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Operation Steps

Suitable version: iVMS-4200 V3.1.X.X or later
1. Access control module:

2. Attendance configuration

3. Shift schedule

4. Generate attendance report

How to Configure Time Attendance Rule (cross day shift)

Configuration Steps:

1. Access control module:

Add an access control device to the iVMS-4200 client, configure and issue permissions for the
access control point, and confirm that the access control event upload is normal.

2. Attendance settings

1) General rule
Support to set basic attendance rules, including weekend, auto-calculate attendance time,
authentication mode, and record attendance data information according to the rules. (No need to
set by default)

iVMS-4200

Time & Attendance ™ Event Center = Person D A ntro EThIS and Management

Weekend Settings

cend [] Monday [ Tuesday [ | Wednesday [| Thursday [| Friday ~ Saturday ~ Sunday

Auto-Calculate Attendance
General Rule

Calculate at  01:00:00

-

Il get the attendance events of the configured atte odes and calculate attendance.

Advanced Function

Calculation Accuracy  Statistic Item | Min. Unit | Round-Off Control | Display Format
Late min 0 off MM

Early min tound Off MM

2) Attendance check point settings:
Set the card reader as the attendance check point and record the attendance check-in or check-
out operation by swiping the card/password/finger/face on the device/reader.
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iVMS-4200

Time & Attendance @ Event Center B Person

Set All Card Readers as Check Points .

| Check Point Name

Overtime

Attendance Check Point

Holiday

ce and Management

“| Check Point Function | Device Name | Car

The default is that all access points are the attendance points for commuting, if you need to set
the corresponding access points as attendance points, you can add them manually

iVMS-4200

Time & Attendance

Total: 1

¥ @ 80 ] | €heck Point Name “ | Check Point Function | Device Mame | Card Reader Name | Remark

* B D Doorl o

¥ [@ Exit Card Reac

Attendance Check Point

ce Handling

Check Point Function

Set as Check Point

Note:

680 Doorl_Entrance Card...  Start-Work

680 Entrance Card Read...

Other setting items in the attendance settings (overtime setting, holiday setting, etc.), the default

setting is fine, no operation is required here.

3. Shift schedule

Important parameters of attendance scheduling configuration include time period, shift and shift

schedule
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1) Time period-Work Time
Basic settings: Custom modify the time period name, other defaults do not need to be
changed
Attendance Time: You can set it according to the actual shift time, and you need to pay
attention to the effective time setting. In the picture shows first time period is 5:00-13:00, second
period is 14:00-22:00, software will select the period automatically according to check in time.
Absence settings: generally do not need to change

iVMS-4200

Person Time & Attendance L] ntrol Maintenance and Manag

+ Add X Delete Work Time Break Time

@ First Timetable RS
Name First Timetable
Timetable Type General

Calculated by First In &

nce Handling @ Enal -

@ Calcula ded Duration (S

Attendance Time

Configuration Result

M Valid Time of Out Work Time Late/Early Leave




iVMS-4200

Person Time & Attendance El Access Control Maintenance and Management

+ Add X Delete Work Time Break Time

Attendance Settings

@ First Timetable SRR SRS

G Timetable

@ Second Period Name Second Period

B ki
B shift schedule

Timetable Type General

Calculated by First In & Last Out
Attendance Handling (@ Enable T&A Status [ ]

W Attendance Statistice v () Calculate Break Time into Attended Duration (I

Attendance Time
Start-Work Time  14:00 - Valid Check-in Time  13:30
End-Work Time ~ 22:00 . Valid Check-out Time ~ 21:30
Calculated as 480
Late Allowable 10

Early Leave Allowable 10

Configuration Result

M Valid Time of Check-In/Out Work Time Late/Early Leave Allowable

Shift
Enter the shift name (support custom)
Select the shift cycle (you can choose by day, week, month), general select week here
After clicking the "Default Timetable", click the time bar in the schedule, and save it when
the corresponding color appears.

iVMS-4200

B Person Time & Attendance D Access Contro Maintenance and Management

+ Add X Delete
Shift

FH  Attendance Settings

Name Multiple Shift
B Mulkiple shife

o)

-

B shift
B shift Schedule

Timetable
Repeat Cydle 1

First Timetable ‘ ‘ Second Period

X Delete [ Clear

Attendance Handling

Attendance Statistics

Assign
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Note: If you need to schedule shifts on weekends, uncheck the weekend settings in the basic
attendance rules, and then perform weekend schedules.
As shown below:

iVMS-4200

-

3)

Time & Attendance ™ Event Center

Weekend Settings

Auto-Calculate Attendance

Authentication Mode

Authenti

Advanced Function

d [J Monday [ O day [ Thursday [ Fridy

Statistic ltem | Min. Unit | Round-Off Control | Display Format

Shift schedule

Enable multiple shift schedule and select second period as alternative shift schedule
Effective date: set according to the actual effective date of the on-site shift

iVMS-4200

= Person

Timetable
Shift
Shift Schedule
ce Handling

[P Attendan

After clicking Save, the schedule information will be displayed on the calendar interface, as shown below:

Time & Attendance |:| ontro Maintenance and Managemen

Department Schedule
+ Include Sub Organization
Shift
¥ B New Organization
lultiple Shift Schedule
Alternate Period 1

Expiry Date

Rule

B Muki

~ Enable
=cond Period

2020-11-01-
[l Check-in Not Required
[l Check-out Mot Required
] scheduled an Holidays
[T Effective for Overtime

["] Flexible Shift Schedule on Weekend

| Cancel |




Title: How to Configure Time Attendance Rule (multiple shift)

| Version:

[ v1.0

Date:

30/12/2020

Product: Attendance, iVMS-4200

Page:

6 of 11

[ Time & Attendance

& Department Schedule

Attendance Settings ~

v [E¥ New Organization
5)  Timetable

1

B shirt Non-Workday

shift Schedule

14

Non-Workday

Non-Wo

28 29

Non-Workday ~ Non-Workday

Note: In addition to department scheduling, personnel scheduling and temporary scheduling
can also be set. For single time attendance settings, the default department scheduling can be selected

® Department scheduling: the department is used for scheduling. The personnel of this department will check
attendance according to the department's scheduling rules, and the department can be set up at one time.
Prerequisite: In the personnel management module, organizations and personnel have been added.

® Person scheduling: Support scheduling for one or more personnel, and the configured personnel will
calculate attendance according to the scheduling plan.
Prerequisite: In the personnel management module, organizations and personnel have been added.
Person scheduling priority is higher than department scheduling

® Temporary scheduling: When encountering special circumstances, such as temporary overtime work on
holidays or temporary shifts, the scheduling plan can be modified temporarily, and the priority of temporary
scheduling is higher than person scheduling and department scheduling.

4. Generate attendance report

1) Generate report:
select monthly report and person, then click Report
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iVMS-4200

Time & Attendance M EventC

Attendance Statistics

Monthly

Abnormal Attendance

Overtime Statistic

Monthly

Attendance Monthly Report
From: 2020-11-01 00:00:00 Te: 2020-12-01 00:00:00
Person I T Employee Hame est Pepartment ew Or oining Date Ro21.01.04 b Title
Date 1 2 3 4 5 6 7 3 9 0 ] 1 12 13 14 15 | 16 [ 17 | 18 | 19 | 20 | 21 [ 22 | 23 | 24 | 25 | 26 | 27 | 28 | 29 | 3 -
04:47-113:62-
Check-in at w0 oo || - - - - - - - - - - - - - - - - - - - - -
13:12:|22:06-
Check-out at e oo 1] - - - - - - - - - - - - - - - - - - - - - - - - - - - -
oT 0 tr tr 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Late 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Early Leave 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Attended 0 505 | 494 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Break 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Status # w w A A A # # A A A A A # # A A A A A # # A A A A A # # A -
Summary ormal Attendance:2; Weekend:9; Leave:0; Overtime Duration:0; Overtime:0; Attended Duration:999; Absence:19; Late:0; Early- Leave:0; Break Duration-0;
ote: LV = Apply for Leave/Business Trip; L = Late; E = Early Leave for; W = Attended; OT1 = OT1; OT2 = OT2; OT3 = OT3; A = Absent; # = Weekend:
in. Unit: OT - min; Late Come - min; Early Leave - min; Attended - min; Break - min;
lime Format: OT-MM; Late Come-MM: Early Leave-MM: Attended-MM: Break - MM:

Date/Time: 2021-01-04 20:39:55
Note: If you need to view the attendance report of today, you need to manually calculate the
attendance information of today in the attendance calculation, and then you can generate the
attendance detail report, as shown below
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3 @ e [ Time & Attendance

Calculation

Daily Report
20201102 00:00:00 - 20201103 23:59:59
SNO P‘”f)““ | Name org Job Title | Sex Date Week Cycle Check.in at c""“""““‘ 8lwork | oT A“;d“d Late | Early A"fe" Leave Status Records
1 [P05000) test | New Organization . Male | 2020-11-02 Mon. F"“Ju"f;;‘,flz‘,iu(gf:””: 04:47:00 | 131200 f480 | 0 |05 | o 0 0| o w
0000000 Becond Period(14.00] .
2 8000 test | New Organization . Male | 20201103 Toe. o2z nt) 135200 | 220600 |480 | o |as4 | o 0 o | o w
ote. LV = Apply for Leave/Business Tip, L = Late; E = Early Leave for, W = Aliended, OT1 = OT1, OT2

in_ Unit: Wark-min: OT-min: Attended-min: Late-min: Early-min: Absent-min: Leave-min. ' ' ' '
frime Format: Worl-MM; OT-MM; Attended-MM: Late-M: Early-MM: Absent MM LeavehM;
Date/Time: 2021-01-04 20:41:08

2) Export report:

After the 4200 generates the report, click File in the upper left corner, and a drop-down menu

will pop up. You can choose to export to files in multiple formats.
1 Live View

File View MNavigate

Open report file Ctrl+0

Print the report Ctrl+P
Print report to PDF file

Print report to Excel file

IE U D

Print report to SVG files

Close Esc

3) Attendance handling

Due to some reasons, such as forgetting to check in/check out, going on business, asking for leave,

etc., when the attendance status is abnormal, you can correct the attendance record by submitting
a supplementary sign or a leave application.
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iVMS-4200

Time & Attendance ™ Event Center Person El Access Control Maintenance and Management

E2 Correct Check-infout s Apply for Leave/Business Trip X Delete % Export

Attendance Settings

~ B New Organization

) Timetable
& 1246235632

Shift & 3407000274
Shift Schedule
Attendance Handling

¥ Attendance Statistics -

Correct check in/out:
After selecting a person, detailed attendance information will appear, click on the correct check in/out,
pop up the correct check infout setting box, fill in and save according to the actual situation, you can
click the correct check in/out icon on the interface to view the correct check in/out information, and
you need to manually calculate the attendance , then attendance information in the report will be
corrected.

iVMS-4200 - &3 Notlog.. =

Time & Attendance @ Event Center Person D Access Contro Maintenance and Management

Selected Personel(1)
Attendance Settings - | Add Check-in/out Correction

- L Carrection Date Nov 2020
) Timetable * =2 B New Crganization

w T F
¥ B 1246235632

Shift
O & 3497000274
Shift Schedule

Attendance Handling

Attendance Statistics -

30
Selected Day(s): 1

Correct Check-infout  Check-in - 00:00:00

Check-out - 00:00:00

Remark

Cancel
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1

Non-Workday

7 8

Attendance Handling Non-Workday  Non-Workday

B aen
D 14 15

Normal Non-Workday  Non-Workday

22

Non-Workday

29

non-workaay — Non-Workday

Attend. Monthly Report
From: 2020-11-01 00:00:00 To: 2020-12-01 00:00:00
Person ID 0000004 Name 1246235632 New O izati Joining Date ob Title:
Date 1 2 3 4 5 6 T i El 10 il 2 13 4 15 16 7 18 19 20 pal 22 23 24 25 26 27 28 29 30
08:43:
Check-in at 00
18:09:
Check-out at - - - - - - - - - - 00 - - - - - - - - - - - - - - - - -
oT 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Late 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Early Leave 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Attended 0 0 0 0 0 0 0 0 0 0 0 0 566 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Break 0 0 ] 0 0 ] 0 0 0 0 0 0 0 0 0 0 0 0 0 ] 0 0 ] 0 0 ] 0 0 ] 0 0
Status # A A A A A # # A A A A w # # A A A A A # # A A A A A # # A -
Summary ormal Attendance:1; Weekend:9; Leave:0; Overtime Duration:0; Overtime:0; Attended Duration:566; Absence:20; Late:0; Early- Leave:0; Break Duration:0;
ote: LV = Leave: L = Late; E = Early Leave for. W = Attended; OT1 = OT1; OT2 = OT2: OT3 = OT3: A = Absent; # = Weekend:
in_ Unit: OT - min; Late Come - min; Early Leave - min; Attended - min; Break - min;
[Time Format: OT-MM; Late Come-MM; Early Leave-MM; Attended-MM; Break - MM;

Date/Time: 2020-11-18 15:28:12

Apply for leave/business trip

After selecting a person, detailed attendance information will appear, click on the Apply for
leave/business trip, pop up the Apply for leave/business trip setting box, fill in and save according to
the actual situation, you can click the Apply for leave/business trip icon on the interface to view the
Apply for leave/business trip information, and you need to manually calculate the attendance , then
attendance information in the report will be corrected.

10
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iVMS-4200
Time & Attendance
B New Organizati
v & 12
Attendance Handling
Cancel
iVMS-4200
[ Time & Attendance
Refresh
~ B New Organization
& 1248 |
& Non Workday
7 8
51 Attendance Handling Non-Workday ~ Nen-Waorkday
14 15
Non-Workday ~ Non-Workday
21 22
Non-Workday ~ Non-Workday
28 29
Non-Workday ~ Non-Workday
Attend: Monthly Report
From: 2020-11-01 00:00:00 To: 2020-12-01 00:00:00
Persan ID poooooat Employee Name. 246235632 Pew Organizati joining Date job Title
Date 1 2 3 4 5 6 T 8 9 10 11 12 13 14 15 16 7 18 19 20 pal 22 23 24 25 26 27 28 29 30 -
08:43:
Check-in at - - - - - - - - - - - - Tl - - - - - - - - - - - - - - - - - -
16:09:
Check-out at - - - - - - - R - R - -l - - B - B - B - B - B - B - B - - -
o7 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Late 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Early Leave 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Pttended 0 0 0 0 0 0 0 0 0 0 0 0 566 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Break 0 0 0 0 0 0 0 0 0 0 0 4 4 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Status # A A A A A # # A A AL LV-A WLV # # A A A A A # # A A A A A # # A -
Sumi ‘mal Attendance-1; Weekend-9: Leave-2; Overtime Duration-0; Overtime:0; lﬁn ed Duration 666, Absence 20; Late 0, Early- Leave 0; Break Duration 0,
ote: |LV = Late; E = Early Leave for; W = Attended; OT1 = OT1; OT2 = OT2; OT3 = OT3; A = Absent; # = Weekend:
in. . Late Come - min; Early Leave - min; Attended - min; Break - min;
[lime Format: OT-MM; Late Come-MM. Early Leave-MM; Attended-MM, Break - MM;

Date/Time: 2020-11-18 15:31:49
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