex

Employees' salaries are subject to their attendance records. Employees may be engaged in different
types of work which may vary with time periods. Considering the salaries vary with work types, the
software provides a parameter to indicate the corresponding work type for every attendance record
to facilitate rapid understanding of different attendance situations during the handling of

attendance data.

Click [Device] > [Work Code] to enter to the Work Code setting interface.

ZK: - Time.Net System  Personnel  Attendance  Device  Access  Payrol  Report
= 1
C |
Device Area Sync Data USB Drive Short Message
Work Code + Add | Bisave | i
No. Name
No.

Name:

Description

Hourly Payment 1.00

Record:0 E c Login User:admin
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Add Work Code

Click [Add] to enter to the Add Work Code interface:

ZK - Time.Net system Personnel  Attendance  Device  Access  Payrol  Report

Device Area Sync Data USB Drive Short Message

Work Code + Bsave & Cancel

No. Name
Nao.
Name:

Description

Hourly Paymeant 1.00

Record:0 E ¢ Login User:admin
Note: The parameter with *, means cannot be empty.

Code: The device automatically allocates the code starting from 1 for every user in sequence.

Supports manually input, but unrepeatable.
Name, Description: Enter the name and description of this work code.

Hourly Payment: It appears when the payroll module is enabled, used to set the unit payroll for
hourly workers.

After entering, click [Save] to save settings.
Edit/Delete Work Code

The operation methods of editing/deleting work code are the same as editing/deleting role. For the
specific operation method, please refer to 4.3 Role. Not repeating the description here.
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Short Messagesk

Short Message is similar to notice. The Short Message includes Public Message and Personal Message.

The operator can edit the notice content in advance and make it into Message displayed on the
screen. Specify the time range for Message display, selects the device area and employee as required.

(Tips: Only when the Message Type is Personal, you should select the employee.)

Note:

You should consider the employees’ possible attendance time range before setting the
Message start and end time, to ensure that the employee can check the Message.

The Short Message will be sent out to all device s in the selected area automatically. If Public
messages set, then in the effective time, all employees in the device can check the message
before/after punching. If the Personal message is set, then in the effective time, the selected

employee can check the message after successful attendance.

Click [Device] > [Short Message] to enter the Short Message interface:

| ZK- - Time.Net cyctem  Ppersonnel  Attendance  Device | Access  Payrol  Report

Device Area Sync Data USB Drive Work Code
Short Message + Add | P Save || i

Code Title

Message Type Public

Title

From - 0:00 =
To - 0:00

Description

Area Areal

Record:0 | e ¢ Logi User:yangiaiin

Page]|126 Copyright©2024 ZKTECO CO., LTD. All rights reserved.



ZKBio Time.Net User Manual

Add Message

Click [Add] to enter to the Add Message interface:

ZK  TimeNet system Personnel  Attendance  Device  Access  Payrol  Report

~
LA,

Device Area Sync Data UsB Drive Work Code

Short Message + Add | Psave |
Code Title
Message Type Public

Title
From 12/26/2014 ~ [12:00A 7 =
To 12{31/2014 ~ [11:59P 7 *

Description

Terminal Zone HQ

Record:0 |§ e Login User:yangkafin

The parameter with *, means cannot be empty.

Message Type: Click ¥ and then select message type (Public or Personal) in the drop-down list.
Title: Enter the message’s title.

From, To: Set the start/end date and time for the message.

(Note: The start time must be earlier than the end time.)

Description: Enter the description of the message.

Device Area: Click ¥, and then select area in the drop-down list. (Note: The program will send out

the Message to all device s in the selected area.)

When the Message Type is selected as Personal.
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=l 8 B L]

Device Area Sync Data USB Drive ‘Work Code Short Message
SMS o+ 4dd || By Save | | cancel
Code Title
Message Type }.Persunal >
Title Birthday Wish
From 12/26/2014 ~|6:00 AN 3 =
To 12/31/2014 ~|3:59PM 5
Description Happy Birthday to you! Bast Wishes! =
-
Terminal Zone

R (oo B

Records:0 = =N Login User:admin

Recipient: Set the recipient for the message.

(1) Click [Employee] to pop-up the Set Receiver window.

)
Q |
B-CfE 26
{62 FAE

- IefE R&D

m Lily

(2) Click (¥') and select employee, multiple options can be selected.

(3) Click [OK] to save the receiver settings.
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B © & S

Device Area Sync Data USB Drive ‘Work Code

SMS o 4dd | | B save | © cancel
Code Title
Message Type Personal 2 i
Title Birthday Wish i
From 12/26/2014 v 6:00AN T =
To 12/31/2014 v 3:59PM 7 <
Description Happy Birthday to vou! Best Wishes! -
Terminal Zone

Recipient:

Employees |
—— e ===

2 James.L

Records:0 = e ¢ Login User:admin

»  After setting, click [Save] to save the message.
/6.2 Edit/Delete Message

The operation methods of editing/deleting messages are the same as editing/deleting role. For the

specific operation, please refer to 4.3 Role. Not going to repeat the description here.
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Accessk

The Access control option is to set the user's open-door time period, control lock, and related

device's parameters.
To unlock, the enrolled employee must accord with the following conditions:

The current unlock time should be in the effective time of the user time period or group
period.

The group in which the user belongs to must be in an unlock combination (or in the same
unlock combination with other groups, but the door can be unlocked only when all the

groups in this combination pass verification).

Time Period

Click [Access Control] > [Time Period] to enter to the Access Time Period Setting interface:

| ZK- - Time.Net system Personnel  Attendance  Device  Access | Payrol  Report

Acess Group Unlock Comb Access Level Sync Date

+Add | FiSave |1 Delete

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Ho. Hame Start End Start End Start End Start End Start End Start End Start End

g E e Login User:yangkaiin

Access time period is used to set the effective door open time. You can set the Access reader to be
valid in a specified time period only, and you can also set a Normal Open (NO) time period of the
door. Access time period can be used to set the access control right to allow the user to only access
the specified door (including Access group and unlock combination settings) in the specified time
period.

The system implements access control according to the Access time period setting.

The whole system can define 50 time periods.
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Every time section is an effective time period within 24 hours every week. Every time section format
is HH:MM-HH:MM, namely, accurate to the minute.

If the End time is smaller than the Start time, such as 23:57 to 23:56, then the whole day is forbidden.

Effective time period for user unlocking: 00:00 to 23:59 (it is effective section) or End time is later
than the Start time, eg. 08:00 to 23:59.

Add Access Time Period

Click [Add] to enter to the Add Access Time Period interface:

ZK |- Time.Net system Personnel  Attendance Device Access  Payrol  Report

Acess Group Unlock Comb Access Leve Sync Data
+ Add | P Save i Delete
Monday Tuesday Wednesday Thursday Frday

No. Name Start End Start End Start E Start End Start E Start End Start End
1 Time Zone 1 6:00 AM  11:00 PM 6:00 AM 11:00PM_ 6:00 AM 11:00PM  6:00 AM 11:00 PM  6:00 AM 11:00 PM  6:00 AM 11:00PM  6:00 AM  11:00... 3

SR8 e Logn User:admin

Name: Enter the Access Time Period’s name.
Start and End Time: Set the Start and End time for each time interval within a week.

(Tips: Select 00, and then press the numeric key to enter the time. In addition, the Start time must

be earlier than the End time.)

After setting, click [Save] to save the Access Time Period info.

Edit/Delete Access Time Period

The operation methods of editing/deleting Access Time Period is the same as editing/deleting role.

For the specific operation method, please refer to 4.3 Role.
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Access Group

Group function can divide users into groups and combine different groups to different unlock

combinations, which makes group management of Access control more convenience.

Access group defines which door or door combination can be opened in a specific time period after
users pass verification. The system allows you to authorize the members of the specified one or more

Access groups to open a door or door combination through the employee Access Privilege setting.
Notes:

The Access Group name is unrepeatable.

The system does not allow the existence of two Access groups having the same combination
of time period and door.

Click [Access Control] > [Access Group] to enter the Access Group setting interface:

Tips: The system supports to set different Access Group for different devices.
ZK ' - Time.Net System Personnel  Attendance Device Access  Payrol  Report

Time Period Unlock Comb Access Level Sync Data

¥ e +4dd| Rsove || @ pekte
&) zone_B -
09 81(192.168.1.39) NO. Name Timezonel Tmezone2 Timezone3 Verify Style Holday Effect Terminal
1 * Groupl FP/PW/RF/FACE A1(192.168.1.142)
2 Group2 FP/PW/RF/FACE A1(192.168.1.142)
3 Group3 FP/PW/RF/FACE A1(192.168.1.142)
Groups4 FP/PW/RF/FACE A1(192.168.1.142)
5 Group5 FP/PW/RF/FACE A1(192.168.1.142)

E e e Login User:admin
Add Access Group

Click and select a device in the Device list, and then click [Add] to enter to the Add Access Group
interface:
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ZK  TimeMNet system Personnel  Attendance Device  Access  Payrol  Report

Time Period Unlock Comb Access Level Sync Data

W3 Zone_A - - -
£8 A1(192.168.1.142) + Add || Fysave [ Delete
1.39)) No. ezonel

& Zone B

B
B
B
B
B 9)
6 T FP{PW/RF/FACE B1(192.168.1.39)

Name: Enter the Access Group’s name.

Time Period: Click ¥, and then select the Access Time Period for the Access Group. The
effective unlock time is the sum of the Time Periods 1, 2, and 3. (For example, Time Period 1 is
from 9 to 12 o'clock; Time Period 2 is from 11 to 15 o’clock; Time Period 3 is from 16 to 19
o'clock; then the effective unlock time of this Access Group is from 9 to 15 o’clock and 16 to 19

o’clock.)
Verify Style: Click ¥ and then select the verified style in the drop-down list.

Holiday Effect: Click (') and select this option, means the Access Group is effective during the
holiday; otherwise, the Access Group is invalid.

After modifying, click [Save] to save the Access Group settings.

Edit/Delete Access Group

The operation methods of editing/deleting Access Group are the same as editing/deleting role. For

the specific operation method, please refer to 4.3 Role.

Unlock Comb

Access groups can be put into different unlock combinations to enable multiple authentications and
improve access control security. An unlock combination can consist of a maximum of five Access

groups.

Click [Access Control] > [Unlock Comb] to enter to the Access Unlock Combination setting interface.
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Tips: The system supports to set different Access Unlock Combinations for different devices.

0 Bio Access NBUOOO®

N, & G
{ 1A% b
Time Period Acess Group Access Level Sync Data
= & Zone A S h——a
o Peteaw e
@ zone 8
5 B1(192.168.1.39) NO. Name Group 1 Group 2 Group 3 Group 4 Group 5 Terminal
1 + Combinationl  1(Groupl) A1(192.168.1.142)
2 Combination2 A1(192.168.1.142)
3 Combination3 A1(192.168.1.142)
4 Combinations A1(192.168.1.142)
5 CombinationS A1(192.168.1.142)
6 Combination§ A1(192.168.1.142)
7 Combination? A1(192.168.1.142)
8 Combination8 A1(192.168.1.142)
9 Combinationd A1(192.168.1.142)
10 Combnation10 A1(192.168.1.142)
[Sh=.§"] e Login User:admn

Access Unlock Combination Setting

o Click (¥)) and select device in the Device list, the system will automatically filter and display the
device’s Access Unlock Combination info based on the selected device.

o Click and select combination in the Access Unlock Combination list to enter to the edit interface:

Time Period ‘Acess Group Unloc Access Level Sync Data
=-d Zone_A
A1(192.168.1.142) A save
=57 Zone_B
B1(192.168.1.39) bia, Name Group 1 Group 2 Group 3 Group 4 Group 5 Terminal
i Hcombination: RGN 0] A1(192.168.1.142)
5 Combination2 A1(192.168.1.142)
3 Combination3 A1(192.168.1.142)
4 Combinationd A1(192.168.1.142)
5 Combination5 A1(192.168.1.142)
6 Combinationé A1(192.168.1.142)
7 Combination7 A1(192.168.1.142)
8 ‘Combination8 A1(192.168.1.142)
9 Combinationd A1(192.168.1.142)
10 Combination10 A1(192.168.1.142)
lEl E “ Login User:admin

o Click the Group cell and select Access Group in the drop-down list.
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I Ix o S [+
Time Period Acess Group Unlock Comb Access Lavel Sync Data
s
=] Zone_A
® 0 AL(192.168.1.142) B save
=-&3 Zone_8
B1(192.168.1.39) NO. Name Group 1 Aroup 2 Group 3 Group 4 Group 5 Terminal
1 Combinationt [1(Group1) E B1(192.168.1.39)
2 Combination2  O(none) B1(192.168.1.39)
3 Combinaton3  L(Group1) B1(192.168.1.39)
4 Combinations ;'Eg::::ig B1(192.168.1.39)
5 CombnationS  4(Group4) B1(192.168.1.39)
6 Combination6  S(Groups) B1(192.168.1.39)
7 Combination? B1(192.168.1.39)
8 Combination8 B1(192.168.1.39)
9 Combinationd B1(192.168.1.39)
10 Combination10 B1(192.168.1.39)
|1:5| E e Login User:admin

o After setting, click [Save] to save info.
84 Access Level

The Employee Access Level Setting function supports setting Access Privilege for each employee. It
contains the Access Group, Time Period and Verify Mode setting, etc.

If you set the Access Group, you can add unlock person for the Access Group via Employee Access
Privilege menu.

Click [Access Control] > [Access Level] to enter the Employee Access Level Setting interface:

@ Bio ; Access [T RBOO0®

7] T n =i
iF,) [ 2] )

Time Period Acess Group Unlock Comb Sync Data
E-43 Zone_A

p [ Ai(192.168.1.142 + Add | | Edt | | T Delete
=& Zone_B

€ B1(192.168.1.39) Use 510UP | ynp period | Time Period | Time Period Unauthori...
Emp ID Name Group .Pr‘::\gd 2 3 Device Employee Verify Style
= ee Login User:admin
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Access Level Setting

Click and select the device in the Device list, and click [Add] to pop-up the Employee Access
Level window:

ZK Time.Net System Personnel Attendance Device Access Payrol Report

Time Period Access Groug., SLnlack Comb. T Sunc D3tz

T | Employee Access Level
RRE0) U260(192.168.218. 102 IS ever Other Options
Q Use Group Time Period fevee RELES
=] 5| Company Group
[ #f Department
=+[]#f Test Department Verify Mode
02 sam
Time Period 1
Time Period 2
Time Period 3
IE e Login User:admin

Click (¥') and select employee in the Employee list, multiple options can be selected.

According to the actual condition to set the parameters in the Other Options box.
When the selected employee does not use the Group Privilege
Verify Type: Click ¥ and select verify type in the drop-down list.

Time Period 1, 2, 3: Click ¥ and select the effective unlock time period in the drop-down list. The
effective unlock time is sum of time period 1, 2, and 3. (For example, Time period 1 is from 9 to
12 o’clock; Time period 2 is from 11 to 15 o’clock; Time period 3 is from 16 to 19 o'clock; then the

effective unlock time of this Access Group is from 9 to 15 o’clock and 16 to 19 o’clock.)

When the selected employee uses the Group Privilege
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ReO0e0®

L B & 4 @

Time Period Access Group nlack Comh
=] @ Areal
. U260(192.168.218. 102 = VTS Qther Options
2 Use Group Time Period v Bavce Veiy Style
=47 [5z] Company o =
-EA #F% Department
+[A#f Test Department Verffy Mode -
M4 sam
co
@ E e Login User:admin

Use Group Time Period: (') Indicates selected.
Group: Click ¥ button and select access Group for the selected employee.
Verify Mode: Click ¥ button and select the verified model in the drop-down list.

NOTE: If the employee ID includes letters or starts with 0, the Access function does not permit
employee with such Employee ID to get the access. There will be an alert prompt displayed as

shown below:

168.218.102(192.1  Employee Other Options

Qe

Use Group Time Period p | Device

g E‘ [5] Company Group 3(Group3)
=-® 2 Department

- & AnAAA Verfy Mode Group Verify

mplovess Below Are Not Support To Set Access Privilege, Wil Be Ignored
A321421

o After setting, click [Save] to save.

Tips: When the employee uses the group privilege, then this employee’s effective unlock time is

the timetable set in the selected access Group.
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The Quick Guide about Add unlock employee for Access Group.

Click (¥') and select employee in the Employee list, multiple options can be selected.

Click (+') and select the User Group Privilege option.

Click ¥ behind AC Group option and select AC Group in the drop-down list.

Click [Confirm] to save the setting. Then unlock employee for the AC Group selected in Step

1 is added successfully.
. ZK  Time.Net system Personnel  Attendance Device  Access  Payrol  Report

Time Period Acess Group Unlock Comb Sync Data

=) Zone_A o =
. 0 AI(192.168.1.142) + Add (£ Edt | T Delete
63 zone_B
l=1]B1(192.168.1.39) User Unauthori
Emp ID HName Group Group Timezonel Timezone2 Timezone3  Terminal E' i " Verffy Style
Priviege mployee
1 Tome.S 1(Group1) v B1(192.1... Group Verif
== NN Login User:admin

Upload employee info and Access Level to the device.

Click [Access] > [Sync Data] to enter to the Sync Data interface:
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ZK' - Time.Net system

e

Time Period Acess Group Unlock Comb Access Lavel

Sync Data I} 3 Upload
Name

Select Al

Employee Data
Employee Info
Template

Access Group Setting

Time Period
Access Control Group
Unlock Combination

Employee Access Level

Record:0

EERE ¢

Personnel  Attendance  Device Access

payrol  Report

Login User:yangkain

The specific operation of uploading Access Level Data is shown as below:

Click (v') and select device in the Device list, multiple options can be selected.

Click (¥') and select data type as required, multiple options can be selected.

Select All:

If you click (') and select this option, the program will upload all Employees and Template

(belongs to the device selected in Step 1) and Access Group Setting to the device selected in

Step 1.

After setting, click [Upload], the program will upload the Employee Info and Access Group

Setting to the device, based on your settings.
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Reports Management

An attendance record lists the daily attendance data of a queried employee in a specified period, and

collects statistics of the Absent, Late Arrival/Early Out, Overtime, and Leave time, which helps to

check the actual attendance against the record. If a record is inconsistent with the actual attendance,

you can adjust the shift, modify the record (record the attendance of missed punch), set exception

assignment, and directly modify the daily report data.

Click [Reports] > [Report] to enter to the Report interface:

ZK Time.Net System Personnel
Attendance Report Payroll Report
Custom Report

Template Type User Defined .

Title
»  Employee Report

From | 2021/3/25 v To | 2m6

Employee Report

Attendance

Device Access Payrol Report
Data Source | Employee Info =
Type +
Embedded &
I}
al - T
= E ¢ Login User:admin
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Attendance Report

Custom Report

In the Custom Report, you can customize and structure your report as per your requirement.

|V ZK: - Time.Net System

Employee Report
Custom Report

Template Type | User Defined

Title
+ | Transaction Report

From | 2021/3/1 v To 2021329

Monthly Statement

Transaction Report

Time Card Report Total Time Card

&

Payroll Report

Attendance Card

Early-Out Report

Personnel  Aftendance Device  Access Payroll

Type
Embedded

al

Daily Total Report

Absence Report

Late-In Report Employee Shift Report

=l=.N-N

Report

Data Source | Attendance Transactions — ~

Time Card List Report Time Summary Report

Flexible Schedule

Exception Report

Login User:admin

Add Custom Report Template

Set template type and data source.
Template Type: Here are two kinds of template types:
User Define: Users can use the built-in third-party tool to customize the template.
Dynamic Generated by System: Users just need to simply select and adjust the order of the
fields need to show on the report, set the report name and so on, then the report will be
generated automatically with the default template the software provided.

Data Source: Select the data source that need to bind with the report from the drop-down list.

Click * to add anew report template.

Suppose we set [Template Type] as User Defined:

Users can customize the report template as required with the pop-up third party tool.
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¥ = X
Fle Edit View Format Window

Il
]
lil
]
4

- TmesNewRo... v (975 v B I U A -Ep - (5|

- @ [100% =~ @ -

Fareground C I Black

= New Report X = | a & x
'3 + [& XtraReport
= ! b . . : . E: . L2 : . . L. : . L . L2 : & . T ; j ‘topMarginBand1
A [E detaiBand1
[ bottomMarginBand1
[v] + %@ Components
(&
=
D = | v [E detailbends
B [% Report Explorer | [ Field Lit
(] o x
= XtraReport Report -
Tl |
= 182l 24
olln Appearance -
s - — . = - —— ; : Background C [ Transparent
U | %] Designer| [ Preview @5 HTML View ] Scripts  bottomMarginBand 1 { Height:100 } 100% (=) { } + Border Color | NN Black
[ = 1 x Border Dash £ Solid
= - [ Border Width 1
[] || G Add aGroup ¥ Add a Sort e s
] Field Name Sort Order show Header | Show Footer » Font Times New Rom..

& Group and Sort | [ Scripts Errors

5

The figure below is a brief description of each part of this tool.

i) - I3
File Edit View Format Window . -
[——Typesetting Editing Area
- TmesNewRo... | 975 ~| B I U A - .|== == -
-l & [100% ~-| @ |~
= New Report 3 - | Feld List o1 x
B |—contrals ~ [@ dataSett
— a R ] ] ] i3 ] s | 5 - 6 [ T + 5 Tablel
A + E Table2
o [%] Parameters
5
B
D = | v 5 detailpandt
I l—— The Design Area of
Browse Report elds
= St Tl rowse Repai Fields of the Bind
Component Data Source
% T Report Explore: & Field List]
w’l‘ﬁ o o K.
= XtraReport Report -
wil Z
] Appearance ala
P ) - - = - — - - Background C [ Transparent
(Y | |34l Designer| (g Preview $JHTML View ] Scripts ~ bottomMarginBand1 { Height:100 } 100% (=) ()] Border Color NN Black
A T Border Dash € Soid
o Border Width 1
[ %
[E] | ©add aGroup % Add s Sort S s
EI Field Name Sort Order Show Header  Show Footer e aak » Font Times New Rom...
The Managment of Foreground C I Black
: Group and Sort
= 1
T & Group and Sort | 9 Scripts Errors Configure the Properties of Report and|
v Contrals

The Field List contains two data tables, table1 and table2. Among them, table2 is the core data,
the data that the report really wants to show. Table1 is extended supplementary data, including
multi-language translation, company information, report global information, report global
configuration such as: date format string. The contents of all data sources can be obtained and

applied through scripts.

Edit the "Display Name” of the report template.
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Property Grid O o X
XtraReport Report x*
B (24
Calculated Fields (Collection) =
Data Adapter | MoneString a
Data Member

Data Source datasetl
Data Source's 5¢
+ Designer Dptinm Designer O tu:lns

| Display Narge

Draw the G ‘r’es x

Display Name

Set the Paper Kind of the report template.

Property Grid [ s
XtraReport Report -
5= |24
Page Cuh:rr 1 white =
Page Height 1169
Page Width 827
Paper Kind A4 g T
Faper Name s
Parameters (Collection)
Printer Mame
¥ Report Print Opt (Report Print Op...
Request Paramel Yes
Script Language C#

Right click to set the report header or page footer as required.
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X - o X
File Edit View Format Window -

K 0 B w ey TimesMNewRe.. = 975 ~ B I U

B e & = (7 o ol |3 OE I3 A - @ -
=3 |transbtion Report ~ | Report Explorer & 1 ox
L} - E’é XtraReport
= o o I R S TN ST R RO IO R R, o [ topMargnBand1
A B o detaiBandl
L Q bottomMarginBand 1
EI » a Components
()
= Commands 3
]
@ = [ [Hdstuilband
| InsertBand [ TopMargin|y,
\ Insert Detail Report » E ReportHeader

Zoom v ||[E PageHsader
% Properties = GroupHeader
1 Detail
B = GroupFooter
5 ReportFooter 2
dln | %) Designer| [& Preview @o HTML View {U] Scripts  topMarginBand1 { Height:100 } [E PageFooter ()
@ Group and Sort ] BottomMargin E
|# || B Add a Group % Add a Sort % Delete | @ Move Up @) Move Down
@ Field Name Sort Order Show Header  Show Footer
El : :
@Report Explarer %FJQLG_L‘E.E
| =

> & Group and Sort @ Scripts Errors ‘ Property Grid = o=

4

(5) Layout Configuration of Controls
a)  Set the title of the report, drag, and drop the text display control to the report header.

translation Report 3 + | Report Explorer 5 1 X

~ [& XtraReport

o FEEEREEEEEEEEERE RN e I A 6 [ {7 topmarginBand1
- [E] ReportHeader
detziBandl

= ReportFooter
- IE] PageFooter

Q bottomMarginBand1
]
¥ [B ReportHeader [ome haihper report]

» ﬁ Components
= T

HES ./ HEE R

0|
= [v Hraliadl

i
| 3¢l Designer| [3 Preview @2 HTML View ] Scripts = ReportHeader { Height:100 } | 100% =) — } ()

<)
@ Group and Sort B X
|| | @jaddaGroup W Add aSort 3 Delets
Field Name Sort Order Show Header  Show Footer

Iﬁ Report Explorer [ % Field List
T T
5 @' Group and Sort @ Scripts Errors ‘ Property Grid & OE X

Configure the text display style.

Text Alignment : Middle Center ~:

~ Font Times New Ro...
Bold [Yag -
GDI Character 1
EDIVertim Fi No

Malic  rep1vertica anti
Mame

Size 12
Strikeout No
Underling No
Unit Point
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| Property Grid I

Hlabel1 Label N
|2}

Auto Width Nao

Background Colo [ Transparent

Bookmark

Border Color I Black

Border Dash Styl Salid
Border Width 1

Borders None
Can Grow Yes
Can Shrink No
-~ Font Times New Ro...
Bold Yes

GDI Character 1
GDI Vertical F No

Ttalic No
MName Times New Ro...
Size 12

Strikeout No

Underline No

Unit Point
Foreground Colo I Black
Formatting Rules (Collection)

Bold

Bind report title.

translation Report x‘ - |hz-rn List o x
@ n ox

Property Grid
e I I e O T
label1 Label -
g Auto Width No =
i Background Colo [ Transparent
Bookmark
L By ' Border Color W Black
. ! ] = |é e iohj
= [Tablel.ReportTitle] Vot — |hofe
. 5 Deta Binding” | datsSetl - Teblel Repor, = | ®
= | v [E] detailbandl Format String [@] ReportDateFfom
o ReportDateFrom... | 'S New Ro...
ReportDateTime Black
ol e ReportDate Time... ction)
Z [@ ReportDateTo |
: Holareak: ReportDateToSt... | nall Array
” [3£] ReportTitk , 12.5
|9 Designer| [0 Preview @ HTML View | )] Scripts | labell { Loc:12,12 Sizei607,40} | 10034 Parent Bookmark STT‘;:FW;
E
Group and Sort Formatting Rules Tah\tﬂ
- 7
@ Add 2 Group W Add a Sort 3¢ Delete | (@ (=] Parameters [
Clautowigth | X Wone T
Field Mame Sort Order Show Header | Show Footer ¥ Gan Grow 0,0
2 Tiofie)
[ can shrink 5 i
(-] Multiine
| &y Group and Sort I @ Scripts Errors W word Wrap

Configure data grouping and sorting.
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| | translation Report =

4) (TR . . 1 . | o 02 o0 0] oo o F o o] v vk o o] e o g o] e o G [
= ¥ |Oj Depertnsader LomE Dand per Yeport)

v [E] detailbandi

- (O] dataSet1 z
+ B4 Tablel
B Tahlez | B Tablez d per report]
alias
emp_firstriame
emp_lastname
3] emp_Narme

|ab | 1 ¥
= d Ly ML View Scri i i ( { |— +
£ pts | detailBand1 { Height:100} [100% & — ) ()
operator bl :

. operator_reason |+ r X

=] Adql a Group| Y Add a Sort [ Delete | @ Move Up @) Move Down

l@@%ﬂE&fﬁDHﬂ@bm

||| Fietd Hame Sort Order Show Header  Show Footer

[ &y Group and Sort [ i) seripts Errors

Add a group, group by employee ID.
: transiation Report T

J T ) o 1 : o oo oio: 2w iow how oo Boe iow [ow i A v e pow B sow por i 6o (A
= L= REpOrINedQer LONE DANA Per Feport) 5
B B A T A O O O T I 5
i [Tablel.ReportTitle]
% ¥ = sroupleadert
= % detaiiFandl
|| %] Designer| (g Preview $g HTML View il Scripts | GroupHeader1 { Height:100 } [100% =& —{} — @
Group and Sort 3 x
() Add a Group Vi Add a Sort 3§ Delete | €3 Move Up @) Move Down
Field Name Sort Order Show Header | Show Footer
Table2.emp_pin Ascending W | I}
| & Group and Sort | [ scripts Errors

For control reasons, you need to click again. Only display the field name instead of Table2.[field

name]
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x

- Table2
alias
emp_firstname
emp_lastname
emp_Name
emp_pin

| (i3] id

operator

operator_reason

operator_time

m operator_timeDateTime

View 1 Scripts

¥traReport { PaperKind:

Ad }

& Move Up @ Move Down
Pelete | @3 Move Up @) Move Dow

- | Sort Order

ermp_pin

|

v

T ! Ascending

Lo’

Or you can do the operation below to select fields.

] Commands 3 [
:i :_'_; Pacte n@.[fablelbanhnﬁi
i X Delete
. =T =
| Insert Band ¥ | B TopMargin
Insert Detail Report » | B ReporiHeader
Zoom ] PageHeader
Mowve Up = GroupH&ader
Move Down &l Detail
Properties = GroupFooter
H . ReportFooter
B PageFooter
BottomMargin

Show Header | Show Footer

v

-

= GroupHe ad:@;ﬁmﬂp Header Tasks

[Ta|| Edit and Reorder Bands...
[Tab it
lGroup Fields Collection
r [E] detailBandi : ( )
Group Union Mone b
i [ Level 0 5
¢ = GroupFooterl ; .
Sorting Surnmary | [(Group Sorting Summary)
¢ |_;| ReportFooter [
E E P&gEF”tEf [on Formatting Rules | (Collection)
Mone A

ner | @Prﬂ«.rfew‘

Page Break
[ ] Keep Together
] Repeat Every Page
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l GrounField Collection Editor 7 e

[ Members: GroupField properties:
| |j}r.:.1_-|_pF:i_.:_-ld + %?E '!b*‘lr | :_.i

% Beharior

emp_pin %
|+ EEH Table2 -
[36] alias
emp_firstname
(3] emp_lastname
[6] emp_Name
[35] emp_pin
=] id
[3b] operator
o T [6] operator_reason

it = [35] operator_time

| [@] operator_timeDate... -

Display content by groups, such as headers, content cells, etc.

‘ franslation Report \ >

4| IR | : o fo: oo Ly oo 2w w Lor v 3oy s Lor oo Ay e Lr o By e o o B (SR

= ¥ | Leportneader LONE DATA PEr FeporT) <

; 5
[Tablel.ReportTitle] ;
= ¥ = GroupHeaderl
Employee Name |XXX
EmpUID | AttDateTime | Device erify C[Work C[  Data From

= | v [E detailbandl I

= v [ ReportFooter [one band per report]
| % Designer| [0 Preview @3 HTML View {] Scripts | XtraReport { PaperKind: A4 } | 100% = —1 } (+)
Group and Sort et
@ Add a Group Y Add a Sort 3 Delete | @ Move Up @ Move Down
Field Mame Sort Order Show Header  Show Footer |
Table2.emp_pin Ascending W O
| & Group and sort | @ Scripts Errors

Bind data fields separately.
4 ;= GroupHeaderl |

[Table].LabEmpNamePl [Table2.emp_Name] E
[rableu.abﬁnﬂlrrableu. abDaE| Device Name I'Ve rify c| [rable@.|[rab1e11.abm@
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Note:

For the table header, it is appropriate to bind the corresponding translation in table1, but the

software is not loaded into the data set for part of the translated text. Therefore, the text part of

the header part can be modified by the user. It will not have the effect of language switching

and will not affect the use.

For the data value part, you need to bind the corresponding field in table2.

Configure report content details.

translation Report =

[Tablel.ReportTitle]

¥ = GroupHeaderl

[Tablel.LabEmpNam ePl [Table2 emp_Name]

[E]

[rab1e1Lab£nE[[rab1e1LabDaD|

Device Name

|\'erif)' C|[Tableg|[Table1.LameQ

v & detailbandl )

rableCe]ll[J tableCell7

tableCell1l

tableCeltableCeltableCelld i

» = GroupFooterl

> |Q ReportFooter [one band per report]

> ,g PageFooter [one band per page]

% Designer| |Q Preview QQ HTML View %}] Scripts  detailBand1 { Height:27.08333 }

Ly

100% (=) { ]
: n
] Add a Group ¥ Add a Sort
Field Name | Sort Order | Show Header | Show Footer
Table2.emp_pin Ascending il ¥4l
Note that it is aligned with the header of the group part.
translation Report |
3 ¥
[Tablel.ReportTitle]
é ¥ = GroupHeader!
[Tablel LabEmpNameP| [Table2.emp_Narre] E
[rable1Lab}§|&ﬂl[rab1e11.abna§| Device Name |\enf\ c|[rab1eQ|[rab1e1Lame|E
= |[v E tetailbandt I
([T Bl detailbandl Bl ke
s tableCemlo kableCelfiablecd| tablecele |
) ) S | Text fableCelll0
= = v ouplortent
= > .g ReportFooter [one band per Data Binding NoneString %
= > :;J FazeFooter [one band per g Format String E alias =
e e S E emp_firstname
[3E] emp_lastname
_ Formatting Rules ] emp_Name
5] emp_py
2 i ! can Grow =] id
4/ Designer| [& Preview @3 HTML Vie| [ can Shrink @ oferator Le:100,27 } 100% (=) [
% [35] operator_reason
Grot C Multiine [3E] operator_time n
4 W word wi = i
G Add a Group Y Add a Sort 1 w word Wrap .j opemtor._tlmeDa...
o =6] punch_time v
5] h_ti
Field Name Sort Order Shd I
Table2.emp_pin Ascending [ 4 =
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Bind data source fields to each cell.

o Preview

J translstion Report x| .

|l BB &2l QR /[wn ~[RIM4 PP NBE G-

Full Name
Employee ID Date Device Name grﬁ ‘é:;l: Record Type I}
34 Designer [| 15 Preview| 62 HTML View ] Scrpts  Page1of1 | 0% o ) ®
Group and Sort n X
@ Add a Group Va Add a Sort 3 Delste | @ Move Up @ Move Down
F_iel_(_:l Name | Sort Dr_der | Show Header | Show Footer
Table2.emp_pin Ascending ¥ W

(6) Close the report editor, there will be a prompt as below, click [Yes] to save the template.

® Save Report?

(7) The new added report template will show on the following list:

= B =

Employee Report Attendance Report Payrol Report
Custom Report
Template Type |User Defined £ Data Source | Attendance Transactions  ~ |
Title Type +
Transaction Report Embedded =
3 [ Translation Report Customized I B
From [ 20217311 v| T [20nns = L =]
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Suppose we set [Template Type] as Dynamic Generated by System, users configure the report
template with pop-up page.

~AY

Fields

R - <cror Termite Paper ki

+'| Mame i

| Department Report Template 1 e A4 -
Card Mumber

v Require Work Report Name Column Header Height

| Actual Work (34

| Round Work -

v] OT1 J Time Period Row Height

vl OF2 Default - [30 =l

7| 013 .

+ Late-In From

| Early-0Out .

7| Ahsance 08/27/2020

| Break B

| Sick Leave

| Vacation 08/27/2020 i

| Darennal | eave -

Report Name: Select the default report templates from the drop-down list, and the fields of the
report will be shown on the left Fields list. You can select the fields you want to display by clicking
on the checkbox of corresponding fields and click th 4 ancys  to adjust the order of the fields to

be displayed on the report.

Paper Kind: Select the size of the paper from the various standard page size available in the drop-

down list.

Custom Name: Enter the name of the custom report.
Column Header Height: Set the height of the column header.
Row Height: Set the height of the row.

Date Type: Select the date type to generate the report displaying the data of the corresponding
period.

Date Type
Default n
Default
Yesterday
Latest 7 Days
Last Month
Latest 3 Months
Latest & Months
JLast Year
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You need to set the From and To dates manually if the Date Type is set to Default.

Click [Save] to save the custom template.

9.1.1.2  Edit Custom Report Template

Users can select corresponding template and click & to edit template as required.

. -

Employee Report Attendance Report Payrol Report

Custom Report

Template Type User Defined ~ Data Source Attendance Transactions ~ |

Title - T Type +

Transaction Report Embedded

+ § Translation Report Customized | w

+]
S <] 7o [aoues S »x - =
fimi ~

Transaction Report Monthly Statement Attendance Card Absence Report Daily Total Report  Time Card List Report  Time Summary Report

9.1.1.2  Delete/Reset Custom Report Template

For the template which type is [Embedded], users can select corresponding template, click [T to

reset the template to default setting.

For the template which type is [Customized], users can select corresponding template, click T to

delete the template.

= 5 o=

Employee Report Attendance Report Payroll Report
—_— e

Custom Report

Template Type User Defined V| Data Source }Attendance Transactions V|

Title a Type +

Transaction Report Embedded =

+ £ Translation Report Customized | @

[+
From | 2021/3/1 ~| To 0211328 - Al | Employee =
F " " Ll

Transaction Report Monthly Statement Attendance Card Absence Report Dailly Total Report  Time Card List Report  Time Sumrmary Report
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9.1.14  Add Custom Report

Users can select corresponding templates and click W .

Employee Report Attendance Report Payroll Report
Custom Report :
Template Type |User Defined ~ Data Source | Atfendance Transactions V|
Title a ;pre +
Transaction Report | Embedded @
» |Tmslabon Report Customized I =
bl [l Ml Empioyee | =]
- — i — — — i ~
= = = =]
=7 2 — —
Transaction Report Maonthly Statement Attendance Card Absence Report Daily Total Report  Time Card List Report  Time Summary Report

Users can configure the report on the following pop-up page:

Title Morrmal Irage Effect
Custom Report T B P
=]
Time Period - =1 W
— 3
Customized v
From AN Riage Custom Report
e . — 1T R
|2021/4/1 - I
7
To =
|2021/4/1 - |

Title: Set the name of the report.

Time Period: Select the time period to generate the report displaying the data of the

corresponding period.
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Date Type

Default ﬂ
Default

Yesterday

Latest 7 Days

Last Month

Latest 3 Months

Latest 6 Months
JLast Year

You need to set the From and To dates manually if the Time Period is set to Default.

-~ b
Normal Image: Set the report image when the mouse is out of the report image. Click ! or
to view and select the image.

Title Mormal Image Effect
|Cu5tnrn Report | i /l\ i H—
Time Period N g
Customized T ' 4
From ACING g Custom Report
[2021/4/1 i
=B ||V
L I—— v
|2021/4/1 -
. : : . . s J
Active Image: Set the report image when the mouse is on the report image. Click or to

view and select the image.
Effect: Users can move the mouse on or out of the image to view the outcome.

Click [Save], then the report will be added to the report list as following figure:
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Employee Report Atten

Custom Report

&

Payroll Report

Template Type iUser Defined

-

Tidle
Transaction Report
Translation Report

From | 2021/3/1 - | Te |20213/29

Transaction Report Monthly Statement

Time Card Report Total Time Card

Daily Attendance Custom Report

9.1.2 View Report

Attendance Card

Early-Out Report

Data Source Attendance Transactions V|

| Type +
Embedded =3
Customized &

(+]
Al hdl  Emoioyee | E]

Absence Report

Late-In Report

E@E @

Daily Total Report  Time Card List Report  Time Summary Report

Employee Shift Report  Exception Report Flexible Scheduls

Login User:admin

The specific operation of the viewing report is shown below:

1. Set the start and end time in the From and To field option respectively.
2. Select employee. Click ¥ and select employee group in the drop-down list; or select Custom

and click [Employee], and then click (¥') and select employee in the pop-up window.

All: If selected as All, then select all employees in the system.

Custom: To enable Custom, click [Employee], and click (¥') and select employee in the pop-up

window (multiple options can be selected), are shown as the following figure:
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Q |

= ZK
=-ef; FAE

(Tips: After selecting, click [Confirm] to save settings.)
Employee Group Setting

In order to simplify the employee selection, the system supports grouping for employees as
required. The user can directly select the employee group to select all employees within the

selected group.
The specific operation is shown below:

Click "', the Employee Group Setting window will pop-up.

4+ Add | P Save | i Delete

Group Name

Group Name: Enter the group name.

Employee: Click (¥') and select employee in the Company Structure list, multiple options can
be selected. (Tips: If you click (') and select department, directly select all employees in this

department.)

Enter the Group Name and select employee as required and click [Save] to save settings.
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+ add || Bysave | & cancel

Group Name FAE

+ Clickthe ¥ before [Employee] to view all employee groups in the drop-down list.

ABTOOME

= e o5

Employee Report Attendance Report Payroll Report

Custom Report

Template Type User Defined ~ Data Source | Attendance Transactions V‘
Title Type +
Transaction Report Embedded E,
v Translation Report Customized "
o
Fom 2021311 ~| To |aoa138 =

>

Transaction Repart Monthly Statement Attendance Card Absence Report Daity Total Report  Time Card List Report  Time Summary Report

Time Card Report Total Time Card Early-Out Report Late-In Report Employee Shift Report  Exception Report Flexible Schedule

FE| E ‘- Login User:admin
3. After setting, click the report icon to view the corresponding report info.

©.1.2.1  Transactions Report

Click Transactions Report icon to check the Transactions Report for the employee selected in Step 2.
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[[3 Preview ﬂ&l
File View Background b
N =H S a0pE O R [ -8 iz BRI

ZKTeco
| Transactions Report
‘ From 12/01/2014 To 01/04/2015
User ID Full Name Date/Time 'Work Code Record Type
2 Pames.L 12/26/2014 14:26 Normal
2 Pames.L 12/26/2014 14:28 Normal
2 Pames.L 01/04/2015 10:26 Normal
3 Lily 12/26/2014 14:26 Normal
3 Lily 12/26/2014 14:28 Mormal
3 Lily 12/26/2014 14:28 Mormal
3 Lily 01/04/2015 10:26 Mormal
‘ 0
Pagel of1 100% =) { &

Daily Total Report

Click the Daily Total icon to check the Daily Total Report for the employee selected in Step 2.

B Preview (B ==
File View Background -
H=HSE0E DX (100 ~[& PR E R @)

ZKTeco
Daily Total Report
From 12/01/2014 To 01/04/2015
oT oT
Regular Break Absent
User ID Full Name Hours Levell Level2 Hours Hours Total [Late Early
Hours Hours
01/01/2015
2 James.L 0:00 0:00 |0:00 (0:00 9:00 0:00 0:00 0:00
3 Lily 0:00 0:00 0:00 0:00 9:00 0:00 0:00 0:00
0:00 0:00 0:00 0:00 18:00 |0:00 0:00 0:00
01/02/2015
2 James.L 0:00 0:00 0:00 0:00 9:00 0:00 0:00 0:00
3 Lily 0:00 0:00 0:00 0:00 9:00 0:00 0:00 0:00 -
Pagel of 6 100% (=) )

Time Card Report

Click the Time Card icon to check the Time Car Report for the employee selected in Step 2.
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[ Preview =
File View Background -
BB gsaelf 9a 8w | & PP mB R @

ZKTeco
TimeCard Report
From 12/01/2014 To 01/04/2015

Department R&D
Full Name James.L Card Number 0
User ID Date Timetable Check In |Check-Out| Round In | Round Out| Working tinu

Default{09:00-

101/

2 12/01/2014 18:00)

Default{09:00-
2 12/02/2014 18:00)

Default(09:00-
2 12/03/2014 18:00)

" Default{09:00-
;

2 12/04/2014 18:00)

Default{09:00-
2 12/05/2014 18:00)
2 12/06/2014

Pagelof 3 100% (! { | &

Total Time Card Report

Click the Total Time Card icon to check the Total Time Card Report for the employee got selected in

Step 2.

[[3 Preview

File View Background

ol B e

HEH e & [om || W -0
ZKTeco
Total TimeCard Report
From 12/01/2014 To 01/04/2015
User ID 2 Full Name James.L
ICode Description Total
1 total 0:00
2 work 0:00
3 overtimel 0:00
4 overtime2 0:00
‘ 5 overtime3 0:00
| 6 lateCome 0:00
‘ 7 earlyout 0:00
8 absence 225:00
9 break 0:00
Pagel of 1 100% (= { +

Early Out / Late Arrival Report

Click Early Out/ Late In icon to check the Early Out/ Late In Report of the employee selected in Step 2.

Note: The system will calculate the attendance records according to the Attendance Rule. For the

specific operation of the Attendance Rule setting, please refer to 6.1 Rule.

Absence Report

Click Absence icon to check the Absence Report for the employee selected in Step 2.
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(B Preview [E=mEE
File View Background e
= = == R N S ETT R B PHIR MBI R @

ZKTeco
Absence Report
From 12/01/2014 To 01/04/2015
IDepartment R&D
Full Name James.L Card Number | 0
User ID Date Week Timetable
2 12/01/2014 Monday Default{09:00-18:00)
2 12/02/2014 Tuesday Default{09:00-18:00)
2 12/03/2014 Wednesday Default{02:00-18:00)
2 12/04/2014 Thursday Default{09:00-18:00)
2 12/05/2014 Friday Default(09:00-18:00)
2 12/08/2014 Monday Default{09:00-18:00)
2 12/09/2014 Tuesday Default{09:00-18:00)
2 12/10/2014 Wednesday Default(09:00-18:00)
Pagel of 3 100% (=) { | 3)

Employee Shift Report

Click Employee Shift icon to check the Employee Shift Report for the employee selected in Step 2.

{3 Preview =R
File View Background -
= = = =T T I B R N FT TR - M PN E -0

ZKTeco
Employee Shift Report
From 12/01/2014 To 01/04/ 2015
Department R&D
Full Name James.L Card Number (1]
User ID Date Time Period/Exception Start End Break Start | Break Enc
2 12/01/2014 | Default 09:00 18:00
2 12/02/2014 | Default 09:00 18:00
2 12/03/2014 | Default 09:00 18:00
2 12/04/2014 |  Default 09:00 18:00
2 12/05/2014 | Default 09:00 18:00
2 12/06/2014

i 2 12/07/2014

| 2 12/08/2014 | Default 09:00 18:00 .
v
Pagelof3 100% - &)

Exception Report

Click Exception icon to check the Exception Report for the employee selected in Step 2.
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[& Preview ﬂ‘ﬁ
File View Background -
MNiEB e A a8 (s & B -0

ZKTeco
Exception Report

From 12/01/2014 To 01/04/2015

Department R&D
User ID  |Full Name Date/Time From To Exception E};c;ztlon
2 James.L 12/11/2014 08:00 18:00 sick. 10:00
3 Lily 12/22/2014 08:00 18:00 lvacation 10:00
3 Lily 12/23/2014 08:00 18:00 lvacation 10:00
Pagelofl 100% (=) 1} +)

Tips: For the Exception setting, please refer to 6.8 Exception Assign.

Time Summary Report

Click Time Summary icon to check the Time Summary Report for the employee selected in Step 2.

Calculate the sum of the Work, Absent, and Late Arrival/Early Out time in the time range preset in

Stepl.
[0 Preview = | B
File View Background -
N =8 Q? 5 \_&;? By (»? Q | & [100% ~| & mBE i a-=- u s
ZKTeco

Hours Summary Report

From 12/01/2014 To 01/04/2015

Department R&D
oT oT
User ID  |Full Name flegular Levell |Level2 areak :bsent Total Late |Early
ours Hours |Hours |HoOUFS lours
2 James.L 0:00 0:00 0:00 0:00 207:00 0:00 0:00 |9:00
3 Lily 0:00 0:00 0:00 0:00 198:00 0:00 0:00 |9:00
Pay Period Totals |D:Dﬂ |D:DD ‘D:DD |IJ:DD |405:DD ‘D:Dﬂ ‘ﬂlﬂﬂ |18:Dl] |
Pagel of1 100% (=) L) &)

Time Card List Report

Click Time Card List icon to check the Time Card List Report for the employee selected in Step 2.
Count and show the Regular Hours, OT Level 1, 2, 3 Hours, Early and Absent Hours, etc.
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(5 Preview s
File View Background -
BRieH &EHED R 100 - R PR mB @@ -

ZKTeco
TimeCard List Report
From 12/01/2014 To 01/04/2015
Department R&D
Full Name |James.L Card Number 0
oT oT [Total
User ID Date Timetable Regula Levell |Level2 Brek [Absent Total Late |Early [Exception
r Hours Hours (Hours
Hours |Hours Hours
Default
2 12/01/2014 |(09:00- 0:00 0:00 0:00 0:00 9:00 0:00 0:00 0:00 0:00
18:00)
Default
2 12/02/2014 |(09:00- 0:00 0:00 0:00 0:00 9:00 0:00 0:00 0:00 0:00
18:00)
Default
2 12/03/2014 |(09:00- 0:00 0:00 0:00 0:00 9:00 0:00 0:00 0:00 0:00
18:00)
Neafanlt W
1 »
Pagel of 5 100% (=) )

Click the Attendance Card icon to check the Attendance Card Report for the employee selected in

Step 2. Show all attendance cards in the time range set in Step 1.

' preview =1 ot
File View Background
NieH & ale B ida 100% v & R 7 AT R = R~ B
ZKTeco
Attendance Card Report
From 12/01/2014 To 01/04/2015
2 James.L
12/01/2014 |[12/02/2014][ 12/03/2014][12/04/2014][12/05/2014] [12/06/2014] [ 12/07/2014 |[12/08/2014 | [12/09/2014 | [12/10/2014
Monday Tuesday [|Wednesday|| Thursday Friday Saturday Sunday Monday Tuesday ||Wednesday
09:00-18:00)|09:00-18:00{|09:00-18:00||09:00-18:00)(09:00-18: 00| 09:00-18:00{|09:00-18:00|09:00-18:00|
12/11/2014 |[12/12/2014|[12/13/2014 ][ 12/14/2014][12/15/2014][12/16/2014 |[ 12/17/2014 |[12/18/2014 |[12/19/2014 | [12/20/2014
Thursday Friday Saturday Sunday Monday Tuesday ||Wednesday|| Thursday Friday Saturday
09:00-18:00||09:00-18: 00| 09:00-18:00|09:00-18:00||09:00-18:00|[09:00-18:00{|09:00-18: 00|
« »
Pagelof2 100% (=) t +)

Click the Daily Attendance icon to check the Daily Attendance Report.
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== = | i)
File View Background -
NEH oA Wa & [oe ] & mE E-=EQ

ZKTeco
I Daily Attendance Report
| From 12/01/2014 To 12/31/2014
R&D

e R R R R AR R AR R R e AR B e e e e

IR&D
|meIlI\HHH\IHHHHIHHHHIHH\\\Imﬂ\\\m
IwIfI\\\H\\\IHHHHIHHHHIHH\\\Iwm\\\m
, ]
Pagelofl 100% ) o)

Monthly Summary

Click the Monthly Summary icon to check the Monthly Summary Report for the employee selected

in Step 2.

(& Preview

File View Background

NRiEB el & ] (e -8 N R T R =R
ZKTeco
Monthly Statement Report

From 12/01/2014 To 01/04/2015

i [

UserID 2 Full Name JamesL Department R&D
Date  |Week Timetable In Oout In Out | Break | Late | Early | Work |Absent| OT1 012 | OT3 Holiday|
12/01/2014 |Monday Delaune. e 0:00 | 0:00 | 0:00 | 0:00 | 9:00 | 0:00 | 0:00 | 0:00 | ©:00 | 0:00
:00)
12/02/2014 [Tuesday DE&‘l‘g‘(ﬂﬁ‘”“' 0:00 | 0:00 | 0:00 | 0:00 | 9:00 | 0:00 | o:00 | 0:00 | w00 | 0:00
12/03/2014 [Wednesday DEfal‘gf(U%gJ‘UU' 0:00 | 0:00 | 0:00 | 0:00 | 9:00 | 0:00 | 0:00 | 0:00 | 0:00 | 0:00
12/04/2014 [Thursday DEFE‘l“s"(n”;{””' 0:00 | 0:00 | ooo | o0 | e:oo | o:00 | o:o0 | 000 | o000 | om0
:00)
12/05/2014 [Friday DE&‘I“;‘(U[;‘”“' 0:00 | 0:00 | 0:00 | 0:00 | 900 | 0:00 | o:00 | 0:00 | w00 | 0:00
12/06/2014 [saturday 0:00 | 0:00 | 0:00 | 0:00 | 0:00 | 0:00 | 0:00 | 000 | @00 | e:00
12/07/2014 [sunday 0:00 | 0:00 | 0:00 | 0:00 | 0:00 | 0:00 | 0:00 | 0:00 | 0:00 | 0:00
12/08/2014 |Monday DEFBI”S"‘(D”;J‘”“' 0:00 | 0:00 | 000 | 0:00 | 900 | 00 | 0:00 | 000 | 000 | 0:00
Mafanlt no:nn- =
g v
Pagel of § 100% (= (] o

Flexible Schedule Report

Click Flexible Schedule icon to check the Flexible Schedule Report for the employee got selected in

Step 2.
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9.2 Employee Reports

Enter the path to create custom employee report and view employee reports.

Employee Attendance Report

Custom Report

=

Payroll Report

Template Type User Defined

Title
+ Employee Report

Type
Embedded

From | 2021/311 v | To 2021329

Employee Report

o Custom Report

Please refer to 9.1 Attendance Report.

Data Source | Employee Info V|
+
&
W
(+]
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* View Report

REOeO®

fo5

Payroll Report
Custom Report
Template Type User Defined w Data Source iEmbyee Info v‘
Title Type L
v Employee Report | Embedded (=
w
(+]
e | o s - " . =

Employee Report

E e Login User:admin

Click Employee Report icon, the system will pop-up the Employee Report.

I8 Preview e @u
File View Background ~
HNEeH el O Q0% | &IHA4 PN PNMBE I -=-10 -

ZKTeco
Employee Report
User ID 2 Name James.L (|
Department |R&D Title
i
Address
City State izip
Birthday Gender  [Female ISSN
Join Date  |01/01/1970 L‘;’:i"aﬁ"“ i
Card Number |0 Phone
s »
Pagel of 1 0% 60— @

9.2 Payroll Reports

Enter the path to create custom payroll report and view payroll reports.
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" ERE=E

Employee Report Attendance Report Payroll Report

Custom Report

Template Type ‘Use« Defined w Data Source Pay Formulas V|
Title Type +
» | Formula Report Embedded &
W
[+
N = T T a— &l

Formula Report Pay Report

9.3.1 Custom Report

Please refer to 9.1 Attendance Report.

922 View Report

The payroll report module can select different groups and pay period to export formulas or pay

reports.

Employee Report Attendance Report Payrol Report
i
Custom Report.
Teroite Tys oat Source
Title Type ng
¥ | Formula Report Embedded 23
o
(+]
e BT o] e it [ e ) E
Formula Report Hourly Detai Report Pay Report

E2E @ ot ]

Group: Hourly, weekly, biweekly, semimonthly, monthly.
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Pay Period: Select the desired time period.

Formula Report

Company

Formula Report

Name Type Enabled Remark
Performance Allowance Earning True
Expression [Basic Salary]/21.5*[Required Work Days]
Absence of Deduction Deduction ‘ True |
Expression [Actual Work Days]*[Basic Salary]/21.5
Pay Report
Pay Report
Employee ID FullName Department
2 Lucy Department
Pay Period From End Basicsala Other Earni o Actual P
¥ ¥ %5 | Deductions ay
2018-1 12/31/2014 0106201 0.00 1000.00 0.00 1000.00
Pay Period Totak | 0.00 ‘ 1000.00 0.00 1000.00
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Payroll»

The software supports the first version of the Payroll module, providing Formula editing, Salary
Structure design, Salary Advance, Reimbursement, Loan, etc. As it is the first version of the payroll
system, this module will be gradually improved in the future according to customer’s feedback.
Currently, it includes eight secondary menus, including General, Profile, Formula, Salary Structure,

Reimbursement, Loan, Salary Advance, and Payroll.

The user shall install version 3.1.0.0 or above, and tick ‘Enable Payroll’ in [System] > [Config] > [Basic
Setting] > [Software Function]. The license shall have a payroll module. After the initial installation,
the payroll module is included in the trial section.

General

In [Payroll] > [General], select the employee in the left interface for basic salary setting, employees
are classified into full-time and hourly workers.

ZK - Time.Net System

Profile

EEE

Formula Salary Structure Reimbursement Loan

Payroll Report

Salary Advance Payroll
Q B save || i Resst
=[5 Company
i AG pue Salary Mode Settings
Lo g I g
=1-#f2 Development ® Weekly Semi-monthly
LA Liu Bi-weekly Monthly
Start From Monday -

Use Round Rule [For Days]

From 0.0 | To 04 | As 0.0 (= Day
Above |04 |2 To 0.8 | As 0.5 = Day
Above (0.8 [ To 1.0 | As 1.0 = Day
Above (1.0 2 As 1.0 = Day

Use Round Rule [For Hours]

From (0.0 B To o4 | As 0.0 | Hour
Above (0.4 = To 0.8 = As 0.5 | Hour
Above (0.8 = To 1.0 & As 1.0 | Hour

c=l=. NN

Login User:admin

Figure 10.1.1- Payroll module -> General

Employment Mode Setting: [Personnel] > [Employee] > [Pay Mode]
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_ZK' - TimeNet System  Personnel  Attendance  Device  Access  Payrol  Report

L,

Company Departments Position

Employee =+ add | B Save | | I Delete | | [ Import | | (= Export | & h -

General  Private Detal  Pay Details

Q
Basic Infi
E Emp ID Name asic o
vHEE Allen.Li
I I Status ~ Enable Photo Size(200%200)
2 Liu :
Employee ID 1 =
-
First MName Allen
Last Mame Li 4
Department Business T|*
Hired Date 03/01/2021 2
Pay Mode Salary Mode
A Salary Mode
) » VWage Mode
Device Privilege Employee LIE Email
Position Manager e [
PIN(Passward) Card Number
Fingerprint i -f?ﬁi Face 0
Palm ] Finger Vein 0
Record2 B ¢ Login User:admin

Figure 10.1.2- Personnel -> Employee
Salary Mode Setting: Salary cycle and rounding rules (days or hours) can be set.

[Salary cyclel: It is divided into Weekly, Biweekly, Semimonthly, and Monthly. You need to set the

start date when setting.
[Round Rule]: Only 0, 0.5 and 1.0 are available for selection.

[Attendance time]: One check-in and check-out on the device, which is counted as one attendance

time. Not found

The following figure takes the Use Round Rule (For Days) as an example:
The attendance time is 0.3 days, and the system takes it as 0 day.

The attendance time is 0.6 days, and the system takes 0.5 days.

The attendance time is 0.9 days, and the system takes it as 1 day.

Take the Use Round Rule (For Hours) as an example:

The attendance time is 1.3 hours, and the system takes 1 hour.

The attendance time is 1.7 hours, and the system takes 1.5 hours.

The attendance time is 1.9 hours, and the system takes 2 hours.
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B save

i Reset

Salary Mode Setting
® Weekly Semimanthly
Biweekly Maonthby
Start From BE—

[#] Use Round Rule [For Days]

Fram 0.0 B To 0.4
Above 0.4 2| To 0.8
Above (0.9 ={ To 1.0

Above |1.0

[¥] Use Round Rule [For Hours]

Fram 0.0 B4 To 0.4
Above |04 |= To 0.8

Above (0.8 = To 1.0

As

As

As

As

| As

As

As

0.0

0.5

1.0

1.0

0.0

0.5

1.0

Day
Day
Day

Day

Hour
Hour

Hour

Figure 10.1.3- Payroll Module -> General

Wage Mode Setting: You can set the Use Round Rule (For Hours) and check the Work Code.

[Round Rule]: Only 0, 0.5 and 1.0 are available for selection.

[Attendance time]: One check-in and check-out on the device, which is counted as one attendance

time.

Take the Use Round Rule (For Hours) as an example:

The attendance time is 1.3 hours, and the system takes 1 hour.

The attendance time is 1.7 hours, and the system takes 1.5 hours.

The attendance time is 1.9 hours, and the system takes 2 hours.
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[ Save | (il Reset

Wage Mode

Wage Mode Setting

| Use Round Rule [For Hours]

Fom (0.0 5] To |04 [

As 0.0 "ill Hour

As  [0.5 [ Hour

=]

T |
Above (04[5 To |0.3 =

= as |WJ Hour

T |
Above (0.8 [5] To |1.U =

v ‘Work Code MName Hourly Payment Description
v

—

part time 20

Figure 10.1.4- Payroll Module -> General
Wage salary = Hourly wage of Work code* attendance time.

[Work Codel: In the Device -> Work Code -> Add.

© Bio aRelolClmlc)
= = [ o
B B = 8 J
Device Area Sync Data UUSB Drive Short Message
Work Code + add || B save
No Name
z i part time No. 1
Name: part time
Description -
Hourly Payment }Eﬁfmu EE
Record:1 IEI \E “ Login User:yangkajin

Figure 10.1.5- Device -> Add
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If there is no work code menu, you can check to enable work code function at [System] > [Config] >
[Basic Settings].

A RSHOICTmI€)

X |6 & XL @ 5 =

Config Email Settings Role User Operation Log Database Delete Logs
Basic Settings| Push Settings = Calculation Task
Get Transaction Seftfings
| Delete Device transaction after download
Date And Time Format
Date Format Time Format Duration Format
MM/ dd/yyyy at HH:mm et HH:mm -

Software Function
+/ Enable Access Madule + Enable Ernail Alert
4 Enable Short Message & Enable USB Drive

»" Enable Work Code » Enable to Download Attendance Photo

s Enable Payrol

Calendar Type

® Gregorian Calendar Iranian Calendar Islamic Calendar

@ E ¢ Login User:admin
10.2 Profile

In [Payroll] > [Profile], select the person to edit on the left side of the screen:
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REOeO®

MEIEEE = =5 =

General Formula Safary Structure Reimbursement Loan Salary Advance Payral

Profile B save | Delete

Emp ID Name
1 Allen.Li
o Liu

Payment Type @ Bank Transfer Chegque/DD Cash

Bank Name
Bank Account
National ID
Agent ID

Agent Account

Record:2 @ E “ Login User:admin

Figure 10.2.1 - Payroll -> Profile

The types of payment are bank transfer, cheque/DD, and cash.

Profile B save | | Tij Delete
Emp ID Name
1 Allen.Li
- &n Payment Type ® Bank Transfer Cheque/DD Cash
2 Liu
Bank MName

Bank Account
Mational ID
Agent ID

Agent Account

Figure 10.2.2 - Payroll -> Profile

Fill in the Bank Name, Bank Account, National ID, Agent ID, and Agent Account (if there is no agent ID

and no agent account, please do notfill in).
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Profile B save | il Delete
Emp ID MName
; fﬂen.u Payment Type #® Bank Transfer Cheque/DD Cash
B Bank Mame ICBB

Bank Account 123456789
Mational ID 123456789
Agent ID 0
Agent Account i

Figure 10.2.3 - Payroll -> Profile

When selecting the type of cash, you can only fill in the national ID or leave it blank.

Profile B save  Tif Delete
Emp ID Name

1 Allen.Li
; L Payment Type Bank Transfer Cheque/DD
2 Liu

Bank MName ICBB

Bank Account 123456789
Mational ID 123456789
Agent ID i}

Agent Account o

o/ | Successfully Saved

Figure 10.2.4 - Payroll -> Profile

Formula

In [Payroll] > [Formula] > [Add]:

Add formula, fill in the formula name, payment type (Earning, Deduction), whether to enable,
expression and remarks.
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| Payrol |

OO

o rego Gi =t
General Profile Salary Structure Reimbursement Loan Salary Advance
Formula =+ Add | A Save | iij Delete
Name Payment Type
SRR ST Name Performance Allowance  *
Payment Type ® Earning Deduction
Enable ® Yes Mo
Expression [BS]f21.5%[PC1_d] = l=||
Remarks =
Record:1 E e

Figure 10.3.1 - Payroll -> Formula

e

Payrol

Login User:admin

Open the formula calculator and edit the required expression. Take the following figure for

example:
Name:; Performance allowance
Payment Type: Earning

Enable: Yes

Expression: Basic salary / 21.5 (days) * round work time (days)

Note: The basic salary is set in 10.4 Salary Structure.

The round work time is calculated based on the attendance records uploaded by the device.

For example, if the basic salary is 5,000 yuan, and the round work time is 20 days, the performance

allowance is 4651 yuan.
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General Profile Formula Salary Structure Reimbursement Loan Salary Advance Piohl
Formula + Add ”EHSaveHElDelete'
= =
Name Payment Type [Bs]/21.5%[PCL_d]
IPerfﬂnn Eanitg I Name Perﬁ)frmnce Aﬂbwance Fu
Oonon e
Payment Type | @ Earning Deduction
5 0 0 D e
Enable ® Yes Mo
£ B O B
Expression [85]/21.5*[PC1_d] * i I
H o3 € O B K
e 1| uE . O
Required Work 2
Minutes

Hours Days

Actual Work

Minutes Hours Days

Figure 10.3.2 - Payroll -> Formula
The formula for calculating the salary of the absentee deduction is:
Name: Absence deduction
Payment Type: Deduction
Enable: Yes
Expression: Basic salary / 21.5 (days) * days of absence

For example, if the basic salary is 5,000 yuan, and the days of absence are 3 days, the deduction is

697 yuan.

X B B 6 @ ®B =H =2 B

Required Work

Minutes Hours

General Profile Formula Salary Structure Reimbursement Loan Salary Advance Payrol
Formula | 4 Add || By Save || W Delete |
Name Payment Type
I . - E3
Perform... Earning e Absence of Deduction . PC2_d]*[BS]/21.5
lAbsame... Deduction I )
Pemene T e e
e T 3 0 0O 6 e
=
Bxpression [PC2_dI7[B5]/21.5 I‘ I_Il - Schedule Period
s || .- R
L L L L
~

Days

Actual Work.

Minutes Hours

Days

Figure 10.3.3 - Payroll -> Formula
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104 Salary Structure

In [Payroll] > [Salary Structure] > [Add], the left interface can select departments and employee, and

the right interface can add salary structure:

HS0e0®

B rege — e o i
%\ |§l ﬁ‘f \EE) = |====| l@l

General Profile Formufa Reimbursement Loan Salary Advance Payroll

Q + Add | [ Edit | | T Delete

=- (58] Company Deptment Mame Emp ID Employee Name  Effective Date Basic Salry Performance Allowance Absence of Deduction
8 I Business
© ke A Allen.li { Business i Allen.Li 2021/4/1 3500 v v
=+ Development
LT

Login User:admin

HEE ¢

Figure 10.4.1 - Payroll -> Salary Structure

Newly added salary structure can be departmental or personnel.

Select [Effective Date], set [Basic Salary], check the required formula module (set in 10.2 Profile), and

the Formula modules that are not checked will not be counted in the payroll.
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B save | &) cancel [

Effective Date 12019/10/22 -
Basic Salary [6000.00 E -

Performance allowance |[BS],I'21.5"[PC2_EI] |

[F] Absence of deduction |[pc2_d]*[Bs],l'21_5 |

Figure 10.4.2 - Payroll -> Salary Structure

Note: The department salary structure is applicable to all employees under the department, and

the employee with a separate salary structure may not follow the department salary structure.

@ebD®

X B = $ = -

General Profile Formula Salary Structure Reimbursement Loan Salary Advance
P U

Payrol
[ @ Empioy=e 0 Name |4 Add | Edt || @ Delete |
= [38] Company Deptment Mame Emp ID Employee Name Effective Date Basic Salary  Performance Allowance Absence of Deduction
-8 Business Development | 2021/4/1 3600 v
L B Allen.Li Development 2 Liu 2021/4/1 6000 i

Development 3 Ken

Figure 10.4.3 - Payroll -> Salary Structure

HEOOD®

. B $ =g = E=e

General Profile Formula Salary Structure Reimbursement Loan Salary Advance Payrol

[Q Erpoyee mor Haimie | [4add | @cdt || @ Delete

E-[33] Company

Deptment Name Emp ID Employee Name Effective Date  Basic Salary Performance Allowance Absence of Deduction
=-#fF Business | Development |3 Ken 2021/4/1 3600 v |

i e Alen.li
=-#f8 Development

Figure 10.4.4 - Payroll -> Salary Structure
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10.5 Reimbursement

In [Payroll] > [Reimbursement] > [Add], the left interface selects reimbursement employee, and the

right interface selects reimbursement content.

Bier
ALOEOO®
. = — % — e 0 e
[= 4 = S r
X B = $ B = = =
General Profile Formulz Salary Structure Rembursement Loan Salary Advance Payroll
Reimbursement + Add || Edit | @ Delete
Emp ID MName
L Allen.Li Employee Mame  Date Irn"\‘.;:'eestment Approved By Other Cash Total Amount Rermark
2 Liu
> = | Allen.Li 2021/4/1 Petrol Expenses 200000 |
en

Figure 10.5.1 - Payroll -> Reimbursement

Reimbursement interface: Select the date, whether to use cash, total amount, investment type
(other, petrol expenses, travel expenses, mobile expenses). For other expenses, please fill in the

details, add the approver and necessary comments.

Approved by: At present, it is similar to note function, and any person can be filled in.
®

Date 2019/8/30 > Cash

1k

Total Amount ]

Investment Type Petrol Expenses n

y Other

Approved B

i3 ! Petrol Expenses

Comments Travel Expensas =

Mobile Expenses

Figure 10.5.2 - Payroll -> Reimbursement

Click save to see the newly added reimbursement information in the interface.
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ARCHOIS mlE

5 ey == e — == fom i

X B B » ED = =4

General Profile Formula Salary Structure Reimbursement Loan Salary Advance Payrol
Reimburserent @ Edt | i Delete
Emp ID  Name
i Allen.Li Employee Mame  Date gw:;estment Approved By Other Cash Total Amount Remark
2 {Lmt | Allen.Li i 2021/4/1 Petrol Expenses 2000.00 |
3 Ken

Figure 10.5.3 - Payroll -> Reimbursement

In [Payroll] > [Loan] > [Add], select employee on the left interface, and then click the [Add] menu.

AE0e0R®

X B E

General Profile Formula Salary Structure Reimbursement Salary Advance Payroll
Loan | + Add | @ Edtt | | 1 Delate
Emp ID Name
- Repay...
il Allen.Li Employee Mame | Hired Date Loan Date k?;gunt IR;ttZrESt ;Sn?!mt Start Date | Period | Per ﬁ:ntga‘nt Loan Type t
> Liu Period
3 Ken Allen.Li 2021/3/1 2021/4/1 2000.00 0 2000.00 2021/4/1 1 2000.00 2000.00  Salary Ad...

Figure 10.6.1 - Payroll -> Loan

Loan Detail: Including basic salary, hired date, loan date, loan amount, loan type, total amount,

repay type, approved by, reason, start date, period, per period, actual amount.
Basic salary: It is set in 10.4 Salary Structure.

Loan Type: Salary advance, personal loan, bike loan, laptop loan, and others. Among them, the
interest rate cannot be set for salary advance, while interest rate can be set for other loan types (0%
to 1%).

Repay Type: Instalment repayment and full deduction.

Approved by: At present, it is similar to note function, and any person can be filled in.
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Lozn Details = Repayments

Basic Salary [s000 ' Approved By

Hired Date 03/01/2021 - =

Loan Date 04/01/2021 =

Loan Amount '+ e Reason

Loan Type ISalarj_.r Advance ‘ i

Rate Other =

| Salary Advance

WOES RO Personal Loan Start Date U"’!'r Ul."' 2021 il

Repayment Type Bike Loan Period 1%
\Laptop Loan

Comments Per Period 5
Loan Type 5 =

. Actual Amount B's

Figure 10.6.2 - Payroll -> Loan

Repayments:

Loan Detail = Repayments

Time Period . - Amount | Refund

2019-52 1000000.00 600000.00
Total Repaid 600000.00 Total Remain 400000.00

Figure 10.6.3 - Payroll -> Loan

Details of the loan can be viewed in the loan interface:
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RTLOEO®
o5 Lo = : I == =] #;
B\g = @ gE E == nﬂ
General Profile Formula Salary Structure Reimbursement Lozn Salary Advance Payrol
—
Loan + Add | (¥ Edt | W Delete
Emp ID  Name
1 Allen.Li ~ Employee Name Hired Date  Loan Date toan Intorest| ot Start Date | Period ;z?aym Achd Loan Type -
: st Amount | Rate | Amount 3 Amount L
it Liu Period
3 Ken v iAllen.Li £ 2021/3/1 2021/4/1 2000.00 0 2000.00 2021;‘4{1 1 2000.00 2000.00 Salary Ad...

Figure 10.6.4 - Payroll -> Loan

10.7 Salary Advance

In [Payroll] > [Salary Advance] > [Add], on the left interface, select personnel for salary advance
operation, and click [Add].

X g = $

General Profile Formula Salary Structure Reimbursement
Salary Advance = add || [@ Edit | | Tif Delete
Emp ID Name
1 Allen.Li Employee Mame Hired Date | Applied Date Appled Rate jFotd Start Date  Period EEE“'" Achud Type F
I play P Amount Amount Amount ¥p
2 Liu Period
3 .Kerl Allen.Li 2021/3/1 2021/4/1 2000.00 0 2000.00 2[]21!4_{1 1 2000.00 2000.00 Salary Ad...

Figure 10.7.1 - Payroll -> Salary Advance

Detail: Including basic salary, hired date, date, amount, type (It has been fixed as salary advance),
rate (It has been fixed at 0%), total amount, repay type, approved by, reason, start date, period, per

period, actual amount.
Repay Type: Instalment repayment and full deduction.
Approved by: At present, it is similar to note function, and any person can be filled in.

Note: The repay cycle of the salary advance module can only be one period.
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Detail
Basic Salary |ﬁggg | Approved By
Hired Date 09_,104_12'019 ¥ ‘ =
Date 10/22/2019 ] =
Amount 5000 & Reason
Type Salary Advance -+ ‘ B
Rate 0.0000 - -
Total Amount 5000.00 - Start Date 10/22/2019 ¥
Repay Type Period s
:t;omments 'Full deduction Per Period 5000
. : Actual Amount 5000 -

Figure 10.7.2 - Payroll -> Salary Advance

After saving, the salary advance interface can see the advances of each personnel.

X B B 9 =

General Profile Formula Salary Structure Reimbursement Salary Advance Payrol
—

Salary Advance |+ Add || ([ EdE || @ Delete

Emp ID Name . . . .

i Allen.Li I Employee Name Hired Date | Applied Date Appled Rate Total Start Date  Period Esfay"' Actuzl ' Type F
I 5 [FR eE Amount Amount od | Amount P
2 Liu | Perio |
| 3 .Ken I Allen.Li 2021/3/1 2021/4/1 2000.00 0 2000.00 2021/4/1 1 2000.00 2000.00  Salary Ad...l

Figure 10.7.3 - Payroll -> Salary Advance

Note: The person who has not paid off the loan cannot carry out a salary advance operation.

& Have Unsettled Record ,Cannot Loan More

Figure 10.7.4 - Payroll -> Salary Advance
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10.8 Payroll

In [Payroll] > [Payroll], on the left interface can select [Group] (hourly, weekly, biweekly, semimonthly,
monthly).

e -‘i" = @ T pre
> = A $ = = =
General Profile Formula Safary Structure Reimbursement Loan Salary Advance
Group | Weekly vI | Pay Period 2021 E||| 1 v| 20/12/27-21/01/02 I T I

Weekly Employee Total Total
D

Binackly Pay Period  FromDate End Date | Employee Name | Basic Salary Eiiis Deduction  Reimburs... | Refund . Net Pay
Semimanthly

Figure 10.8.1 - Payroll -> Payroll

After selecting the group, the corresponding employee will appear, select the employee to be

calculated, the payroll period, click the calculation button on the right to calculate the salary.

5 ol = P o0 00
¢ [ =
= < : | i ==

B

General Profila Formula Salary Structure Reimbursement Loan Salary Advance Payroll

Group [weeky |P3yPeriod 2021 E[i V|20112rz7-21f01mz| = (e|

8 Emp ID Name Employee

Pay Pariod From Date | End Date Absence of | Performa... Total Total

. D Employee Name Deduction | Allowance Basic Salry Earnings Deduction Reimbu
[v 1 Allen.Li
> i 2021-1 2020/12/28 2021/1/3 1 Allen.Li o 1] 0 1] ]
| 3 | Ken

Figure 10.8.2 - Payroll -> Payroll

ZKBio Time.Net will calculate the employee's salary through the data of the attendance report and
salary structure.
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Note: When calculating the payroll, you need to perform the attendance calculation first. In the
[Report] > [Attendance Calculation], select the employee to perform the attendance calculation

and then return to the [Payroll] interface to calculate the payroll of the employee.

For example: Luna's August payroll calculation, through the device attendance calculation, Luna’s

absence days are 3 days, the attendance days are 19 days, and the basic salary is set to 5000 yuan.
Luna's salary structure: Performance allowance + basic salary - absence deduction.

Net Pay: Performance allowance + basic salary - absentee deduction = 5000 +4651.16-465.11 =
9186.05 yuan

ARCRONCT )

Y = ~ .
s o2 I
oL = $ & |
General Profile Formula Salary Structure Reimbursement Loan Salary Advance Payrol
Group |Weekly = Pay Period |zuz1 E{; 20/12/27-21/01/02 B o 9 &
= Emp ID Name - Employee Absence of | Performa... . Total Total .
" e Pay Period From Date  End Date o Employee Mame Biduction: | Alvacinte Basic Salary Esniics Daductioi Reimbul
2 Ena 2021-1 2020/12/28 2021/1/3 a Allen.Li 0 0 0 0 1}
3 Ken

Figure 10.8.3 - Payroll -> Payroll

Calculation result editing:

B

The software provides a calculation result editing function, which can temporarily adjust the

calculated results, and is mainly used for one-time reward and punishment or deduction.

From

To

Basic Salary
Refund

Reimbursement

Earning

Other Eamings
Type

Total Earnings

Met Pay

2021/5/1

2021/5/31

200
0

0

Amount

Fil

100

Remark

320

©
(#]

The other components below, records were just saved in this payslip. While you delete or recalculate this payslip, the records you added will be

=]

100

Formula Result

Name Result
v i+ | 90
izt 60

lost.
Deduction
Other Deductions
Type Amount Rermark @
v |2 10 Q@
Total Deductions 10

BN ECTEE
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You can enter compensation for public property damages, special fines, special contribution
bonuses, temporary subsidies. This type of reward and punishment data is executed only once in this

cycle.
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Appendices

Appendix 1- Common Operations

Select Date

Take setting Hire Date in the Add Employ interface as an example.

Click ¥ behind Hire Date item, the Date Selection box will pop-up.

me. System Personnel A
2 Ik 2
sl o e
Company Employee Departments Posttion
=g
Employee 4 Add Py Save | W Delete | | [# Import | | [ Export | | & Batch Update | =

General  Private Detail  Pay Detais

Q

B Emp... Name Eax oo
Bl Jack
at Status / Enable Phota Size(200<200)
2 Sam ‘
Employee 1D 1 ®
[ ]
First Name Jack
Last Name L
Department Test Department a
Hired Date [E#01/2020
Pay Mode A 12020 ¢
—Z—=-WmA~H
Area § 2 3 45
I 6 7 8 91011 12
Device Priviege 13 14 15 16l 18 10 Emal
20 21 22 23 24 25 26
Positi
osten 27 28 29 30 31
Toda
PIN(Password) / Card Mumber
Fingerprint 0 |® Face 0
Palm 1] Finger Vein [t}
Record:2? =] e Login User:admin

(Tips: The system displays the current month by default.)

Click the «/W to forward or backward to select month; or double-click the Month Bar to view the

Month Selection box, and then click and select month as required.

Hire Date {8/ 26/2014 |~
Friday, December 26, 2014
Salary Mode id
1 December, 2014 »
Terminal Zone y
Sun Mon Tue Wed Thu Fri Sat
Privilege 53 2 3 4 5 6 ldress

7 8 9:  Ir 12 13
14 15 16 17 18 19 -20

21 22 23 4 R

28 29 30 21
FP Count { Lnt

Password mber
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Hire Date B26/2014 K -
Friday, December 26, 2014
Salary Mode v
b 2014
Terminal Zone
o Jan Feb Mar Apr

Privilege dress

May Jun Jul Aug
Password

Sep Oct Mow
FP Count [

When you double-click the Year Bar, the Year Selection box will pop-up.

Hire Date 1B/ 26/2014 H -
Friday, December 26, 2014
Salary Mode &
‘ 2010-2019
Terminal Zone
» 2010 2011 2012
Privilege dress
012§ 2014 | 2015 2016
Password - mber
2017 2018 2019
FP Count ( Lnt

Click and select the year as required.
After selecting, the date will be displayed in the Hire Date box.

Hire Date 12/08/2010 - =

Set Time

Take the Check-In Time setting in the Add Timetable interface as an example.

Attendance

AROOE®

= @ ey =T =T =
5 @ = 7
| =0l an) = B Eee th_j‘
Rule Waork Type Statistics Trem Shift Schedule Temporary Schedule Exception Assign
Timetable + Add || P Save | | T Delete
Default
General |~ Break
Timetable Mame [Default] Timetable Mode Regular -
Regular Mode

Check-In Time 09:00 = Check-Out Time 18:00 &

Timetable Duration 540 - Minutes Color ===

Punch From 07:00 = To 22:00 =
Allow Late-In 95| MBLLeE
Allow Early-Out 5. 5| Minutes
Late-In Exceed 0 5 Minutes as Absence

Late-In Full Timetable Without Checl-In
Early-Out Exceed 0 5 Minutes as Absence
Early-Out: Full Timetable Without Check-Out

A Enable OT

\/ Early-In Exceed 0 3 minutes, count as work.

 Late-Out Exceed 0 % minutes, count as work.
Use First Check-In And Last Check-Out Only

Record:1 = e ¢ Login User:yanghaiin

The program supports two kinds of method to set time:
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Method 1
Manually input from the keyboard.
Method 2
Hour setting
Check-In Time iMoo x

Click and select Hour (The blue highlighting indicates selected.)

Select Hour via click A/ to increase or decrease.
Minute setting

Check-In Time 0o: 1 &

Click and select Minute (The blue highlighting indicates selected.)

Select Minute via click A/ V¥ to increase or decrease.

Import

Take import employee as an example:

If there is an existing file for the workforce or HR system, from other software or devices, you can

import such information by using the Import function.

Click [lmport], the Employee Import Wizard window will pop-up.
Employee Import Wizard

Select the type and name of the fie to be imported.

File Type
® MS Excel

Text File

CSV File

Source File i

File Type: Select the imported file type, MS Excel, Text, or CSV file.
Source File: Click ¥ and select file in the pop-up window.

Click [Next] to enter to the next interface.
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Set column of the fields from the right table

Field Name Excel Col 1 2 3 4 5 6
Emp ID 0. g | Emp 1D | Flr_st Mame Last Name Department_

First Mame 0 1001 A | A FAE

Last Name 0 1002 B B |FAE

Department o 1003 (9 | C FAE

Gender 0 1004 ] D FAE

Card Number 0 1005 E E FAE

Hire Date 0 1006 F |E FAE

Email Address 0 1007 G G FAE

Title a 1008 H | H FAE

Birthday 0 1009 I I FAE

Phone a

Address 0 e »

Back Cancel

The data in the selected file will display on the right side of the window.

¢ Set the field excel column No. according to the data in the selected file, as shown on the left

side of the window.

For example: The Emp ID in the first column; the First Name in the second column; the Last

Name and Department in the third and fourth columns.

Set column of the fields from the right table
SR o i | cear soue i
+ + A TORR EEE  y hl
Field Name ! Excel Col_: ! 1 12 |3 4 5 6 !
fpb 11 REmD e e i
First Name i 2| 1001 A |A FAE
Last Name | i 1002 B B FAE
Department  : 1003 c c FAE
Gender i 1 1004 | D FAE
Card Number | ol: 1005 E E FAE
Hire Date | ol 1006 F F FAE
Email Address | 0l 1007 G G | FAE
Title | o 1008 H H FAE
Birthday ! ot 1009 I 1 FAE
Phone ! U
Address ! o X 3
Back Start Cancel

Auto Fill: Click [Auto Fill], the program will automatically allocate the column No. starting from 1

for every file in the sequence.
Clear: Click [Clear] to clear settings.

o Click [Start] to import data. After importing successfully, the information box will pop-up.
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4 4/ | Succeed import 9" employees.

o Click [OK] to close the prompt box.
Notes:

(1) The importing file must have a header.

(2) The Emp ID is a mandatory field, while others are optional.

EXAMPLE:

|4 B | C E il | B |
1 | EmplD First Name Last Mame Department
2 | 100 A A R&D
3 | 1002 B B R&D
4 | 1003 g C R&D
5 | 1004 D D R&D
& | 1005 E E R&D
T | 1006 E E R&D
5 | 1007 G €] R&D
8 | 1008 H H R&D
10
1EE |

4 Export

Take exporting employee info as an example:

(1) Click (¥') and select employee in the Company Structure list, multiple options can be selected.
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Employee + add || A Save

. - General  Enroll Fingerprint

Q ”
.- Code  Name Basic Info
% Tome.S
vili2 James.L e
v 13 Lily Emp 1D
WiRa Simon First Name
' 1001 AA
e Last Name
~
1003 C.C Department
1004 D.D
1005 EE hi
1006 F.F Salary Mode
1007 G.G Soiaion
n
1008 H.H LULLESL
1009 LI Priviege
Password
FP Count
Records:13

T Delete | | (& Import | | (= Export | | (& Batc!

Private Detal | Pay Details

+/ Enable

i

Tome

s

FAE %
02/11/2011 =
Salary ¥

HQ, Zone_A, Zone B~

User =

== NN

Size(200%200)
[ ]
w
No image data (o]
Email Address
Card Number
Face Count 0

Login User:yangkaiin

(2) Click [Export], the Employee Export Wizard window will pop-up.

File Type
® M5 Excel
Text Fie
C5V File

PDF File

Select the type and name of the file to be exported.

Export File ' D:\Record Data\Employee-12.xls

Back || Mext | I cancel
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File Format And File Destination Reqguired

File Type

MS Excel
® Text File )

CSV File

POF File

Export File |

| Back || Mext || Cancel |

File Type: Select the file type as required. It supports MS Excel, Text, CSV, PDF, and txt. file.

Export File: Click i, then select save path in the pop-up window and input the file name in the

File Name bar. Click [Save] to save settings.

(3) After setting, click [Next] to continue.

Select the fields to be exported. Select all by default if no one is selected.

B E

Fields Date Format  wmjddyywy  ~

~/ First Mame Time Eormat | HH:mmiss
| Last Name

| Department

/| Gender

Card Mumber

v Hire Date

|+ Ermail Address
v Title
v Birthday
¥ Phone
v Address

| Back || ‘st | | cancel |

(4) Click (¥') and select Fields; and set the Date Format and Time Format according to the actual
condition.
(5) After setting, click [Start] to export data. The Information box will pop-up if the data is

exported successfully.
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(6) Click [OK] to close the prompt box.
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Appendix 2- End User License Agreement

<END-USER LICENSE AGREEMENT>
Important - Read carefully

This End-User License Agreement ("EULA") is a legal agreement between you (either an individual or
a single entity) and the mentioned author of this Software for the software product identified above,
which includes computer software and may include associated media, printed materials, and
"online" or electronic documentation ("SOFTWARE PRODUCT"). By installing, copying, or otherwise
using the SOFTWARE PRODUCT, you agree to be bound by the terms of this EULA. If you do not
agree to the terms of this EULA, do not install, or use the SOFTWARE PRODUCT.

SOFTWARE PRODUCT LICENSE

The SOFTWARE PRODUCT is protected by copyright laws and international copyright treaties, as
well as other intellectual property laws and treaties. The SOFTWARE PRODUCT is licensed, not sold.

GRANT OF LICENSE. This EULA grants you the following rights: Installation and Use. You may
install and use an unlimited number of copies of the SOFTWARE PRODUCT.

Reproduction and Distribution. You may reproduce and distribute an unlimited number of copies
of the SOFTWARE PRODUCT; provided that each copy shall be a true and complete copy,
including all copyright and trademark notices, and shall be accompanied by a copy of this EULA.
Copies of the SOFTWARE PRODUCT may be distributed as a standalone product or included with

your own product.
DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS.

Limitations on Reverse Engineering, Recompilation, and Disassembly. You may not reverse
engineer, decompile, or disassemble the SOFTWARE PRODUCT, except and only to the extent that

such activity is expressly permitted by applicable law notwithstanding this limitation.
Separation of Components

The SOFTWARE PRODUCT is licensed as a single product. Its component parts may not be

separated for use on more than one computer.
Software Transfer

You may permanently transfer all of your rights under this EULA, provided the recipient agrees
to the terms of this EULA.

Termination

Without prejudice to any other rights, the Author of this Software may terminate this EULA if
you fail to comply with the terms and conditions of this EULA.
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In such event, you must destroy all copies of the SOFTWARE PRODUCT and all of its component
parts.

Distribution

The SOFTWARE PRODUCT may not be sold or be included in a product or package which intends
to receive benefits through the inclusion of the SOFTWARE PRODUCT. The SOFTWARE PRODUCT

may be included in any free or non-profit packages or products.
COPYRIGHT

All title and copyrights in and to the SOFTWARE PRODUCT (including but not limited to any
images, photographs, animations, video, audio, music, text, and "applets" incorporated into the
SOFTWARE PRODUCT), the accompanying printed materials, and any copies of the SOFTWARE
PRODUCT are owned by the Author of this Software. The SOFTWARE PRODUCT is protected by
copyright laws and international treaty provisions. Therefore, you must treat the SOFTWARE
PRODUCT like any other copyrighted material except that you may install the SOFTWARE
PRODUCT on a single computer provided you keep the original solely for backup or archival

purposes.
LIMITED WARRANTY
NO WARRANTIES

The Author of this Software expressly disclaims any warranty for the SOFTWARE PRODUCT. The
SOFTWARE PRODUCT and any related documentation is provided "as is" without warranty of any
kind, either express or implied, including, without limitation, the implied warranties or
merchantability, fitness for a particular purpose, or no infringement. The entire risk arising out of
use or performance of the SOFTWARE PRODUCT remains with you.

NO LIABILITY FOR DAMAGES

In no event shall the author of this Software be liable for any damages whatsoever (including,
without limitation, damages for loss of business profits, business interruption, loss of business
information, or any other pecuniary loss) arising out of the use of or inability to use this product,

even if the Author of this Software has been advised of the possibility of such damages.
Acknowledgment of Agreement

| have carefully read and understood this Agreement, ZKTeco, Inc.’s Privacy Policy Statement.

If YOU ACCEPT the terms of this Agreement:

| acknowledge and understand that by ACCEPTING the terms of this Agreement.

IF YOU DO NOT ACCEPT the terms of this Agreement.
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| acknowledge and understand that by refusing to accept these terms, | have rejected this
license agreement and therefore have no legal right to install, use, or copy this Product or the

Licensed Software that it incorporates.
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