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Chapter 1: Getting Started

1.1 - Introduction

Thank youfor choosing i-MPLQOYEE, a unique, comprehensive and innovative attendance,
access and reporting system based on modern biometric and RFID technology. i-
MPLOYEE offers one of akind, on the go, plug-n-play solution which enables customers'
flexibility to get attendance and access data from any temporary or permanent location
through smart phone application or webportal.

The integrated 'Comprehensive Service Model' provides hassle free customizable service
for each of our valued customer whichincludes centralized servers with redundant data
storage, 24/7 remote i-MPLOYEE terminal monitoring for its serviceability and prompt
support through Call Centre. The offered service enables our customers on the move to
stay informed about their organization in real time through SMS, email and smart phone

alerts.
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i-MPLOYEE biometric attendance & access 9VDC Power Adaptor
terminal (with battery and GSM SIM installed)
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1.2 - Device description
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1. LCD Display Screen 7. External connector for supplementary control
2. Function Keys 8. RFID cardreader
3. Keypad 9. Power adapter jack
4. Navigation Keys 10. SIM slot
5. Fingerprint Reader 11. Micro SD Card Slot
6. LAN Connector 12. Battery Compartment

1.3 - Special Keys

The i-MPLOYEE terminal features four special keys for use in the device menus

fal

CLR

Home Button. Pressing this returns M Menu Button. Pressing this button

the device to attendance screens takes you to the device menu.

Clear Button. Used to undo a <:I Back navigation button. Pressing

mistyped entry. this takes you to the previous
screen.
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1.4 - LCD Screen

Communication
Mode

Tl esw

Server Connection
Status

Connected to
i-mployee server

é Not Connected to
Server

"= Wi-Fi

nEn Ethernet

Current

o \

Battery level
indication

Battery charging

status. Displayed

when connected
to AC mains

Current

/ ime

Tow —f12:92.2015] B Tl (D 4 [BTE20RH e of
COMPAMHY ABC ———  company

Current
Mode

ATTEHMDAMCE MODE

Flace fing9er to_

(Customizable)

Information /
— Instruction

Mark attendance Display
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Chapter2: Installationand connection
In order to get the maximum productivity from your i-mployee biometric attendance
device we suggest you to follow the guidelines given below at the time of installation.

2.1 - Choosing an appropriate place for installation

The most appropriate placeto record employee attendance is at the entry pointsto their
work place. This ensures that the employees will mark their attendance while entering
their place of work or leaving it. Since i-mployee uses GSM as it main mode of
communication, its placement is therefore not restricted by wiring. The only thing that
will be needed is AC electric mains. Use the metallic mounting plate that came with the
deviceboxtomountthe unitofawall.

Guidelines for Installation

- Install the device in a place where employee pass through while coming to /
leaving their place of work.

- The device should be placed at about chest level so that employees can easily
mark their attendance with their finger and at the same time read the
confirmatory messages onthe device LCD.

- In case the deviceisbeing placed outdoors, it should be kept under a shade.

Precautions

- Avoid direct or harsh sunlight on the fingerprint reader.

- Avoid direct weather effects on the device like rain, dew or dust

- Install in a place where there is no risk of damage due to passing employees
or vehicles.

2.2 - Powering up the Unit

Thei-mployee device is powered through a 9V DC adaptor. Make sure that thereis an AC
mains power socket close tothe device. When the device is connected to AC mainvia the
included power adaptor, the battery charging indicator will be displayed in the device
status bar. An inbuilt battery provides power backup for upto 8 hours in the absence of
electricity. The battery icon on the status bar shows the level of charging of the internal

battery.
m Battery level indicator

& Unit connected to AC Mains




iMPLOYEE Device User Manual

Chapter 3: Enrolling users
Note: Before enrolling users please have the “i-MPLOYEE User Registration Form” and a
pen handy. The form willbe usedto enter essential details about users and will be needed
later no when editing user parameters. The form is provided along with the device
documentation. Additional copies of theform can be downloaded from the following url:
www.i-mployee.com/documentation/Registerationform.pdf
L2, b2, 2ela] Bl [ 4

Press the [M] key to access the device menu. You will be CONPHN HEC
. i-MPLOYEE
prompted to enter a password to get admin access. The
default passwordis '555555' which canbe changed through [Flease enter Password
X : ] ) to 9et admin access
the change admin password menu in the device. On keying
inthe correct password you will enter the device menu. The

first entryin the menuis Add user. & Tull [y #
COMPAHY ABC
i-MPLOYEE

&7 Add Uszer

-E ol 000
COMPANY ABC

Press the button to add a new user. The following . D'D' LISER

screen will be displayed:

3.1 - First Time Registration:

Select this option if the user's ID has not yet been created on the i-mployee server. The
user's data will be registered on the device first, from where it can been uploaded to the
server. Remaining particulars of the user can then be entered on the relevant webpage
afterlogging ontothei-mployeeserver.

3.2-UserID Already Created on Server:

In case the particulars of users have already been entered on the i-mployee server, their
user IDs will be assigned by the server at the time of creation. These user IDs will then be
sent by the server to the i-mployee terminal which has been selected for registering the
user's attendance parameters (fingerprint, RFID, PIN/Username etc). You will be
conveyedthe server created user IDs along withthe employee names. Note these userIDs
onthe above referred registration form for future reference.

Press F2 to select this option. You will be given the option of B3 Tl [y #
COMFAHY AEC

either entering the User's server generated ID or searching ADD LISER

the User's ID among the list of user's that have been sentto |Server Registered User
the device by the server. Choose F1 if you know the user's Fi: Enter User ID
server ID, or F2 tosearchforthe user IDin the list. F2: Show list of users
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Once you have entered the user ID {or selected it from the list), press OK. You will be
prompted tochoose an attendance mode for the user

3.3 - Attendance Modes:

[Z.62.2015] B2 Tyl [ % [12: SoAn]

i-MPLOYEE has 3 default and 13 user customizable COMPEHY QEC
attendance modes (total 16 attendance mode). The ASSIGH MODE
attendance modes allow for various scenarios of employees | s3e
L J LJ
check-infout and breaks. An explanation of the default *E?te"' mode  numbet
attendance modes isgiven below: _
Attendance P . :
Mode Description Functionality

01 Auto First attendance of the day will be marked as
attendance check-in. Thefollowing attendance will be treated
mode as check-out.

02 Manual Each time a user marks his/her attendance, the
attendance device will ask whether it is check-in or check-
mode out.

03 Manual Each time a user marks his/her attendance, the
attendance device will ask whether it is check-in, check-out,
mode with break-in or break-out. Useful where employees
break clock-out for lunch / daily break and then clock-in

when resuming work.

Forced check-out
Forced check-out can be implemented by creating a customized attendance mode.
Forced check-out isimplemented using two methods:

a. Forcedcheck-out after a specified number of hours of employee check-in.
b. Forcedcheck-outatapredefinedtime.

2.92. 2815 B Tyl () 4 |18 SoAH
COMFAHY AEC
A1 888883

3.4 -Select Attendance Parameter
After pressing OK on the select mode screen, you will be
prompted to choose the attendance parameter that you
wantto register for the user. Use thefunction keys F1to F4 to
selectthe required attendance parameter.

3.5-Machine UserID
You will notice on the Machine User ID assigned to the pgerm IEIBS
ct_Jrrent user in th_e mode bar. This is the 8 digit number FINGERFRIN

displayed in the third line onthe LCD. Make a note of this M-
UID on the provided registration form. The ID will be needed E%ERHFIME
infuture when youneed to editthe user.
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On pressing OK after selecting the attendance parameters, you will be prompted to
register the user's fingerprint, RFID, PINand username.

3.6 - Registering Fingerprint

When prompted, place finger onthe fingerprint reader and wait for beep. The device will
make you repeat the process 3 times to ensure a good image registration. Once the
fingerprint is successfully captured the device will display a screen mentioningthe fact.

7.02. 2015 B Tyl O 5 10ioonr] [12.02.2015] B Tl o) £ ieisonn] [2-92.2915] B T [ 5 18 55N
COMPAHY ABC COMPEHY AEC COMPEHY AEBC

CAFTURE FIMGERFRINT

& USER ID 816688835 & USER ID 816as8883

Flace finder
& walt for beer

;—-ﬁ\\ Fingerrrint
Rermove finger. Qf\ Cartured.

Redisteringd...

Note: A fingerprint already registered on the device cannot be registered to another user.

Guidelines for good fingerprint registration:

- Usetheindexfingerasit can be place comfortably on the reader.

- Place the center point of the finger in the center of the scanner. This ensures a
registration ofagoodimage.

- Makesurethefingerisnotwet, oily, too dry or dirty.

- Cutsorinjurymarks onthefingeralsolead tounreliable image registration.

- Avoiddirect sunlight or harsh light onthe fingerprint reader

- Place the finger on the sensor in a normal manner. Do not apply too much
pressure on thefingerprint reader.

3.7 -Registering an RFID card

The device will prompt to swipe an RFID card to register it against the user. Swipe an
unregistered card. The device will give a confirmatory beep and ask you to swipe the card
again. On the second swipe the device will register the RFID card and display a
confirmatory message.

B T, o 7 [10:5oAn]  [[Z-Pz.2o1s] B Tuil i 7 112: sonr|
COMPAHY ABC
CAPTURE RFID

USER ID 681066665
(]9

Swipe card &
wait. for beer

[=r02,2615] & 1, [ 5 L2k 5onM
COMPAHY HBC
CAPTURE RFID

USER ID A188EEE7ZE
lj: Q:i] RFID =auved.

COMPANY ABC
CAPTURE RFID

USER IC 81666663
([

Fegistering...
Flease wait

Note: An RFID card already registered on the device cannot be registered to another user.
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3.8-Registeringa PIN

When PIN has been selected as a parameter for registration, & T [ 5 102 25aH
; ; i COMPBEHY ABC
the dfawce will prompt-the L-Jser to enter a 4 d.lglt PIN. On REGISTER USER PIM
entering a PIN the device will ask you to confirm the PIN. [ ees
°|' USER I[D 61088683

Afterentering the PIN a second timethe device willdisplaya | 2k® Enter Liser PIH
message confirmingregistration of user PIN. -

3.9-Registering a Username

The username on i-mployee is entered in the form of a 10
digit number. Username is mandatory when attendance is ADD USER: ©1800063
to be marked using PIN only. When used in combination
with Fingerprint or RFID card, the username can serve as an
added level of security or confirmation for making
attendance /access control.

Note:
1. A1l0digitusername which has already been registered to one user on the device
cannot be registered for another user.
2. Youwill always be prompted to register a PIN when choosing Username as an
attendanceparameter.

3.10- Activate Attendance Parameters

Upon successful registration of all attendance parametersthat were selected, the device
will prompt you to select the parameters that will be used by the user to mark his/her
attendance. Parameters which have not been registered for the user will have a dash
marked in front of them and cannot be activated. Use the function keys from F1to F4 to

12.62. 2615 B3 Tyl Cm 7 |12¢ 5oAH

COMPRNY BBC
ACTIVATE PARAMETERS

FIMGERPRIMT O F1 FIMGERFRIMT [ Fi e =
FENE EaHS & Uzer added

COMPAHY HEC

5

= Successfully

1O
mnmm
EXT

FIM FIH
USERMAME LSERMAME

Ok

activate the required parameters. Press OK to finish. The device screen will display a
prompt stating that the user has been added successfully and take you back to the Add
user menu screen. Press Home button to exit. The registered user may now mark his/her
attendance onthe device.

BTl oo 7 1=
COMPAHY ABC

Note: Leaving all parameters unchecked will disable the

) ] HCTIUATE PARAMETERS
user. This means that the user's attendance parameters will
o User Disabled

be stored in the device but he/she will not be able to mark
attendance.
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Chapter 4: Marking attendance

Attendance can be marked on i-mployee device through one of the three methods or

using their various combinations:

a. Placingaregisteredfinger onthe fingerprintscanner

b. Swipinga registered RFID cardin frontof the RFID cardreader

¢. Enteringtheuser|DandPIN
Three screens appear on the device LCD by default,
prompting users to mark their attendance through the
various attendance parameters accepted by thedevice.

If you cannot see the opposite screens or the screen back
lightis off, pressthe home key

In case a user is required to mark his/her attendance
through more than one attendance parameters, the device
will prompt the user for the other parameters (Fingerprints,
RFID, PIN or Username) one by one.

Once the attendance parameters have been accepted by the
device, the user will be presented with the following
screens:

4.1- Automatic Attendance Modes (eg Mode 01)

Successful check-in or check-out will be accompanied by a
long beepand lighting up of green LED on the device.

4.2 - Manual Attendance Modes (eg Mode 02)

For attendance modes where manual check-in / check-out
have been selected (like Mode 02), the user will be
prompted with the option of choosing between check-in or
check-out. The options can be selected using the
appropriate function keys as displayed on the screen.

On pressing F1 key to check-in or F2 to check-out, the
following screens will be appear depending upon the

=

12.092. 2015 B3 Tl ) 4 [97 28R
COMPRHY ABC
ATTEMDAMCE MODE
Flace finder to
Mark attendance

2,52 2015] B Tyl [l 7 [67* 20
COMPAHY ABC
ATTENDANCE MODE

SwirFre card to
IE:D :INar attendance

=
=

[2.52. 2615] B Ty [ 7 o7 2oa
COMPAHY RAEC
ATTENDANCE MODE

(XX ]
¢l Enter username
to mark

attendance

=

(2.6 2015 B T, [ 7 Bre 2o
COMPENY AEC
USER ID 12345678
CHECK IHG- 1M

Welcome My
Hadeerm Hussain

[Z-62. 2675 & Tol W 7 B4 51N
COMPEHY AEC
USER ID 12345678
CHECK IMG-0UT

%Gclod—bse [
Hadeerm Hussain

[2.62. 2615] & Tyl () 7 (623 2erTi
COMPEHY AEC
USER ID 12345678
BREAK—IH

lelcome M
Hadeem Hussain

2.62.2615] & Tyl (D) 7 B1:62Pr]
COMPRNY AEC

USER ID 12345678
EREAK-DUT

Good-brae M
Hadeem Huszain




iMPLGYEE Device User Manual

. irmi -i & T, [ 7 B4t SiFTy
function key pressed, confirming successful check-in or ZEl N

check-out, accompanied by a long beep and lighting up of USER ID 12345678
CHECEIHG—0OUT

greenLED onthe device.
%Ecwzud—bue M
Hadeem Hussain

12.92,2815] BTyl 4 |ad4: 31PH]
4.3 - Manual Attendance Modes with Break (eg Mode 03) I:DMF‘FINI'EH I%?gc

For attendance modes where manual check-in / check-out USER 1D 12343678
with breaks have been selected (like Mode 03), the user will ELi Eheck-in
be prompted with the option of choosing between check-in, % EE Break-in

check-out, break-in or break-out.

Break—out

B T I - [BLe o2
CaMPAHY AEBC
Choosing F1 for checking-in or F2 for checking-out will lead USER ID 12345678
. . . EBREAK-OUT
to confirmation screen for successful check-in/out, along-
with the associated audio /visual confirmatory prompt. For Hood-bue M ..
employees clocking out when proceeding on a break, press

e - . B T ) 7 |22 6]
F4.This will show the following screen: CoMPEHY FBC
USER ID 12345673

For employees returning to work from the daily break, press %BF"EF‘H_IH

is will i i . Welcame M
F3.This will give the following screen: M e 2in
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Chapter 5: Editing & Deleting Existing Users
Edit user menu enables you to change attendance parameters / settings related to users
alreadyregistered on ani-mployee terminal. The edit user menu allows you to:

- Changethe attendance mode for a user

- Registeranadditional attendance parameter for auser

- Registeradifferent Fingerprintfora user

- Registera different RFID card for a user

- Changetheusername /PIN of auser

- Enable/disablean attendance parameter of auser

- Disableauserfromthedevice
All screens displayed below are accessed through the Edit
User menu screen. Press the menu button on the device.
You will be prompted to enter the password to get admin
access. After entering the device password the first menu
screen will be displayed. Using the navigation keys press the
down button. The screen will display “Edit User”. Press ok.
The device will ask you to enter the user's M-UID (Machine
User ID). To find a user' M-UID, please refer to the User
Registration Form that was filled at the time of initial user
registration.

5.1 - Change Attendance Mode

Entering the M-UID of the user to be edited and press OK.
You will be prompted to assign an attendance mode to the
user. The current mode of the user will also be displayed. To
change the attendance mode key in the mode number, for
eg. 02 for Mode 2. Press OK.

& T [ 7 (12 5ond
COMPAHY REC

i-MPLOYEE
&) Edit User
ko

L 4

COMPRHY ABC
EDIT USER

o0
% Enter M-UID

12.62. 2015 B Tyl il 5 |12 5oAH

B3 Tl () 7 183 SoAM

COMPAHY AEBC
ASSIGH MODE

[ ]
¢ CURRENT MODE: @1
Enter mode number

Note: Not entering a mode and pressing OK will retain the current attendance mode of

the userandtake youtothe nextscreen.

5.2 - Replace Attendance Parameter(s)

The next screen will show you the four user attendance
parameters. All parameters will be crossed out on this
screen. Even those parameters which are already registered
for a user will be shown as crossed. Using the function keys
from F1 to F4, select the parameter what you want to
replace and press OK.

1=.92. 2015 B Tyl (I % |10: 5oAn

COMFENY HEC

REPLACE PHRAMETERS

FIHMGERFRIMT ®
RFID 3

FIH :<
USERHAME ®

F1
F2

REPLACE PARAMETERS

FIMGERFRIMT w Fl
EEIL

v F2
W
F

FIM
USERMAME ®

Sk
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Note: Parameters which are alreadyregistered on the device for the user and which have
not been selected inthe above step will remain unchanged after pressing OK.

5.3 -Registering a different fingerprint

A user's registered fingerprint may at times be rendered unrecognizable to the
Fingerprint Scanner owing to injury. To allow the user to still mark his/her biometrics
basedattendance onthe device, an alternate healthy fingerprint can be registered on the
device. In case you have chosen to replace the user's fingerprint in the previous screen,
you will be prompted to place a finger on the Fingerprint Reader. Place the alternate
finger that you want to register onto the Fingerprint Reader and follow the screen
prompts. Theprocedureis the sameaswhenregistering a new user.

5.4 -Registering a different RFID card

In case of an RFID card getting damaged or lost, an alternate card can be registered against
a user. If RIFD card was selected in the Replace Parameters screen, you will be prompted
to swipe an RFID card in front of the RFID card reader. Follow the on-screen prompts till
the device acknowledged successful registration ofthe newcard.

5.5-Changing Username / PIN

In order to change either the username or user PIN, select the corresponding parameter
in the Replace Parameters screen. Selecting the username parameter will automatically
select the user PIN as well. When using the PIN alone as the parameter for marking
attendance, the device will ask to enter the corresponding username to authenticate the
user'sattendance.

5.6 -Enabling / disabling attendance parameters
After all the selected parameters have been entered, the FE o BT mmsIe=a
device will display a screen prompting you to enable the @Eﬁﬁ’ﬁgﬁ
required parameters for the user. The enabled parameters
will be the ones which the device will use to authenticate a & Edit User
user's attendance. Previously registered parameters which

weredisabled at the time of enrolling new users can also be
activated from this menu. To choose the parameter to
activate, simply press the corresponding function key. Once
done, press OK to save the changes. The device willdisplay a

®

L J
message confirming that the user has been successfully * ————————
edited.

5.7 -Disablinga user

If no attendance parameter has beenselected for auser and OKis pressed, the user will be
disabled. His/her attendance parameters will remain stored on the device, however
he/she will notbe able to mark attendance onthe device.
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5.8 - Deleting users

In order to delete a user from the device, scroll to the Delete User screen in the menu.
Press OK to enter the menu. You will be prompted to enter the user M-UID. To find the
user's M-UID, please refer to the User Registration Form that was filled for the user on
initial enrolment on the device.

[=.62. 2615 & Tl I 7 19 ooAH

COMPAHY ABC
i-MPLOYEE

& Delete User

- S 4

12.62.2015] B Tyl M) 5 [L6: 55AN

Enter the user's M-UID and press OK. The device will display COMERHMY AEC

aconfirmatory messagethattheuser has beendeleted.
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Chapter 6: Setting up Wi-Fi communication”

* for models with Wi-Fi feature

This menu allows you to connect to your desired Wi-Fi network and configure Wi-Fi
settings. In order to access this menu the device communication mode mustfirst be setto
Wi-Fi. See Chaptersfor confguringthe device communication modes.

B Tyl () 4 [19: oA 12.92. 2615 & Ty ) 4 [18:55A
CDMFHH'-:' ABC COMPANY ABC

DEVICE SETTINGS
/,‘:,.\ Wifi settings o Flease enable

wifi first
[ ]

L .

Scrolldowntothe Wi-FiSettings menu. Press OK. The device gz & = mm s ferssan
will get the current status of it's Wi-Fi connection and | COMPANY RABC |
display the link state. Press OK to search for available Wi-Fi

networks. The device will perform a search and display the | ZZ=>
Lnd
results. Use the up and down scroll keys to see the names of .

available Wi-Fi networks and their signal quality.

2.92,2015] & = oo leiooAn [[2.82.Z815] & = [ 4 [Le:soAn 12.62.2615] @& = [ 7 [18: SoAr
COMPRNY ABC COMPANY QEC | COMPANY ABC
: WIFI SCAM RESULT

Getting status
Fleaze wait...

QSEARCH

Y=> Lirk state: Searching Harqqe ll‘” ”1‘1*,?'5' —_—
% Dizconnected Flease wait... 5ignal =ualitad 39%
QEEFIRCH S_EHREH

Press OK to choose the desired network. You will be
prompted to enter the Wi-Fi network password. Use the
device alphanumeric keypad to enter the password and
press OK.

On the next screen you will be prompted tochoose between
StaticIP and DHCP. Use F1 or F2 function keys to choose your
setting. Pressing OK will save the setting. The device will attempt toconnect to connectto
the network. The device will display a message of “Success” or “Error!” depending on

Whetherthe correct network password was entered and reboot itself.
iV 2 oo &= s Toe

WIFI MODE

6 settings sawved. Q Static IP E El % Conrnecting. ...
[ ]

Success!

After rebooting the device will connect with the i-mployee server. On establishing a
successful connection, the network connectivity icon in the status bar (top of the LCD
screen) will change from é to E , indicating that the device is now connected to i-
mployee server.

In case the network connectivity icon does not change to indicate a connected status,
check whether you have entered the right network password and ensure that the Wi-Fi
router is powered on.
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Chapter 7: Device settings

Setting Device Date and Time

The syncs it's date and time with the i-mployee server. The device also has a RTC {Real
Time Clock) cell, which enables it to retain the correct date and time even when it is

restarted. In case of a need to change the device date or time {owing to non-connectivity
with the server for a prolonged duration etc), the local time on device can be changed via

the Set Date/Time menu. B3 .l () 7 [18: SSAM
PAHY HBEC

DEVICE SETTIHGS

Once in the device menu, scroll down using the navigation e
keys till you reachthe Set Date / Time menu. Press OK. Set datestime

* ¥
You will be prompted to enter the new time. Use the keypad to enter the time in the
format HH:MM. AM/PM is changed using the down/up navigation key. Press OK to save
the changed. Pressing OK without entering any changes will display a message stating that

thetime was not update.

15.62.2015] B T, [0 & [L2: SohM 1Z.62.2015] B T, [ 5 [18: 55AM

COMPANY HBC COMPRHY HEC
SET TIME SET TIME

EHTER HEW TIME
@ HH:z MM A @ Hew Ltime sauwed.

After pressing OK and receiving the confirmatory message, you will be brought to the next
screen. Here you can enter the new date in the format DD-MM-YY using the keypad. Press
OK to save the changes. Not making any changes and pressing OK will display a message
stating that the date was not updated. You will then be brought back to the Set Date/Time
screen,

12.82.2815( B F)| ) 4 [18: 35AH) 12.02. 2015 B3 T| ) 4 [18: 35AH|

COMPAHY HBC
SET DATE
EMTER HEW DATE

E DD=MH=4" Hew date saved.

COMPANY _ABC
SET DATE

Note: In case the wrong date / time has been set on a device, it will automatically revert
back tothe correcttime when it communicates with the i-mployee server.
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7.1 - Configuring Device Communication Mode
i-mployee biometric attendance and access devices three means of communication
with the i-mployee server.

1. GSM (default communication mode)
2. Wi-Fi {in i-mployee models with Wi-Fi capability)
3. Ethernet

Your device comes with a preinstalled GSM SIM which is used for transmitting and
receiving data to/from the i-mployee server. GSM and Ethernet are available in all i-
mployee models. Wi-Fi is limited to selected models only. The default communication
modein all i-mployee models is GSM. In order to change the communication mode to Wi-
Fi (selected models) or Ethernet, scroll down the menu till

you reach the Communication Mode screen. Press OK. The NEFI?«IL'E'IEHE,E
screen will display the communication modes available in DEUICE SETTINGS
your device. The box against the current communication ((:))'1’: Eﬂﬂml.mic,at.ion

. e~ oae
mode will be checked. In order to select another T s &

communication mode, press the corresponding function
key. Press OKtosavethe settings. The device will restart forthe changes totake effect.

B3 Tl [ 4 [18: S5AK) B3 T1| () 7 |19 SoAr]
HMPAHY ABC COMPANY ABC
COMM MODE

7.2-Networksettings
This menu is used for configuring the Ethernet connection
B 1,1 () 7

with the device. In order to access this menu, scroll down COMPAMNY RABC
DEVICE SETTINHGS

the menu till you reach the Network Settings screen. Press

OK. You will be presented with a screen where you have to % QE}_";“;"-'E
eLLlnds

enter the IP address, Gateway and Subnet Mask for your | ' a 8

Ethernet connection. Use the keypad to enter the IP R

address. To enter a period betweenthe I[P address, use the * COMPAMNY RABEC

key. Use the down key to select the Gatewayaddress. Repeat NETWORIC SETTIHGS

the previous process to complete this field and then shift to

the next field with the down cursor key. Please ensure that
the addressesfollowthe valid format.
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7.3 - Changing Device Admin Password

In order to avoid any authorized change to user data, i-mployee device menus are only
accessible after entering a 6 digit numeric password. By default the admin password is
'555555'. This canbe changed through the “Change Admin Password” menu.

Scroll down the menu till you reach “Change Admin
Password” menu. Press OK. You will be asked to enter the
existing admin password. After entering the current
password you will be prompted to enter the new admin
password. Enterthe new6 digit numericpassword and press
OK. You will be prompted to re-enter the new admin
password. Repeat the previous step and press OK. The
device will display a confirmatory message informing you
that the device admin passwordhas been changed.

= 6z. 2015 B3 Tl M & [16: SoA 2.6z, 2615

COMPAHY ABC
CHANGE ADMIN PRSSWORD

&

Enter new
Fassword

12, 62. 2815 B3 T)| [m) 4 [18: 35AM
COMPAHY ABC
DEVICE SETTIHGS

[ XX ]
el Change Admin
Faz=zword

x

(2. 62, 2615] B2 )| [ % 192 SoAH
COMPANY ABC
CHANGE ADMIN PASSWORD
E.E Enter current

* Fassuword

7.4 - Device Status
This menu screen shows you the status of users currently
registered on the i-mployee terminal. You can see the
following statistics on this screen:
- Total number of users that can be registered on the
device

[=.92. 2015 B Tyl ) 4 L& 55AH
COMPANY ABC
)

Total usersi BEBAG4- 16k
Active uzersi AEESD
Inactive users: OEOEE

* ¥

- Numberofusers currently registered on the device: Thisincludes all users whose

attendance parametersareregistered on the device.

- Number of active users: These are the registered users on the device who can

also mark their attendance.

- Number of inactive users: These are the users who have registered their
attendance parametersonthe device but all their parametersare disabled.
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Chapter 8: Additional Features

Receiving calls on the device

i-mployee terminal has the unique feature of accepting phone calls. This feature can be
used as either a means of communication with the shop-floor / office or to make random
callsinorderto confirmthe presence of theemployee.

i ; ; ; i hz.es. 2@14@#« Tl [ 12: 23F
When receiving an incoming call, the device screen will i ABC

display an incoming call alert along with the caller ID. Press '—NPLDH’EE
F1toattendthe call or F5 to reject. It. \\\ Incoming Call
+22T131234567
ACCEFT DECLIME

The device has an inbuilt speaker and microphone through —
. . . 12.05. 2014 B ol = Tdl =2 12: 23P
whichthe incoming calls canbe heard / answered. COMPAHY ABC

On accepting the call, the device screen will display the o Eﬁéépégi .
status of the current call and its duration. To end the call EMD CALL
pressF3.

Access control*
* Optional feature

The i-mployee terminal can be used for access control. An inbuilt external connector
enables the device to authenticate users based on biometrics and then control access
devices. For further details please contacti-mpoylee customer support.
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Chapter 9: FAQs and Troubleshooting
Q1. The device screenis dimmed and showing the current date / time, whyam | unable to
mark my attendance?

Al. When the back light on the fingerprint reader is turned off but the device LCD is
displaying time/date, this means that the device is in energy conservation mode. Press
any key on the keypad and the fingerprint reader light will turn on. Place finger or swie
RFID cardnow tomark attendance.

Q2. Whyis my attendance dataisnot being upated on the i-mployee web portal?

A2. Checkthe status bar on the device LCD. The server connectivity icon should show the
connected status. If it is displaying an error icon confirm the availability of GSM signal or
availability of internet / Wi-Fi connectivity (in case of Wi-Fi communication mode is
selected).

Q3. lhaveaddedthe useronthedevice. Whycan't | seehim onthe i-mployee web portal?

A3. Afterregistering the user on the device, you need to complete the next step on the i-
mployee web portal. Log onto the i-mployee web portal. Go to HR Management >
Employee > Server Pending. User IDs of pending registrations will be listed on this page.
Click on the userand complete the remaining particulars of the employee. Once you have
entered the employee details and saved them, the user's attendance will automatically
bedisplayed onthe webportal.

Q4. How much data can the device retain in case of no GSM signal or breakdown in
communication?

A4d. i-mployee terminal has inbuilt memory which can retain attendance data for many
days. The data is automatically uploaded to the i-mployee server whenever the
connection is re-established.

Q5. Howlong canthe device operate in case of apower outage?

AS. Alli-mployee devices come with anin-built rechargeable battery than can power the
device forupto 8 hoursincase of powerfailure.
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Chapter 1: Introduction

i-MPLOYEE web portal is an integrated part of the i-MPLOYEE biometric attenance and
access solution. Attenance data sent bythe i-MPLOYEE biometric devices is analyzed and
presented in an intelligent manner on the web portal to keep management upto date
about their employee attendance.

This part of the user manual will guide your through the i-MPLOYEE web portal. You will
learn how to configure your company and departments, add employees and view their
attendance data.

1.1- LOGIN I-MPLOYEE LOG IN

e To login into the i-MPLOYEE
web portal, open the
following link on your web
browser:

Remember me

https://i-mpoyee.com/login Seel

On initial registration of your i-MPLOYEE biometric attendance device you will be
provideda username and password for your company's account on the portal. In caseyou
have a problem logging into your account, please contact the i-MPLOYEE customer
support on the numbers provided at thebeginning of this user manual.

e  Enteryourusername and passwordand click on login.

s Check 'Remember Me' option, in order to login next time without the need to

enteryour password.

This account is your company's 'Parent Account' on the i-MPLOYEE web portal. You can
create further 'sub-user accounts' to enable your departmental managers / supervisors
toview their departmental attendance and generate reports. Creating sub-user accounts
will be explainedin detailin the 'User Accounts'section.

1.2 - Navigating the web portal:

The i-MPLOYEE web portal is divided into two parts. The left pane “1” shows the various
sections and sub-sections of the portal. The right pane “2” shows the currently selected
page of the portal. This hierarchy of the web page being viewed within the i-MPLOYEE
web portal is shown on the top right hand side of the web page “3”.

Icon “4” displays the username of the user currently signed in. In order to sign out from
the web portal press

Clicking on the icon “5” will hide the left pane, giving you greater viewing area for the
current page. Clicking again on the icon will bring back the left pane.




IMPLOYEE

Web User Manual

Dashboard

Allendznce

Cumznt Dale: 06-Teb, 2015

Allendance u 4— a

Mlerts & Notification

egister00cc023

ster 200013

Dashboard

Mendance

[IST—

ot Dzvic:

Alerts & Notitication

1 e

2 Hew

1.3 - DASHBOARD

Onceloggedin, the i-MPLOYEE dashboard will openup where you can view:

s A summary about your company's attendance statistics for the current day

including

- Total present

Absent
Full / halfleaves
Latecomers

e Agraphicalrepresentation of the current day's attendance statistics
e Summary of the number of devices, registered employees, and pending

registrations.
e Alerts and notifications about pending user registrations or based on pre-

defined alerts
e Departmentwise attendance summary ofthe current dayin graph form
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Scrolling below the dashboard will show you the detailed attendance of individual

employees. Clicking on a employee's name will take you to the detailed record of that

individual.

Dashboard

Attendance Attencance

Alerts & Notification

e bending ki

Department iall) Sevice(All)

attendence

Sl =) o Pt Mg

4 a0
2205 s [ 4 omcos B e
b ’ a0

A admin~

Cunrent Bale: 06 Feb, 2015

Bar chart shows department wise attendance state of registered employees. Tabular
attendance record of the current date is also displayed below the Dashboard. User can

directly view the

record of each employee from this table. Click on an employee to view his/her detailed

record.

1.4- Changing your account password

Click onthe usericon onthe topright side oftheweb
portal. Asmall window will drop down.

Clicking on profile “1” will open the details of the
current user.

demo - [demo]
Membersince April 2014

Profile Sign out

03
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Clickthe “Change Password” tab “3”

1.5-Signing out

My Profile

L/

User Detail Change Password

User Name Demo
Login Name demo
Password *xxxxx
Employer Demo company
Creation Date 2014-04-15 05:05:14

Created By Super Admin

To singout form the i-MPLOYEE web portal click on the “Sing Out” button “2”.
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Chapter 2: Setting up your company

Before enrolling users you will need to create your company profile and add departments.
Once the company structure is created, you can start adding employees and assign them
totherelevantdepartments.

[l HR Management v

On the left panel of i-MPLOYEE web portal click Employee
HR Management>Organization>Company Profile Hi Leave Management
tonavigate to the Company Profile web page. » Organisation

®» Company Profile

2.1 - Company Profile

Company related information can be viewed and updated from this page

Company Profile

Name Demo company
Address 1 1st Floor, Business Aracde
Address 2
Street 2
City Rawalpindi
State Punjab
Country  Pakistan
Zip Code 46000
Phonel 321000000
Phone2
Email demo@demo.com
Website hitp://democompany.com
Description  Demo Company
Contact Person
Contact Phone

Logo

Creation Date  2014-04-15 10:04:04
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2.2 -Departments

You can add individual departmentsin your organization using thismenu.
e Toaddanewdepartment or sub-department clickadd new EB
e  Fill department details and select whether it is a sub department of another

department.

e Toview employeesin any department clickits name 3

Manage Department

a—

8—/ —

Departmentiode Pagent

k]

Sagch
location n

s Create a hew department. Assignh parent department {if any).
s C(Clickon'Edit' whileviewinga department, to update its relevant details.

s Press'Save'forthechangesto takeeffect.

Create Department

Fields with * are reguired.

Parent

Nl -
Nama*~

FPGA

Department Code *
FPGA-01
Location
Rawalpindi
Is Main

@ ves T No
Active

@ Active
Emnployer

De-active

Technological Research Solution Pvt. Ltd

m

View Department

o

Department Detail

D

Name
Department Code
Is Main

Authorized
Person

Policy

Active
Entered By
Entered On
Creation Date

1d Employer

Employee List

2
Software

50102

2013-06-17 05:58:18
1

Edit Department

Fields with = are required.

Parent
Mull -
Mame ™

Sullware
Decpartment Code ®
s0102
Location
Rwp
Is Main

Yes ® No
Active
@ Active
Employer

De-active

Technological Research Solution Pvt. Ltd

S m
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2.3 - Designations

Create employee designations for your company from this menu.
o Toadd new designation, click'Add New’
e Enter the designation name and select a department (in case the designation is

specificto a certain department).

Designation

08— pm

10 ~ records per page

e\

“  Description

Chief Executive Dfficer CEO

Priority|

N

Click on an existing designation to view its details or to edit it. 3

e Add a new designation. Fill in the relevant details and press 'Create’.

s (lickon'Edit' while viewing an existing designation and to updateits details.

s Press'Save'toimplementthe changes.

Create Designation

Fields with * are required.

Name

HR Officer

Description *

Managing HR and Reporting to GM
Department

HR & Admin

Employer

Technological Research Solution Pvt. Ltd

Active

@ Active
Priority
2

Create |

De-active

View Designation

Edit

|
Name  Account Officer
Description
IdEmployer 1
Adtive t
Priority

Entered On

Edit Designation

Fields with * are required.

Name
:Accou nt Officer
Description *
Handles Accounts and Reports to GM
Department
Account
Employer
Technological Research Solution Pvt. Ltd

Active

@ Active ) De-active
Priority

P&

| Save ‘




iMPLOYEE Web User Manual

2.4 - Manage Groups
To create newgroupsor manage employeesin a particular group use this page.
e To assign single, multiple or all employees in a department to a group, use the
assign group link.

Manage Group @ e
159
-
1 Displaying 1-30f3 result(s Lu
Horing o Emplozeswatin in o moming s ron OB 000 b 50U Y
"
\ e o bmplgeesyotnng ntre erenmg st Fom B Mo 02084, 2
X
Contret o Enplojzesusingoa oovact s b
%
1. Click to create a new group. Fields with * are required.
Title *

Assigh employees to a group.

Morning

3. Names and description of already existing DeLipHon,
Group of Employezs working ir the Morning Shift from

groups. 08:00 AM to 05:00 PM.

Employer
Technological Reszarch Solution Pvt. Ltd

s Selecta group. Assign Group
s Select a department to get the list of

Fields with * are required.

employees of that department or get Group | e
the list of all employees in the r éﬁdﬂ_
organization et Lo

s Chose employees to be added in the i -
selected group. You can add all the TN e
employees as well. Selected
employees names will be displayed on

right.

e Click 'Assign Group' from previous sista)

page and repeat the above steps to edit
employeesina group.
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Employee List

Add All Employee 3 Employee selected Remove All Employee

Ahsan i

+

+ Muhammad Amman =
Uzair =| ¥ Umair =
Arslan ¥ Jawad =
Haseeb

Muhammad Ayub
Bilal

Muhammad Ammar
Qasim

Dwais

wWwajahat

Hasham

Allah Dittah

b+ + + + + + + o+ o+

Ahmed

2.5 - Organogram
Organogram shows the complete department wise hierarchyina company.

View Organization Chart

ﬁﬁmﬂﬂ "‘ o
O G & G a &

i M. Mohammad | Zain-ul- Ahsan  Muhammad = umair
Tauseef Ali Amin Arifeen Hashmi Saleem Malik
3 Software sw Software | Software  Software = Software Project

Engineer Internee Engineer | Engineer | Engineer Engineer Manager
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Chapter 3: ENROLLING USERS

3.1 - Add Employee

New employees have to be registered at web-end as well as device-end (order does not
matter). To add new employees at web-end, fill in all the essential details in Personal,
Contact Details and Employment tabs. Employee photo canalso beadded.

Create New Employee

Fields with * are required.

[ HR Management ne ]
. | Reset

» Employee

Users can also add custom fields according to their requirement, and view them on the
desired page i.e. either on 'Personal Information' or 'Contact Details' or 'Employment’

Personal Contact Details Employement
» Add Employee
Bulk Lidate Salutations Religion
. Mr - Islam -
. First Name * Qualification
civer Eending Muhammad Bachelors (Honors) -
52 Leave e Middle Name Employee User Name
Jawad mjawad
Last Name Password
Saleem sssescsnees
Nationality = Confirm Password
Pakistan - seccsssssse

tab. Atotal of 16 custom fields can be added.

Custom Fields

Smoker : Yes -

Transport Used : Car

Adding custom fields has been explained in 'Settings' section.
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3.2 - Device Pending Registrations

Once an employee has been registered on the web-end, his/her attendance parameters
(biometrics /RFID / PIN etc) haveto be registered on the i-MPLOYEE device. The following
page shows the list of employees who have been successfully registered at the web-end,
but are waiting to be added on device-end. Once users are successfully enrolled on the
device, their names are removed from this list. For details about registering users on the i-
MPLOYEE device, see part 1 of this user manual.

Device Pending Registrations ‘ # Home
10 + records per page Search: u
FirstName Lasthame Employee No Department Adydress Phota
70 00000125 )
I
ashraf 00000121 )
L
test2020 00000140 )
FE

3.3 - Server Pending Registrations

In case users have been registered on the device first, but not enrolled at the web-end,
their names appear on this page.

Server Pending Registrations @ Home
10 = records per page Searth: n
Device Employee No Aclion

2 0 T
Teresol-2 04000004
Tereso.-2 04000004 < B

-2 L S
Tereso.-2 04600005

Click on process. This will open up the “Create New Employee” page. Follow the
procedure explained in “Add Employee” sectionto complete the user'sregistration onthe
i-MPLOYEE server. Once the changes are saved, the user's attendance data is
automaticallyincluded inthe company's attendance.
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3.4 - Bulk Update

Use this page to update information regarding department, designation, joining date or
account status of multiple employees.

Employee Bulk Update & Hore  Zmployee
10 ~ records per page earch:
Employee Name * Department Designation Joined Date Status
Azmir Bilal Techn Greer - Market ng Executve - 2015-0115 Active -
Abcul Aziz Hardviare v Technician - 0000-00 Activ: ~
Adeel Ahmed TechIn Greer v Technician - 2015-06-15 In-active ~
Adil Nazir Khan 4R &Admin v Acountant - 0000-00 Active  ~
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Chapter4: ATTENDANCE

Detailed attendance record of employees can be viewed from this section. The
departmental supervisor / HR Department can also mark employee attendance manually

from thismenu. This section hasbeen divided into two portions:
e AttendanceataGlance
e  BulkChecklIn/Check Out

4.1 - Attendance at a glance Fri,6th Feb 2015  16:22:41

Managers / supervisors can view daily attendence

of employees from this page. Use the available & e

filters like Date, Department or Device to refine e
will Attendance

yoursearch.
Enl HR Management 3
Search Information
Date: 2015-01-14
B Department: —All- *
B Device: —All-- .
n > ‘SL'“M Edit customize table 4—3
1. Select attendance date.
2. Select name of the department or 'All' to fetch desired attendance records.
3. Select device name or'All' to view relevant attendance data.
4. Press search to proceed; graphs and table will be updated accordingly.
5. To customized the fields appearing in the attendance report, press this

button.
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The attendance table can be tailored according to your requirements. Forexample, if you
do not want to view the 'Designation' column, you can simply remove it from the selected
columns list on the 'Dashboard Customize Grid Column' page. Screenshot of the
customize fields menuis given below;

Dashboard Customize Grid Column
oo B
Fizlds with * are required. /
4
P actdifll Coliimin s AdsCotumn Salectad - Remave Al Colim a
smpin + ~ ¥ izerDate -
Gender + # Enrol-1D =
vlannedHours +| | ¥ emoloyee_name
GraceTime_Start + ¥ phetn -
GraceTime_End + 1 Departrent -
OverTimeRule + |=| ¥ Designation -y B
B > EmpNo + * user_tireln -
Employee +
grouss + -
Start_GClime + -
Frd_GCTime + ¥ Feature o
OverTime +
checkOverTim= i T
61 save |

Add all columns from the list in the table.

List of columns that can be added in the table.
Total number of selected columns.

Remove all entries from the list of added columns.
List of columns added in the table.

Press to save the updated settings.

e e SRCON N =

4.2 - Bulk Check In/ Check Out

This menu gives management the option to manually mark the attendance of
employee(s)in case of a large number of employees miss checkingin/out, or theyhave to
be manually checkedin/out owingtoaholiday being declared etc.

Following page will open on selecting 'Bulk Check IN/OUT":

Date Time: Department: ‘ Employee List:
Date: 2015-01-14 x = Ahsan Hashmi(12:22:00}
Hardware Umair Malik{12:22:00)
Time: 12 =145 ~ (hh:mm) HR & Admin Jawad mf12:22:00)
. FPGA Zain-ul-Arifeen( ()
Deviees | Tercwolg o Production Mohammad Al Amin()
Action:  CheckIN =~ Tech In Green M. Tauseef ()
) Management Syed Shehryar|)
Status: @ Present )0Qut Station Account Kamran ()
ﬁ_ ] ahisan test test|)
IM |El ~ ||| demo_ahsan test()
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e Select Date and Time of attendance.
e Selectthe device on which youwant to mark the attendance.
e Specifytheaction to beperformed onthe selected date, time and device; 'Check
IN /Check OUT".
e Status of the employees, whether theyare present at the office or out of station
for official work.
e Selectdepartmentfromwhichthe employeesbelongto.
e Select employees* from 'Employee List' and press 'Submit' to perform the
requiredaction.
*Only the names appearing in green can be selected. Names appearing in red are those
employees who have already marked the attendance 'Action' which is being marked
manually.

Chapter 5: REPORTS

Attendance datasent by i-MPLOYEE attendance terminals is consolidated and processed
on i-MPLOYEE servers. This data can be retrieved through intelligent reports which
enable management to stay informed about their employees' attendance Apart from
reports related to employee attendance, management can also generate report about
the devices information or reports relevantto predefined alerts /staus.

Reports can be generated and exported from the web portal in either PDF, XML or CSV

formats.
Reports
#& Dashboard
Reporting Dashboard
il Attendance :
Report Type
L P < )y ———> Attendance Summary All Devices - — a
Department
i Reports B ————— | Al Departments 4| Apply Rounding on Worktime
il i Employee
I Alerts <
n —_— v V| Apply Rounding on OT
I Setting " Frmi Dte <_ﬂ
B ———)p 20141012 ¥| Apply Rounding on Intime
== Support To Date
G ——f——P 2014-10-25 1 Apply Rounding on Quttime
BE Access Control / monitoring
2 Device b a
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1. Select the report type. Types of reports have been explained further in this
section.

Select devices for which thereporthasto be generated orchose “All Devices”.
Similarly select departments or chose “All Departments”.

Select names of the employees or leave blank to get all the employees.
Define reportstarting date.

Define reportending date.

Selecttimerounding features.

0 N OV A~ WN

Click 'Report' to generate report in the browser and take the print directly or
selectany of the remainingthree to export the report in the specified format.

*Note: Filters from 2to 7, shown in the previous figure will change according to the sort of
report that has been selected by the user. Only those filters will be visible that are relevant
to a particulartype of report.

Following types of reports have been currently integrated with the web portal.

5.1 - Attendance Summary Report
User can see the attendance summary of the selected employees on selected devices in
between thespecified date range.

Attendance Summary

2014-10-19 - 2014-10-25

AB= Absents TL=Tull Leave TL=1alf Leave TR=Presents Li=Lateln T0=Early Out MP=Mispunch OT= Ourtime

Software
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5.2 - Weekly Attendance Listing Report

This report covers detailed attendance of the selected employees, on the selected
devices in between the chosen date range, including the check in/out times, break
starting/resumetimingsetc.

Weekly Attendance

2014-10-19 - 2014-10-25

Teresol-2

Khisan Hashml

H ' H) !

Break | Resume | Oul  Work | Over Time | Short  Leave Taken | Remarks |

bo18:19:00 000 0.00 L0.00

5.3 - Terminal Activity Report

User can view the list of all activities/transactions taken place at a particular device or all
the devices. Date wise list is generated, displaying time of the activity along with user id of
the person who performed transaction.

- P e,
Terminal Activity Report g
2014-10-19 - 2014-10-25 2 af 1))
-10-19 - -25 b
1d Description Date ‘I'ransaction
2014-10-19 09:03:00 000045 10:40:00 008888 10:40:00 000072

0544:00 000045 06:18:00 008888 (65:25.0 DO00T2
07:41:00000070  08:21:00 0C003D  08:30:00 000066
0834:00 000016 08:49:00 (000G (18:49.01 D19999
08:54:00 000046 08:56:00 (C001D
400055
E 400022
2014-10-20 09:12:00 000012 O 00002 0
09:14:00 000037 0 400006 0! 0004
09:19:00 000018 09:24:00 000013 09:27:00000031  D2:28:00 10NO33
09:30:00 000015 400005 00000001 9:46:00 000043
10:12:00 000019 00014 00000030 11 2
13:26:00 000044 :00 600025 14:32:00000021  09:00:00 C0IC3S
18:15:00 000071
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5.4 - Employee Name List Report

Generate report of employee(s) details for a particular department or all the registered
employeesinthe organization, theirnames, designation, emailid etc.

User Listing Report

Total Uscrs : 64

[sed[ v || vsernume [ Name  |[Departnent]]  Designation || Enail [ Puane | OB |Gemder][ Cants [siatm]
L e90000m Al b Esboni Soflume  Sollwie Bupines UGDISLT 0CCOCC M TOOODS  Acive
0000001 Ui Uz Melik Softwvae  Troject Manager s malik@yehoc com 000 mocare Male T Asive

3 0000004 Uzaic Uzair A%zl Hardware  Hardware Engineer 032738513 19SC-LLT Male  T000047  Asive
4 oDU0DU:  Arskar Arslen Quieshi Hadwae  Scllwae Enginee USIGLINGI) UDUG-UCGC Male  LOODIGH  Acive
5 00000006 Emsces Hasech Zabis Hardware  Scfowaee Engincer haseeh zaiid T horaail =5 03455200504 000C-0C-00 Male  T-000062  Aesive
o ooueous  Bilisa bilal sbalid Hardware  Project Manager WU Male  B00WS Acive
7 00000010 Qusm Qasun Tamal Hardware  Hardware Eromeer Q@ jamal@lrve com 19871015 Male  TO000D®  Acave

arévware Design

8 00NV Ovais Ovais Fazzm Hardware g

03016937 20131207 Male  T000R2  Asive

9 9Iu000U:  jawad Jzwad Saleem Software Scftware Engineer U3S15220082  19SG-U1L2 Male  L0ODNGS  Aciive

5.5 - Department Listing Report

Generate report regarding the number of employees in each department.

Department Listing Report

Total Departments : 8

[ ] Namc Il Total Users
1 Sofwase 17

2 Eardware 2

3 ER& Admin 17

4 FRGA 5

5 Producion 0

6 TechnGreen s

7 Management 8

8 Accomt 3

Fuwow 215013916210 All Rights Reserved by Lercsol(pvt.)
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5.6 - Group Listing Report

Generate report regarding the number of employees in each group created by the
organization.

Group Listing Report
D&M

Total Groups : 3
Sre H Title H Total Employees
1 Mormng 3
I Fveang ]

Contract 0

Bl Ou: 200500006415 Al Righte Reserved by Teresol(pvt.)

5.7 - Electronic Time Card Report

This report is similar to the weekly report with an extra feature that it also displays the
work schedule of an employee with regard to the days defined by the organization. Atthe
end of each employee attendance detail, a table displaying the number of different types
of days (as defined by organization) falling in the selected duration and employee work
details relevant to each day are calculated.

FElectronic Time Card {dﬂ-M %
3 q@ -
2014 11 24 2014 11 30 r =
\D\/QJ N 5
Teresol-2 |
2 Ahsan Hashmi Seftware
Dare | WeekDay DayType Sche In Break | Resume Ou_ | OT | Dome | Work | OverTime | Short  LeaveTaken Remark
WU Mooty 0700 12800 | 000 | 000 ¢ om0 000 00 -
WAW ) 00 [
) Wz §ew | ow ¢ o o om0 -
1000 N L e ;6o ¢ oo 0 ) &
©29:00 1500 | 000 | 000 | 000 0 000 =
H o | o : : -
€0 | 000 e
Abenl 1w
Totat Days Fresent Absent Wark Orertime Short Aawal 10
0 0 10 1 10 10 10
o o 1 1" 10 I gt 10
0 0 1 L 10 12 Mty 10
0 10 10 1 10 12 10
1 0 w i 1 w 10
19
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5.8 - Tardiness Report
This report shows employees with tardiness for example: late in, early out, and etc. This
report will show the time of tardiness in red and the total short minutes.

*Report View Currently Not Available

5.9 - Transaction Listing Report

This report is an extension to 'Terminal Activity Report’. This is a detailed report which
shows date and time of the activity, performed on which device {device name) along with
user ID and name of the person who did thetransaction. Transaction type s also given in

thisreport.
i Your
i\y:i @MY

Transaction Listing

2014-10-19 - 2014-10-25

I Transaction mode:

0= Check In , 1= Check Out

‘ Date Device Name User ID User Name ‘ Transaction
2014-10-19 03:03:00 Terescl-2 200045 Muhammad Bashesr 0
2014-10-19 17:15:00 Teresal-2 100043 Muhammad Bashezr

0

2014-1-19 10:40:00 Teresal-2 (08888 Nasir
2014-1-19 22:06:00 Teresal-2 (0888 Nasir 1
2014-1-19 10:40:00 (0888 Nasir 0
2014-10-19 22:07:.00 (ogsss Naar 1
2014-1C-19 10:40:00 teresal -1 (08888 Nasir 0
2014-10-19 22:06:00 terescl -1 (08888 Nasir

5.10 - Terminal User List Report

This report gives a detailed list of all the employees registered on a device(s), along with
their employee id, name that displays on each terminal while marking attendance along
with the information that how the employee is registered. If the employee is registered
via RFID card, his card number will be displayed andif he is registered via fingerprint, then
a'l'would bemarkedin relevant column of report.

Terminal Users %t\ } 5
- ~
Terminal: Teresol-2
Employee Employee Name Name on Device Privilage Card Fingerprint

00000001 Mubermmad Ammen Khan
: - AbsnHoshen
i Ml
Uzarr Afzal
‘Atsn Quresd
Haseeb Zahd

408D431F 1
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Chapter 6: HR MANAGEMENT

6.1- Employee lul HR Management v
Employee List —

e Complete list of registered employees can be ¥ fioltion

viewed on this page. .

Company Profile

e To view detailed information of any particular
employee, clickname of that employee.

Employee & llome

10 ~ records par nage Search: ﬂ

FirstName LastMame CNIC Department Address Photo L

Muhammad Ahmed 3740111111122 FPGA Kehati Bazar

“
Mohsin Shafig 34603-2443611-3 FPGA H#7, Lane 2, Sector-H, DHA Phese-ll ﬂ

Ayaz Ahmad A1101-5154278-1 FPGA G-R12 Islamabad

Anig Igbal 35202-3652157-9 FPGA (C-2-14, Eden Life Style Homes

The following detailed information tabsare available when an employee nameis clicked:
»  Employee Personal Information
»  Employee Contact Details
o Employment Details
» Employee Monthly AttendanceRecord
o Employee Leave Record
o Emergency Contact Information
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Monthly AttendanceRecordofan employee:

Employee View 2 Home,

Ul —— P Fersoral | contact Details | Employment | Attendance | Leave Record | Emergency Contact

' Month: 11-2014
8

I Checkin CheckOut

—0

1 NOV 2014 CNSCKIN 0.05 | LISCKIUL 16719

12:00 AM
16:00 PM
200 PM
B0
4:00 PM

1700 PM
16:00 AM

Thme i day tHour f Mirxes)

The graph represents the monthly attendance record of an employee for the month of
November 2014. Dates are on the horizontal axis, whereas time is on the vertical axis.
Hover mouse over a bar, to get exactdate and checkin/out times ofthat particular day.

1. Selecttherequiredtab, 'Attendance'tab currentlyinview.

2. Specifyyearand then month for which theattendance hasto be viewed.

3. Barsrepresenting work hours spent by theemployee on each day.

4. Information displayed on hovering mouse over a particular bar, displaying date

andcheckin/out times.

6.2 - POLICIES

6.2.1 - Time Table
Timetable and attendance schedulefor employeescan be defined here.
s To create a schedule click Add new and to view details of a particular schedule
clickits name.
s Dailyand weeklytimetablecan becreated as per requirements.

Schadule List & Home & “RUanagement - @ Orzenization - @ Policy

— 3
Displaying 1—:qures.n

41548 1Tt $

a B eresal_mming? e

5 nuaing 2 LIS 201501E 113545
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1. Click to add a new schedule. Create Schedule
2. Listofexistingschedules.

Fields with * are required.

Schedule Name * sct
Schedule Description Schedule Descrip

Schedule Type

Create ]

Currentlythere are threetypes of schedules that can be created:
1. DailySchedule
2. WeeklySchedule
3. FlexiSchedule

Daily Schedule - Working schedule that rotates daily. This schedule is suitable for multiple
shifts, overnight shifts, open shifts, rotational shifts, where the work schedules change
daily.

Weekly Schedule - Working schedule that rotates weekly. This schedule is the most
commonly used working schedule worldwide where working days fall on weekdays and
off days fall on weekends.

Flexi Schedule - Working schedule that does not include any 'late ins’, 'early outs' or
'overtime'. This scheduleis suitable for groups of workers having flexible working time.

6.2.2 - Roster

Weekly and monthly time table can be implemented viaroster.

There aretwo types of group duty rosters:

Weekly - Group duty roster for weekly basis. This is the most commonly used working
rosters worldwide whereworking days fall on weekdaysand off days fall on weekends.

Shift - Working schedulefor daily basis. This is suitable for multiple shifts, overnight shifts,
open shifts, rotational shifts, etc. wherethe work schedules change every day.
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Roster & Hom= - BFRMenazzment - @Orgenization - BFelcy - 7

0 —1 Em e

Displaying 1-2 of 2 rest

1 it roszr Weskly 0

Weskly & 24

1. Clickto create new Weekly roster.
2. Clickto create new Multi Shift roster.
3. Listof previously created rosters.

Click anyroster nameto viewits details ortoedit it.
For creating a Weekly roster fill in the relevant details, roster name, its description, day
type, whether workday, rest day, off day or holiday and assign schedule {explained in

"TimeTable'section)for each day.

Similar procedure is for creating a new Multi Shift roster, with the exception that the shifts
for each day would have to be handled separately.

Create Daily Roster @ tHome - @HA Management - @ Organization - @ Policy
Hields with * arerequired.
Restername * Rosterdesc
2015 -
Auto Schedule
Weekdays: DayType Schedule
Sunday workday - -
Monday warkday - -
Tuesday workday - >
Wednesday warkday - -
Thursday workday - -
Friday workday - -
saturday workday - -
Effcctive Dates: 01/16/2015-01/16/2015 =
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12

[ [T [T T TTTTTI
EEEEEEENEENE
[ [T [T TTTTTIN
[ [ T[T TTTTTIN

"
&

20

21

28

8
B

Create Shift Roster

@ ome  @HRManssemer: - @ Jrmanzaior - @Folicy - @Roste-list - Createsh it
Fields with * are required.
Rostamarne * Rosterdesc .
shiftday 1 -
2015 -

Auto Schedule (MultiShift)

Weekdays: DayType schedule Schedule2 Schedule3

1 werkduy - - - -

7 werkday = < & T
2 werkduy - - - -

1 werkday <] - - -
5 werkday = 5 B =

[ warkday - - - -

7 warkday - - - -

8 werkday = B B S
l shiftl | Shitz | Shifta |

Menth: L 2 2|4 5 6 7 8|9 10 11 12 10 14 15 16 17 (18 19 20 |21 |2 21 24 25 26 27 28 29 30 31
. | | |

- NN

- EEE—-—

may

-~ EEE—

. I -

g

= | | | |

- AN

« N
Create
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1. Select the number of shifts per day. Fill the required details.
2. Rosterdisplay for each shift.

6.3 - User Accounts
Web accounts for employees/departmental supervisors can be managed fromhere.
e To add new account click Add New, fill account details and provide a username
and password.
e Available accountscanalsobe modified, activated or deactivated.

USER Accounts @ rHome
B
Lispleying 144 o 4 resultis).
0 Ar il eela 123 Acti
i - tngot 4
a 14 : = v
4 b ! :

1. Clickto add a new user account.
2. Listof already existing accounts with username, password and status details.

EnterName of the person towhom the account is being issued.

s Username for logging in to the account. T

s Enter password and its confirmation as

Fields with * are required.

well.
Hame
e Role of the account user. These roles are Ahmed
created by the organization itself. Creating f:;:':“
roles has been explained in'Users Roles and Password *
Rights'section. e
o Will the account be active as soon as it is ol
created? Select as per requirement. i::i:z::gicamesearch Solution Put. Ltd
e Press 'Create’ to generate an account with User Role
the stated settings. L e -
Active +
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Chapter 7: SETTINGS m

222 Reports

7.1 - Custom Fields - ’
User can add custom fields which can be used to further .
classify the employees while enrolling them. These custom e
fields canbe of two types: = Support

1. Textor Number

2. Dropdown list 122 Access Control / monitoring
These custom fields will be displayed on one of the pages in

the Add Employee section, as selected by user while | = Devices i

creating a custom field. Users can create a maximum of 16
custom fields presently.
Inorderto create new custom fields, follow these steps:
1. Select“Settings” tabs from Main Menuon theleftside of the page.
2. Select“CustomFields” from the given options.
3. “MangeCustomFields” page will open, once clicked on “Custom Fields”.
Custom fields {if any), will be displayed on this page. User can add more fields by pressing
“Add” onthis page. Totalnumber of fields that can be added is also displayed onthis page.

Manage Custom Fields & lore @ Geting

Remalning number of custom fizlds: 13

10~ records perpage Search:
B —  Mame Sueen Typz

Contact Detals contact_detail dropdown
personal text

Srmoke pessonal éropdown

Shewing 1to 3 of 3 entries !

1. Remaining number of fields that the user is allowed to create.
2. Add new field. Fill in the following fields:
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N

Create Custom Fields

Fields with * are required.

Remaining number of custom fields:13
Name *

—Ppt Smoker

Screen
68— resonal -
Type*
B—D» DropDown -
Select Options

n—b» Yes, No
B_’| Create |

Enter desired name of custom field.

Select screen where this field will be displayed.

Select type of this field i.e. whether text/number type or to be selected from
predefined items in the drop down list.

This entry is optional and will display only 'Dropdown’ type of custom field is
to be created. Write the options to be shown from which the user can select a
single one. Enter fields separated by “” {comma). E.g. If the user wants to
have two options e.g. 'Yes' and 'No' in the dropdown list, then he must write it
as follows: “Yes, No". Numbers of entries have currently not been fixed.

Press to create a new custom field.

List of previously created custom fields. Click on any one toview/edit it.

7.2-UserRoles and Rights
Administrator can create and define roles of users that canlog in tothe web portal. Along

withroles, rights and permissions of each user role are alsonominated in this section.

Inorderto create new Roles, follow these steps:

1
2.
3.

Select “Settings” tabs from Main Menu onthe leftside of the page.

Select “User Roles & Rights” from the givenoptions.

“Mange Roles” page will open from where new roles can be created and
previously created roles can be viewed and editedif required.

Roles (if any), will be displayed on this page. User can add more roles by pressing “Add
New” onthispage.
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Clicktoadd newroles.

List of previously created
roles. Click on a role, to
view its relevant details,
permissions granted to
that role and to edit if

required.

The following page will open when (2]
“Add New” is clicked:

Manage Roles

+

ALERTS

ATTENDANCE

CUSTOMREPORT

SubAdmin
—» | HR Manager
HR Reception
Create Role
Fields with * are required.
Parent admin
User Rele Name® Role Name

Role Permissions

[[IDevice alert setting

Ticheck infout

“delete customReport

[Cupdate customReport

[Ficreate customReport

[CList customReport

iew daily attendance

Enter name of user role. Check items from the list provided under “Role Permissions”.
These permissions have been classified into their relevant groups. By selecting an item,

administrator will allow the user, whoever is allotted this role as told in “User Accounts”,
to make modifications in the selected item. Once done with permissions, click “Save” at

the bottom of this page.

Roles can be assigned to users when a new user is created. Creating users and assigning
themroles has been explainedin“User Accounts” section.
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