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1.0 FOREWORD

Safescan Time Attendance 4 is time attendance software for recording and processing personal times. The flexible
system architecture means that Safescan Time Attendance 4 can be used in small to medium size companies in almost
every industry to provide powerful time evaluation.

Safescan Time Attendance 4 supports all Safescan time attendance terminals with a wide range of features. For this
reason, the described functions may not work with all time and attendance terminals. For more details, please refer to
the performance characteristics of the supplied time attendance terminal or contact your supplier.

The user manual describes the installation, function and use of the software package for software release 4.0 or higher.
When using previous versions, details of differences are given in the description of functions.

No special computer technology skills are needed to use the software. However, you do need to be familiar with the
Microsoft Windows graphical user interface. The user manual replaces instruction and training on the system and serves
as a reference.

Safescan Time Attendance 4 has been designed and tested with great care and complies with the latest state-of-the-art
technology. However, as with all extensive software products, we cannot guarantee that it is absolutely error-free, and

in particular we accept no liability for any consequential damage. If you want to suggest further improvements to the
program or if you find any errors in the program or user manual, please let us know.

2.0 SUMMARY OF THE MANUAL

The user manual gives you an overview of the handling of Safescan Time Attendance 4 and contains steps for frequently
used operations. The screenshots shown are examples rather than specifications.

2.1 Using the user manual

This user manual discusses mouse operation. "Click" always refers to pressing the left mouse button. If any rows are
highlighted, this indicates that the left mouse button is being used to click on the entry. Other operating steps, such as
working with the right mouse button, are described specifically.

2.2 System requirements

To use Safescan Time Attendance 4, your PC should meet the following requirements.
Pentium IV processor or higher

Main memory of at least 1024 MB

USB and TCP/IP ports

Free hard disk capacity of at least 100 MB

CD-ROM drive

Resolution of at least 1024 x 768 (1280 x 1024 is recommended)

Windows XP operating system or higher

2.3 Explanation of symbols

L-'.}I' Add p Search for new hardware
j? Edit tﬁ Time setting on the terminal
- J'_j L
Delete Synchronisation

Ll ¢

~ o .

K Refresh Retrieving USB stick
:é Export “‘5--] Connection interrupted

i - g i

L_j;;:i Print ""m--l Connection made

J Save 2% Close the application

9 Cancelled i|7 Work schedule on / off

N
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3.0 INSTALLATION

3.1 Program installation

1. Insert the installation CD-ROM into the drive of your computer.
2. Open the [TimeAttendanceSetup] file and the installation program will start.
ﬁ%‘ Setup - Safescan Time Attendant I. — | |ﬂh

Welcome to the Safescan Time
Attendant Setup Wizard
This will install Safescan Time Attendart 4 on your computer.

It is recommended that you close all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.

Mext = ]| Cancel

3. Accept the license terms.

]ﬁ’ﬂ Setup - Safescan Time Attendant

License Agreement

Please read the following importart information before continuing.

Please read the following License Agreement. You must accept the terms of this
agreement before cortinuing with the installation.

End User Licensing Agreement -
Safescan Time Attendance Software
For exclusive use with Safescan Time Attendance products

This is a Licensing Agreement between you, the end user of software, and
SAFESCAN, a limited company from The Metherdands, thereinafter "SAFESCAN").
Flease read this document carefulty! In case yvou do not agree with the said tems
and conditions, immediately stop using this software and retum all parts that were
included in the product package and destroy all copies of the said version of the
software and.‘or uninstall it.

@) | accept the agreement

| do not accept the agreement

< Back |[ Meat = ]| Cancel
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4. Specify the destination directory. c:/Program Files/Safescan/TA4 will be suggested to you as the default path for
a different storage path, select [Browse] and search for the path you want.
(We recommend you use the default path).

ﬁ! Setup - Safescan Time Attendant ==

P

Select Destination Location
Where should Safescan Time Attendant be installed?

J Setup will install Safescan Time Attendant into the following folder.

To continue, click Mext. f you would like to select a different folder, click Browse.

“\Program Files*5afescan’.TA4 Browse...

At least 8.1 MB of free disk space is required.

<Back | Ned> | | Cancel

5. Press [Next] to continue. The program will now be installed.
ﬁ'_:’ﬁ Setup - Safescan Time Attendant ==

Select Start Menu Folder
Where should Setup place the program’s shortcuts?

J Setup will create the program’s shortcuts in the following Start Menu folder.

To continue, click Meaxt. f you would like to select a different folder, click Browse.

Safescan™Time Attendant Browse...

c<Back || Net> | | Canesl
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ﬁl Setup - Safescan Time Attendant = |

Ready to Install
Setup is now ready to begin instaling Safescan Time Attendant on your computer.

Click Install to continue with the installation, or click Back if you want to review or
change any settings.

Destination location: "
C:MProgram Files’\5afescan™TA4

Start Menu folder:
Safescan*Time Attendant

< Back ” Inztall ]| Cancel

6. Use [Finish] to confirm that the installation is complete.

r@ Setup - Safescan Time Attendant l —— | | ]1

Completing the Safescan Time
Attendant Setup Wizard

Setup has finished installing Safescan Time Attendant on your
computer. The application may be launched by selecting the
installed icons.

Click Finish to exit Setup.




ENGLISH | NEDERLANDS | DEUTSCH | FRANCAIS | ESPANOL | ITALIANO | PORTUGUES

3.2 Setting up the software
o Use Start / Time Attendance to open the software.
. Enter the license code, which you will find on the CD packaging.

i o
Enter Registration code M

Flease enter your license key

Product  Safescan Time Attendance 4.0
key | H H  H M
=

The first time you use the software or later if no supervisor/administrator is set
(in the software and/or on the time attendance terminal), the following message will be displayed.

r Ty
Time Attendant ﬁ

Mo admin defined. When you define an admin you need to
login.
L A

As soon as a supervisor or administrator has been defined, you can log in using the user name and password.

S Safescan

User Name
[

Password

Forgotten your password? When asked for your user name, enter your user ID and the license code as the password.
(You will find the license code on the CD packaging). Use OK to confirm.
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4.0 FIRST STEPS

Select the desired language, see chapter 8.1.1.

If necessary, change the end of the working day (standard 00:00 clock), see chapter 8.1.2.
Creating duty rosters, see chapter 7.3.

Creating function codes, see chapter 8.3.

Entering users on the time attendance terminal or in the software, see chapter 7.2.1.
Synchronising the software with the time attendance terminal, see chapter 8.2.2.

Start by entering the booking times into the time attendance terminal.

NoOOoM~ON

5.0 STATUS

5.1 Presence/real-time summary

You can use the real-time summary to check the presence and absence of your employees. You can see at a glance who
has signed in or out where and at what time, or who is taking a break. With the simple filtering method you can have the
information you want up on the screen in no time, or you can print out the data on your printer.

|¥) Safescan Time Attendance &

=5 ©

U e E BT e 0

=

Fresence Clock Day Period Report Department User Work Schedule Common Device Work Code Help About
Status Overview Maintenance Settings Info
Presence &+
Present Filter Filter User... Department Filter  User Filter
4 3 [ -] [8 Al 18 users = &
D User Name First Name Last Name Present Last Event In/Out Device Name
s 1 Jason Jason Miller e In 29.08.2011 10:00:00 In g USBIE}Y
s 6 Matthew Matthew Edwards @ ou 18.08.2011 17:46:54 Out g USB Stick
8 2 Nadine Nadine Mayer @ out @
s 7 saysha saysha Rames 0 In 19.08.2011 08:57:16 In g USB stick
s 4 Jess W Jess Watson ©n 19.08.2011 09:05:31 n g USB Stick
s 2 Jess E Jesse Evans On 25.07.2011 11:20:01 n g USB:E:
s 10 Leanne Leanne WicNeil On 09.12.2010 10:01:03 In g USB Stick
s 19 Rebekah Rebekah Green 0 out g
8 s Chice Chice Douglas @ out
s 9 Rhianna Rhianna Wyles @ ou 05.08.2011 18:01:59 Out g USB stick
8 s Nikki Nikki Lauda @ ou @
s 5 Nino Nino Angelo 0 In 19.08.2011 08:16:32 In g USB stick
s 20 Richard Richard Anderson @ ou 16.08.2011 17:02:28 Out g USB Stick
8 2 Claire Clair Smith @ out @
s 17 Eliott Eliott Barnes 0 out g
s 25 Lleyd Lloyd Webber e Oout g
8 = Emily Emily Booth @ out g
s 3 Sofia Sofia Dexter On 29,08.2011 09:00:00 In g USB stick

Filters 5.1.1 (free filter, department filter or user drop-down)
Present filter: Select the setting you want from the drop-down menu; present, absent, break or all.

¥ safescan Time Attendance 4 SIrogl X
E = - |
s & @ < 3 B % e 0
Presence Log Clock Day Period Report Department User Work Schedule Common Device Work Code Help About
Status Overview Maintenance Settings Info
Presence 4
Present Filter Filter User... Department Filter  User Filter
N( @ T . & 2
LAl
D |/@n - First Name Last Name Present Last Event In/Out Device Name
8 |1 Pause Jason Miller @n 20.08.2011 10:00:00 In g USB:E:,
s % Matthew Edwards 0 Out 18.08.2011 17:46:54 Out g USB Stick
s 21 Nadine Nadine Mayer 0 out @
s 7 saysha saysha Rames 0 In 19.08.2011 08:57:16 In g USB stick
s 4 Jess W Jess ‘Watson o In 19.08.2011 09:05:31 In g USB Stick
s 2 JessE Jesse Evans c In 25.07.2011 11:20:01 In g USB:EN
s 10 Leanne Leanne McNeil 0 In 09.12.2010 10:01:03 In g USB Stick
8w Rebekah Rebekah Green @ ou &)
8 s Chioe chioe Douglas @ ou @
s 9 Rhianna Rhianna Myles 0 Out 05.08.2011 18:01:59 Out g USB Stick
8 s Nikki Nikki Lauda @ ou [F)
s 5 Nino Nino Angelo e In 19.08.2011 08:16:32 In g USB Stick
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Free filter: Enter the first few letters for the user you want into the free filter. The summary will show you all users that
have these same letters. The more detail of the name you enter, the more your filter result will be limited.

| BT Q O

[9) Safescan Time Attends
Presence Log Clock Day Period Report Department User Work Schedule Common Device Work Code Help About

FEICEEEREY

Status Overview Maintenance Settings Info

Presence

&+
Present Filter |F\\ter User... IDepanment Filter  User Filter

Y [@a - @i (B -] [8 A3 users = & E
D User Name = | First Name Last Name Present Last Event In/Out Device Name
s 1 Jason Jason Miller c In 29.08.2011 10:00:00 In g USBIE
8 Jess W Jess Watson @n 19082011090531 T B uss stick
8: Jess E Jesse Evans ©n 25072011 112001 In & ussen
Department filter: Select the department you want from the drop-down menu. In the summary as well as in the user
filter, all employees of that department are displayed. You can limit the results by using the user filter.
[¥) Safescan Time Attend =g
|
Hel
Presence Log Clock Day Period Report Department User Work Schedule Common Device Work Code. Help About
Status QOverview Maintenance Settings Info
Presence &+
Present Filter Filter User... Department Filter ser Filter
v ” i) . & 2
D User Name = First Name o s | Present Last Event In/out Device Name
81 Jason Jason é\;ﬁnance @n 29082011100000  In B useen
HR
86 Matthew Matthew A @ out 18082011 174654  Out B use stick
- Nadine Nadine @, Sales @ ou @
87 Saysha Saysha waTE ©n 19082011 08:57:16 I B use stick
8 Jessw Jess Watson @n 1908201090531 I B Use stick
8- Jess E Jesse Evans @n 2507201112001 In B useey
8w Leanne Leanne Mcheil ©n 09122010 100103 In B use stick
s 19 Rebekah Rebekah Green 0 out g
s 16 Chloe Chloe Douglas 0 out g
8o Rhianna Rhianna Myles @ out 05082011 180159 Out B use stick
85 Nikki Nikki Lauda @ ou @
User filter: Select the user you want from the drop-down menu.
[¥) Safescan Time Attend o0 |
1 = i
e [
ﬂ i >
Presence Log Clock Day Period Report Department User Work Schedule Common Device Work Code Help About
Status Overview Maintenance Settings Info
Presence 4
Present Fiter Fiter User... Department Filter |uSer Fitter
Yes @ g e &2
D User Name = First Name Last Name £ 1: Jason (Jason Miller) In/out Device Name
1 Jason Jason Miller 8 3: Sofia (Sofia Dexter) oo In g USBEA,
s = e i g & o: Rhianna (Rhianna Myles)
& 15: Nikki (Nikki Lauda)
a 9 Rhianna Rhianna Myles 8 17: Eliott (Eliott Barnes) 1159 Out g USB Stick
s 15 Nkl Nikki L 8 21: Nadine (Nadine Mayer) g
8 v Eliott Eliott Barnes T o @
8 s Sofia Sofia Dexter ©n 20082011090000  In B use stick

5.1.2 Sorting

Sorting via the menu bar: You can use the menu bar to sort data at any time by double clicking the field you want.
Repeat this to reverse the order (A - Zor Z - A).

1¥) Safescan Time Attendance 4.0 =
B © (1 B 3 3 WO 9
el = By
Fresence Log Clock Day Period Report Department User ‘Work Schedule Common Device Work Code Help About
Status QOverview Maintenance Settings Info
Presence 4+
Present Filter Filter User... Department Filter ~ User Filter
Yes @ B 7)(8 M . & 2
IID User Name = First Name Last Name Present Last Event In/Out Device Name I
s 1 Jason Jason Miller 0 In 29.08.2011 10:00:00 In g USBIE}Y
s 6 Matthew Matthew Edwards @ ou 18.08.2011 17:46:54 Out g USB Stick
8 2 Nadine Nadine Mayer @ out @
s 7 saysha saysha Rames o In 19.08.2011 08:57:16 In g USB stick
s 4 Jess W Jess Watson ©n 19.08.2011 09:05:31 In g USB Stick
s 2 Jess E Jesse Evans On 25072011 11:20:01 In g USB:EN
s 10 Leanne Leanne McNeil On 09.12.2010 10:01:03 In g USE Stick
s 19 Rebekah Rebekah Green 0 out g
- - =

10
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5.1.3 Printing
You can use t‘é to print the real time summary at any time.

5.2 System log

The system log summary displays all events, modifications or other manipulations on the time attendance terminal.
The system log is used to log the communication sequence in and with the time attendance terminal in chronological
order. When communication problems occur you can use the error description to eliminate the causes of these.

Filters 5.2.1 (free filter, department filter or user drop-down)
Free filter: Enter the first few letters for the user you want into the free filter. The summary will show you all users that
have these same letters. The more detail of the name you enter, the more your filter result will be limited.

f J Safescan Time Atte =158

%@i

Clock Day Period Report Department User Work Schedule Comman Device Work Code Help About

Presence

Status QOverview Maintenance Settings Info
Presence

&+
Present Filter |F\\ter User... IDepanment Filter  User Filter

Y [@a -] @4 [Ean -] [8 il 3 users - 2 e
ol User Name = | First Name Last Name Present Last Event In/Out Device Name

s 1 Jason Jason Miller o In 29.08.2011 10:00:00 In g USBIE

8 Jess W Jess Watson @n 1908201090531 In B uss stick

8: Jess E Jesse Evans ©n 2507201111200 In B useen

Department filter: Select the department you want from the drop-down menu. In the summary as well as in the user
filter, all employees of that department are displayed. You can limit the results by using the user filter.

[¥) safescan Time Atte Sirogl X

IEIEIE % @ ¢
= = >
Presan:e Clock Day Period Report Department User ‘Work Schedule Commeon Device Work Code Help About
Status Overview Maintenance Settings Info
Presence 4
Present Filter Filter User... Department Filter _ |User Filter
You @ ST (LI - & 2
b

D User Name +  First Name ‘C& S | Present Last Event Injout Device Name

81 Jason Jason @, Finance @n 20.08.2011 10:00:00 In g USBES,

86 Matthew Matthew o ;:rkemg @ ou 18082011 174654 Out B use stick

s 21 Nadine Nadine @ Sales e out E

87 Saysha Saysha e On 19082011 08:57:16 I B use stick

84 Jess W Jess Watson On 1908201090531 In B use stick

82 Jess E Jesse Evans On 2507201112001 In & usesy

s 10 Leanne Leanne McNeil o In 09.12.2010 10:01:03 In E USB Stick

8 Rebekah Rebekah Green @ ou [F)

8 Chioe Chioe Douglas @ ou @

a 9 Rhianna Rhianna Myles 0 out 05.08.2011 18:01:59 Out g USB stick

8 s Nikki Nk Lauda @ ou [F)

User filter: Select the user you want from the drop-down menu.

'_,)SanscanTlmeAtl

2 ® W= F A @

e BT @ 0

Presence Clock Period Report Department User Work Schedule Common Device Work Code Help About
Status QOverview Maintenance Settings Info
Presence 4+
Present Filter Filter User... Department Filter |User Filtar
T [@a - @ Q, cs + |[8 4l 6 users = S
D User Name = First Name Last Name | "8 12s0n (Jason Miler) In/Out Device Name
s 1 Jasan Jason Miller 8 3: Sofia (Sofia Dexter) 0joo n g USBIEN
s 5, e i T & o: Rhianna (Rhianna Myles) g
8 15: Nikki (Nikki Lauda)
s 9 Rhianna Rhianna WMyles & 17: Eliott (Eliott Barnes) 1j59 out g USB Stick
s 15 Nikki Nikki i 8 21: nadine (Nadine Mayer) g
s 17 Eliott Eliott Barnes © ow g
s 3 Sofia Sofia Dexter On 29.08.2011 09:00:00 In g USB Stick

11
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5.2.2 Sorting
Sorting via the menu bar: You can use the menu bar to sort data at any time by double clicking the field you want.
Repeat this to reverse the order (A - Zor Z - A).

1¥) Safescan Time Attendance 4.0 =
©
o 4] 5 9 @ B % e 0
Fresence Log Clock Day Period Report Department User Work Schedule Common Device Work Code Help About
Status Overview Maintenance Settings Info
Presence &+
Present Filter Filter User... Department Filter ~ User Filter
Yes @ [Er| T . & 2
IID User Name First Name Last Name Present Last Event In/Out Device Name I
s 1 Jason Jason Miller o In 29.08.2011 10:00:00 In g USBIE}Y
s 6 Matthew Matthew Edwards @ ou 18.08.2011 17:46:54 Out g USB Stick
8 2 Nadine Nadine Mayer @ out @
s 7 saysha saysha Rames 0 In 19.08.2011 08:57:16 In g USB stick
s 4 Jess W Jess Watson ©n 19.08.2011 09:05:31 n g USB Stick
s 2 Jess E Jesse Evans ©n 25.07.2011 11:20:01 In E USB:E:
s 10 Leanne Leanne WicNeil On 09.12.2010 10:01:03 In g USB Stick
s 19 Rebekah Rebekah Green e out g
- - =

5.2.3 Printing
You can now print the system log summary.

6.0 OVERVIEW

6.1 Adjusting and/or changing booking times:

In "Booking times" you will find all booking times entered into the time attendance terminal that have been transferred to
the software directly via TCP/IP or USB stick.

Incorrect bookings or missed bookings are stored in the orange summary (see figure below). Please check whether the
sequence applies (infout or in - break - back - out, etc.). Add any forgotten bookings as described in chapter 6.1.1.
Change incorrect bookings to the correct status (such as ignore) as described in chapter 6.1.2.

%) Safescan Time Attendance 44

g B a8 & v Bt e 0

Presence Log Clock. Day Period Report Department User Work Schedule Common Device Work Code Help About

Status Overview Maintenance Settings Info
*
Report From Report To Filter User... Department Filter User Filter .
ot L -] ouo200 B suizaowe G- @8 B - [8 Al 18 users - g @ B & %
U.. UserNa.. FirstName LastName Departm.. When Device In/Out Verify Mo.. Wor.. Remark User update Changed
1 Jason Jason Miller s 02.11.2010 13:54:57 USE Stick In RFID o
1 Jason Jason Miller s 02.11.2010 13:55:03 USE Stick In Fingerprint |E
1 Jason Jason Miller cs 02.11.2010 14:03:28 USB stick In RFID i
1 Jason Jason Miller s 02.11.2010 18:02:04 USE Stick Out Fingerprint
1 Jason Jason Miller s 03.11.2010 08:50:17 USE Stick In RFID
1 Jason Jason Miller s 03.11.2010 18:27:31 USE Stick Qut Fingerprint
1 Jason Jason Miller cs 04.11.2010 09:06:36 USE stick n Fingerprint
1 Jason Jason Miller s 04.11.2010 09:06:45 USE Stick In Fingerprint
1 Jason Jason Miller s 04.11.2010 18:21:27 USE Stick Out Fingerprint
1 Jason Jason Miller cs 05.11.2010 09:06:00 USE stick n Fingerprint
1 Jason Jason Miller cs 08.11.2010 08:59:17 USB stick In RFID

LISE Stick In Fingerprint
LISE Stick In RFID
LISE Stick Qut Fingerprint
LISE Stick In RFID

Note: It is not possible to delete time bookings!

12
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6.1.1 Adding bookings
Missing bookings can be added later.

Click on E? "Add".

. Select the user you want.
i '
Add clock time S
Mame
When Time InOut
01.09.2011 - I - |
Device Workcode
Remark
. Enter the booking time in the time entry field. The value must be entered into the computer based on your

country settings (e.g. 08:00 or 08.00 in line with the country settings).
Use out/in to select the appropriate function.
Assign the booking to the appropriate time attendance device.

] If you wish you can select a function code from the function code list field, e.g. off-site work, medical
consultation.
. Use "OK" to finish making entries.

Note: The fields highlighted in red are required fields.

6.1.2 Changing bookings
Bookings can be changed later.

. Click on the booking you want to change.

i '
Edit clocktime [

| 1 Jason Jason Miller |

InCut Waorkcode

i ] 3

out
Break |
Return
Ignore

o ] [ oo

13



ENGLISH | NEDERLANDS | DEUTSCH | FRANCAIS | ESPANOL | ITALIANO | PORTUGUES

. Change the in/out status.
. If you wish you can select a function code from the function code list field, e.g. off-site work.
. Use "OK" to finish making entries.

Note: To protect employees, times cannot be corrected or deleted. To change a time, add a new booking and set the

"incorrect" one to "Ignore". The booking entered into the time attendance terminal continues to exist, but is no longer
calculated.

6.1.3 Deleting bookings

If it is not possible to delete a booking, you can set the booking to "Ignore" so that it is not taken into account in
calculations.

Filters 6.1.4 (free filter, department filter or user drop-down)
Free filter: Enter the first few letters for the user you want into the free filter. The summary will show you all users that
have these same letters. The more detail of the name you enter, the more your filter result will be limited.

7} Safescan Time At

Log

Presence
Status

@ L &

Clock

Day Period
Overview

& N B8

Report Department User

Maintenance

Work Schedule

T B2 9 0

Comman

Device

Settings

‘Waork Code

Help.

Info

About

Presence

%+
Present Filter |F\\ter User... IDepmment Filter User Filter
Y [@a - @4 B -] [8 A3 users - =
D User Name « | First Name Last Name Present Last Event In/Out Device Name
8: Jason Jason Miller ©n 20082011100000  In @ usesn
8 Jess W Jess Watson ©n 1908201090531 In B uss stick
8 : JessE Jesse Evans ©n 2507201112000 In B useen
Department filter: Select the department you want from the drop-down menu. In the summary as well as in the user
filter, all employees of that department are displayed. You can limit the results by using the user filter.
[%) safescan Time Ath X
A= It ]
P @ [ A 8 & g BT @O
Presence Log Clock Day Period Report Department User Work Schedule Common Device Work Code Help About
Status Overview Maintenance Settings Info
Presence 4
Present Filter Fiter User... Department Filter _ |User Filter
v @ S a—| T ; 2
D User Name First Name i% cs | Present Last Event In/Qut Device Name
81 Jason Jason @, Finance @n 20.08.2011 10:00:00 In g USBES,
S HR ’
86 Matthew Matthew & inicing @ ou 18082011 174654 Out B use stick
s 21 Nadine Nadine @ Sales 0 out E
8 Saysha Saysha e On 19082011 08:57:16 I B use stick
8 4 Jess W Jess Watson ©n 1908201090531 In B use stick
82 Jess E Jesse Evans On 2507201112001 In & usesy
s 10 Leanne Leanne McNeil 0 In 09.12.2010 10:01:03 In E USB Stick
8 Rebekah Rebekah Green @ ou [F)
8 Chioe Chioe Douglas @ ou =
8o Rhianna Rhianna Myles @ ou 0508201180159 Out B use stick
8 s Nikki Nikki Lauda @ on [F)
User filter: Select the user you want from the drop-down menu.
[5) safescan Time A
A= 5
B @ [ A8 g Bt e 0
Presence Log Clock Day Period Report Department User Work Schedule Common Device Work Code. Help About
Status QOverview Maintenance Settings Info
Presence 4+
Present Filter Filter User... Department Filter |User Filter
Yon @ e (T : 2
D User Name = First Name tast Name |8 Jac0n (1ason Miller) In/Out Device Name
s 1 Jason Jason Miller 8 3: Sofia (Sofia Dexter) 0joo In g USBIEN
& o: Rhianna (Rhianna Myles)
8 Nadine Nadine Mayer i [r)
8o Rhianna Rhianna Myles & 17: Eliott (Elott Barnes) isa ot B use stick
s 15 Nikki Nikki Lok 8 21: Nadine (Nadine Mayer) E
s 17 Eliott Eliott Barnes © ow g
8: Sofia Sofia Dexter On 2008201090000  In B use stick
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6.1.5 Sorting
Sorting via the menu bar: You can use the menu bar to sort data at any time by
double clicking the field you want. Repeat this to reverse the order (A-Z or Z - A).

.J Safescan Time Attendance 4.0 = e
A= @ ]
g 2 © 5 N B ® B 2T o O
Fresence Clock Day Period Report Department User Work Schedule Common Device Work Code Help About
Status Overview Maintenance Settings Info
Presence 4
Present Filter Filter User... Department Filter User Filter
Yes @ [Ems=pl T : & 2
IID User Name =~ First Name Last Name Present Last Event In/Out Device Name I
s 1 Jason Jason Miller o In 29.08.2011 10:00:00 In g USB:E\
s 6 Matthew Matthew Edwards o Out 18.08.2011 17:46:54 Out E USB Stick
s 21 Nadine Nadine Mayer o out @
s 7 saysha saysha Rames 0 In 19.08.2011 08:57:16 In g USB stick
s 4 Jess W Jess ‘Watson e In 19.08.2011 09:05:31 In g USB Stick
s 2 JessE Jesse Evans e In 25.07.2011 11:20:01 In E USB:EN
s 10 Leanne Leanne McNeil o In 09.12.2010 10:01:03 In g USB Stick
8w Rebekah Rebekah Green @ ou [F)
- - =

6.1.6 Exporting summaries in the CSV file format

You can export summaries via | 9 as CSV files, then process them further, for example using Excel or any other
program that can use CSV files.

The CSV file format describes the structure of a text file for storage or for the easy exchange of structured data or lists.
. Select the summary that you want to export.

Click on the 9 "CSV-Export" symbol.

Name the export file and select the directory that you have created for CSV exports.
Click on "Save".

Click on "OK". The data is then exported to the selected directory.

You can then process the summary with any program that is capable of using CSV data, such as Excel.

6.2 Day

All booking times from the current day that have been transferred to the software from your time attendance terminal
directly via TCP/IP or USB stick are displayed. AAIl important information about active users is also displayed.

The summary shows the first and last booking, the daily balance, break absences and the dedicated work schedule

which you can turn on or off by using the |: . You can adjust the date at any time. Dates are displayed chronologi-
cally and can be filtered and/or sorted to suit the user's needs.

7] Safescan Time At o=
A= @
— € i
.% @Eﬂ 8 4 8 & 80 @ O
Presence Clock Period Report Department User ‘Work Schedule Commeon Device Work Code Help About
Status ~ Overview Maintenance Settings Info
Report 4@
Report Range Report From Report To Filter User... Department Filter  User Filter
[ [select.. _[Today x| ©- Boeaou o] @ B ~|[8 3: Sofia (safia Dexter) - EY ===
da
U.. UserNa.. Yesterday ame Departm.. Date In Out Durati.. D.. Durati.. Remarks
This week » »
[ 0848 1724 836 1 836
3 sofia This month s Dienstag, 2. ... og4s 1724 836 836
Last month
6.2.1 Creating a summary
n H n H H H
In "Period", select the pre-defined periods or use the date picker to select your own date range.
[%) Safescan Time At |
©
(€ O
g & © |3 N\ B & T 0 0
Presence Clock Day Period Department User ‘Work Schedule Common Device Work Code Help About
Status Overview Maintenance Settings Info
Report i
Report Range Report From Report To Filter User... Department Filter ~ User Filter
[ [selest... z)[o1.08.2011 31.08.2011 B -| (B A8 sers - ==
 Today -
. | Yesterday jme LastName Departm.. Date In Out Durati.. D.. Durati. Remarks
This week P
e 08:42  17:33 70703 81  706:33 =
This month Miller s Montag, 1. A. 02:15 1355 a:40 a:40 H
Last month L4
This year Evans Finance  Montag, 1. A..
&Eejr_ Dexter €S Montag, L A.. 0900 1730 830 830 V, Day OFF from 20.5.2011
Jess W Jess Watson  Sales Montag, 1. A.
Nino Nino Angelo  HR Montag, . A.. 0805 1705 900 900
Matthew ~ Matthew  Edwards  Sales Montag, 1. A.. 0854 1739 845 845
saysha saysha Rames Finance Montag, 1. A... 09:01 17:40 8:39 8:39
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Filters 6.2.2 (free filter, department filter or user drop-down)
Free filter: Enter the first few letters for the user you want into the free filter. The summary will show you all users that
have these same letters. The more detail of the name you enter, the more your filter result will be limited.

7} Safescan Time Attend C=_lof
A= y
i)
Presence Log Clock Day Period Report Department User Work Schedule Comman Device Work Code Help About
Status Overview Maintenance Settings Infa
Presence 4

Present Filter |F\\ter User... IDepaﬂment Filter User Filter

Y [@a -] @1 [Eoan -] [8 A3 users = & @
i) User Name & First Name Last Name Present Last Event In/Out Device Name
s 1 Jason Jason Miller e In 29.08.2011 10:00:00 In g USB:EN,
s 4 Jess W Jess ‘Watson e In 19.08.2011 09:05:31 In g USB Stick
s 2 Jess E Jesse Evans e In 25.07.2011 11:20:01 In E USBEN,
Department filter: Select the department you want from the drop-down menu. In the summary as well as in the user
filter, all employees of that department are displayed. You can limit the results by using the user filter.
|%] Safescan Time Attendance A4 C=ares x|
Il (2=
H
ﬂ i >
Presence Log Clock Day Period Report Department User ‘Work Schedule Commeon Device Work Code Help About
Status QOverview Maintenance Settings Info
Presence 4
Present Filter Filter User... Department Filter ser Filter
Yea @ 8 A ; &2
o} User Name = First Name | Present Last Event In/Out Device Name
s 1 Jason Jason e In 29.08.2011 10:00:00 In g USB:E:\
s 6 Matthew Matthew 0 Qut 18.08.2011 17:46:54 Qut g USB Stick
- Nadine Nadine &, Sales @ ou @
s 7 Saysha Saysha T On 19.08.2011 08:57:16 In g USB Stick
s 4 Jess W Jess ‘Watson e In 19.08.2011 09:05:31 In g USB Stick.
s 2 JessE Jesse Evans o In 25.07.2011 11:20:01 In g USBIEN
s 10 Leanne Leanne McNeil 0 In 09.12.2010 10:01:03 In g USB Stick
8w Rebekah Rebekah Green @ ou @
8 Chioe Chioe Douglas @ ou @
s 9 Rhianna Rhianna Myles 0 out 05.08.2011 18:01:59 Out g USB stick
8 s Nikki Nikki Lauda @ ou @
User filter: Select the user you want from the drop-down menu.
[¥) Safescan Time Attend =g
B A= K
H
EEI =) LN
Presence Log Clock Day Period Report Department User Work Schedule Common Device Work Code Help About
Status QOverview Maintenance Settings Info
Presence 4+
Present Filter Filter User... Department Filter |User Filtar
Yos @ g [ YT &2
D User Name First Name Last Name s 1: Jason [_JHSOH M\Her) In/Out Device Name
1 Jason Jason Miller 8 3: Sofia (Sofia Dexter) 0joo In E USBIEN
& o: Rhianna (Rhianna Myles)
8 Nadine Nadine Mayer HiE [r)
a 9 Rhianna Rhianna Myles 8 17: Eliott (Eliott Barnes) 1j50 out g USE Stick
s 15 Nikki Nikki Lauda 8 21: Nadine (Nadine Mayer) g
8 v Eliott Eliott Barnes oo @
s 3 Sofia Sofia Dexter o In 29.08.2011 09:00:00 In g USB Stick:
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6.2.3 Sorting

Sorting via the menu bar: You can use the menu bar to sort data at any time by double clicking the field you want.
Repeat this and the order is reversed (A - Zor Z - A).

1%) Safescan Time Attendance 4.0 = e |
S
&=
im| x> ol
Presence Log Clack Day Period Report Department User  WorkSchedule | Common Device Waork Cade Help About
Status QOverview Maintenance Settings Info
Presence 4@
Present Filter Filter User... Department Filter  User Filter

Y [@an -] @8 A -] [8 il 18 users - a2
o User Name = First Name Last Name Present Last Event In/Out Device Name |

81 Jason Jason Miller On 2008201100000 In B use:ey

s 6 Matthew Matthew Edwards e out 18.08.2011 17:46:54 Out E USB stick

s 21 Nadine Nadine Mayer @ out g

87 Saysha Saysha Rames On 19082011 08:57:16 I B use stick

84 Jess W Jess Watson On 19082011090531 I B use stick

8: JessE Jesse Evans ©n 2507201112001 In B useen

8 w© Leanne Leanne Mcheil ©n 00122010 100103 In B use stick

8w Rebelah Rebekah Green @ ou @

- - =

6.2.4 Exporting summaries in CSV file format

You can export summaries via | 9 as CSV.Files, then process them further, for example using Excel or another

program.

The CSV file format describes the structure of a text file for storage or for the easy exchange of structured data or lists.

You can then process the summary with any program that is capable of using CSV data, such as Excel.

6.3 Period

Click on the |

i

Select the summary that you want to export.

"CSV-Export" symbol.
Name the export file and select the directory that you have created for CSV exports.
Click on "Save".
Click on "OK". The data is then exported to the selected directory.

All booking times of the active users are displayed in the period summary in compact form in the selected

period. The summary gives you the total for the entire period, the hours according to the roster and the corresponding
overtime balance as well as each daily balance. The data is displayed in user number order and can be filtered and/or
sorted to suit the users' needs.

£ Safescan Time Attendance 4.0 - - - a— = )
g5 2
Presence Log Clock Day Period Report Department User Work Schedule Common Device Work Code Help About
Status Overview Maintenance Settings Info
Report 4
Report Range Report From Report To Filter User... Department Filter ~ User Filter

12002011 @+ 3000201 G- @ B ~| |8 3: Sofia (sofia Dexter) - & %

UserlD  User Name First Name Last Name Department Work Schedule  Duration saldo 1209.2011 [13.092011 14.08.2011 1509.2011 16092011 1709.2011 18092011 1909.2011 20092011 21092011 22092011 23092011 2409.2011 2
3 Sofia Sofia Dexter cs 96:00 112:30 1630 08:00 08:00 08:00 08:00 08:00 08:00 08:00 08:00

6.3.1 Creating a summary
In "Period", you can select the pre-defined periods or use the date picker to select your own date range.

B >artescan lime ATtenaance 4.

e

El1

@ [1

5\ @ &

Report

T BT @ 0

Presence Log Clock Day Period Department User Work Schedule Common Device Work Code Help About
Status Overview Maintenance Settings Info
4+
Report From Report To Filter User... Department Filter  User Filter
hz.08.2011 [+ 30.00.2011 ©~ @ [QAII v] [s All 23 users - If‘ r% %
Today -
First Name Last Name Department Work Schedule  Duration Saldo 12092011 13092011 (14092011 15092011 16092011 17092011 18092011 19092011 20092011 21092011 2209.2011 23092011 24092011 2!
This week
ik Jason Willer cs 120:00 60:10 59550 10:15 01:24 0659 08:02
2 |This menth Jesse Evans Finance 120:00 -120:00
Last month
3 Sofia Dexter s 96:00 11230 16:30 08100 08:00 08100 08:00 08100 08:00 08100 08:00
4 Jess W Jess Watson Sales 120:00 125:52 352 2329 08:14 07:20 09:14 08:00 08:40 o7:57 08:43 00:30 02:52
5 Nino Nino Angelo Magazin 7200 9223 20:23 08:30 08:27 08:52 08:17 08109 06:04 00:00
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Filters 6.3.2 (free filter, department filter or user drop-down)
Free filter: Enter the first few letters for the user you want into the free filter. The summary will show you all users that
have these same letters. The more detail of the name you enter, the more your filter result will be limited.

%) Safescan Time Attends

Log

Presence
Status

)

Clock

)

Day Period

Overview

E
=

Report

@% @
Department User

Maintenanc

Work Schedule Common Device Work Code Help About

= Settings Info

T BT @ 0

Presence

i
Present Filter |F\\ter User... IDepanment Filter  User Filter

Y [@a -] @0 (2 a -] (8 Al3 users - &
D User Name = First Name Last Name Present Last Event In/Qut Device Name

s 1 Jason Jason Miller c In 29.08.2011 10:00:00 In g USBIE

s 4 Jess W Jess Watson e In 19.08.2011 09:05:31 In g USB Stick

s 2 Jess E Jesse Evans e In 25.07.2011 11:20:01 In g USB:EN,

Department filter: Select the department you want from the drop-down menu. In the summary as well as in the user
filter, all employees of that department are displayed. You can limit the results by using the user filter.
1) Safescan Time Aftend o e

Presence

B @®

)

a=

>

9 8

e BT @ O

Log Clock Dey Period Report Department User  WorkSchedule | Common Device Work Code Help About
Status Overview Maintenance Settings Info
Presence 4
Present Filter Filter User... Department Filter  fUser Filter
~3
Y [@a - @ & -8 A 18 users ~ a2
| ;
ser Name = irst Name resen ast Ever n, evice Name
D User N First N s Present Last Event Injout Device N
81 Jason Jason ,, Finance @n 20082011100000  In B useey
HR
86 Matthew Matthew & @ ou 13082011 174654 Out B use stick
@, Marketing
a 21 Nadine Nadine @ Sales 0 out g
87 Saysha Saysha e On 19082011 08:57:16 I B use stick
8 4 Jess W Jess Watson ©n 1908201090531 I g USB Stick
82 JessE Jesse Evans On 2507201112001 In & usesy
a 10 Leanne Leanne McNeil o In 09.12.2010 10:01:03 In g USB Stick
8 Rebekah Rebekah Green @ ou [F)
8 Chioe Chioe Douglas @ ou @
s 9 Rhianna Rhianna Myles 0 out 05.08.2011 18:01:59 Out g USB stick
8 s Nikki Nikki Lauda @ on [F)

User filter: Select the user you want from the drop-down menu.

1) Safescan Time Attend:

Presence

B

9 &

A=

=

L

e BT @ 0

Log Clock Period Report Department User Work Schedule Common Device Work Code Help About
Status QOverview Maintenance Settings Info
Presence 4+
Present Filter Filter User... Department Filter |User Filtar
Yer @ fER—. T 2 2
D User Name ~  First Name LastName |87 Jazon (ason Miler) In/Out Device Name
s 1 Jasan Jason Miller 8 3: Sofia (Sofia Dexter) 0joo n g USBIEN
& o: Rhianna (Rhianna Myles)
8 Nadine Nadine Mayer HiE [r)
8o Rhianna Rhianna Myles 8 17: Eliott (Eliott Barnes) 1fse out g USB stick
s 15 Nikki Nikki At 8 21: nadine (Nadine Mayer) g
s 17 Eliott Eliott Barnes © ow g
8: Sofia Sofia Dexter On 2008201090000  In g USB Stick
6.3.3 Sorting
Sorting via the menu bar: You can use the menu bar to sort data at any time by double clicking the field you want.
Repeat this to reverse the order (A - Zor Z - A).
i¥) Safescan Time Attendance 4.0
el =
Presence Log Clock Day Period Report Department User Work Schedule Common Device Work Code Help About
Status Overview Maintenance Settings Info
Presence @
Present Filter Filter User... Department Filter ~ User Filter
' 4 @ [ i -] [8 Al 18 users = &
IID User Name = First Name Last Name Present Last Event In/out Device Name I
8 Jason Jason Miller ©n 2008201100000  In g USBEX,

86 Matthew Matthew Edwards @ ou 13082011 17:46:54  Out

g USB Stick

8 2 Nadine Nadine Mayer @ out @

s 7 saysha saysha Rames o In 19.08.2011 08:57:16 In g USB stick
s 4 Jess W Jess ‘Watson 0 In 19.08.2011 09:05:31 In g USB Stick
s 2 JessE Jesse Evans e In 25.07.2011 11:20:01 In g USB:EN
s 10 Leanne Leanne MeNeil o In 09.12.2010 10:01:03 In g USB stick
s 19 Rebekah Rebekah Green 0 out g

- -
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6.3.4 Exporting summaries in the CSV file format

You can export summaries via & as CSV.Files, then process them further, for example using Excel or another
program.

The CSV file format describes the structure of a text file for storage or for the easy exchange of structured data or lists.
. Select the summary that you want to export.

Click on the |3 "CSV-Export" symbol.

Name the export file and select the directory that you have created for CSV exports.
Click on "Save".

Click on "OK". The data is then exported to the selected directory.

You can then process the summary with any program that is capable of using CSV data, such as Excel.

6.4 Reporting/report

To ensure that the evaluations that are performed at the month-end show the desired result, check the time bookings
entered by the users under "Booking times" for forgotten bookings or missed bookings and complete or correct these as
necessary (see chapter 6.1.1). Add a function code to the time bookings if necessary.

Safescan Time Attendance 4 is a system that performs calculations immediately. Any corrections made are automatically
calculated after they have been entered. This guarantees that the system is always up to date. Additional calculations to
perform a month-end closing are not required.

Safescan Time Attendance 4 provides you with various prepared reports, which are sufficient for most standard
evaluations.

The following predefined reports are available for you in Safe Scan Time Attendance 4:

. Monthly report
. Weekly report
o Period report

6.4.1 Monthly report
The "monthly report" provides all bookings, balances and events for the selected period. An asterisk (*) is used to
distinguish manually generated bookings from original bookings.

Creating and printing a monthly report

. Select the "Reporting" menu item.

. Select the time period you want (current month, last month, etc.) from the drop-down menu. The current month
is displayed as standard.

[] Safescan Time A
!e Eg ‘ Department er Work Schedule ‘ nnnnn g Work Code. | Help About ‘
Status QOverview Maintenance Settings Info
Report 4
Report Range Report From Report To Filter User... Department Filter  User Filter
@ Last month x| 01.08.2011 31.08.2011 @ [Q All v] [S 3: Sofia (Sofia Dexter) -
i This week
et vieeh

This menth

Select...
Date: 01-09-2011 Monthlv report 01-08-2011 - 31-08-2011
Time: 11:06
Name: Sofia Dexter m:3 Timetable group: Week 5D

Department: CS personnel number: 11-3

Date_ Day TP In out| Roster Hours _Salds| Cumm. | Work code
0108 Mon2 95:00 o s s30 -om| 000 V. Dey OFF from 20.5,2011
0208 T 2 8148 vos[ ew 3 oos| o006
0308 Wed2 8:46 was[  em es2 en| om
0408 Thu 2 838 e[ s s 0| o
05-08  Fri 1 9:01 13:22] 8:30 4 -4:09 -3:13
0608 Set 1 - - - - | am
0708 Sun 1 - - - - ]
ek 31 430 37 -1
0608 Mon 2 850 va| ew e on| am
0908 Te 2 8145 war| e es2 e 24
1008 Wed2 848 wa sm sw ow 2
woe T2 82 was[ ew  ms 02| a2m
12-08  Fi 1 ' & 8:30 & - -10:31 8:30|
1308 Sm 1 - - - - | -0
1408 Sun 1 - - - - LR
Week 32 42:30 35:12 -7:18
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The summary gives you the monthly report for all users. Select C;;j to print out all reports.
. In the department filter, select a department to get the monthly reports for that department.
. In the user filter, select the user you want to get the monthly report for that user.

Note: All reports can be printed or can be exported to CSV file format.

Dizte: 01-09-2011 Mﬂ'ﬂthl'f r'El.]'ﬂrt 01-08-2011 - 31-08-2011

Time: 11:06

Name: Sofia Dexter ID: 3 Timetable group: Wesk 5D
Departmernt: C5 personnel numbser: 11-3

Dratbe Day TP In Out| Roster Hours Saldo| Cumm.| Absent| Remarks [ Work code

0108 Mon 2 9-00 17:30 B30 B:30 =000 =000 W, Day OFF fmom 20.5.2011

0208 e 2 B:4E 17:24 B30 B35 0:0& 006

0308  Wed 2 846 17:38 B30 B:52 D22 028

8 Th 2 B:3E 17:36 B30 B:58 28 056

0508 Fi 1 9:01 13:22 8:30 4:71 -4:09 -3:13

De-DE Sat 1 - - - - - -3:13 -

078 Sun 1 = o N = 5 -3:13 -

Weskt 31 42:30 37 -3:13

OB-D8 Mon 2 B:50 1731 B30 B:41 0:11 =302

os-dE8  Tue 2 8-45 1737 B30 B:52 D32 -2:40

1008  Wed 2 849 17:31 B30 B42 0:12 =228

1148 Thu 2 8:42 17:39 830 B:57 D27 -2401

1208 Fi 1 - - B30 - -  -10:31 B:30

1308 St 1 - - - - - -10:31 -

1408 Sun 1 - - - - -  -10:31 -

Wieek iz 42:30 3512 -T:18

1508 Mon 2 B:4E 17:51 B30 03 0:33 -9:58

1608 Tue 2 B:50 17:45 B30 B:55 035 -9-33

1708 Wed 2 B:3E 17:08 830 B:30 =000 -9=33

1608 Thu 2 B:48 17:33 830 B:45 015 -9:1B

148 Fi 1 840 17:38 830 349 019 -850

208 Sat 1 - - - - - -3:559 -

2108 S 1 - - - - - -8:59 -

Wik i3 42:30 44:02 1:32

2248 Mon 2 = = 830 = -|  -L7=20 B:30

2308 Tue 2 - - B30 - -] -I5:55 B:30

2408 Wed 2 - - B30 - - -34=29 B:30

2508 Thu 2 = = 830 = -| -2 B:30

208 Fi 1 = = 830 = -|  -51=29 B:30

Z7E  Sat 1 - - - - - -51=29 -

2B-08 Sun 1 - - - - -l -51=29 -

Wik 4 42:30 - -42:30

2808 Mon 2 9:00 - 830 15:00 G:30( 4459

308 Tue 2 - - B30 - -1 -53:20 B:30

3108 2 Wed2 - - 830 - -|  -61:5% B:30

W 5 530 15:00  -10:30

Total 195:30 133:31 -61:59
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6.4.2 Weekly report
The weekly report is the same as the monthly reports. Select "Week" from the drop-down menu and proceed in the
same way as for monthly reports to print the summary you want.

The weekly report displays all the essential information for the selected period and users in compact form. The first and
last bookings, time of presence, nominal time and daily balance appear in the report. The accumulated balance at the
time of the selected date and the reason for any absence are also printed. All values for the selected users are totalled at
the bottom of the list.

Creating and printing a weekly report.

o Select the "Report" menu item.

. Select the time period you want (current week, last week, etc.) from the drop-down menu. The current week
is displayed as standard.

The summary gives you the weekly report for all users. Select "Print" to print out all reports.

. In the department filter, select a department to get the weekly reports for that department.
. In the user filter, select the user you want to get the weekly report for that user.
Date: 01-059-2011 WEEkI'f I‘epnrt 11-07-2011 - 15—I}?—2D11||
Tirne: 11:10
Marme: Sofia Dexter ID: 3 Timetable group: Week 5 D
Department: C5 personnel number: 11-3
Date  Day TP In Out| Roster Houwrs Saldo| Cumm.| Absent|Remarks / Work code
11-07  Mon 2 a7 17:24 £:30 a:37 0:07 0:07
1-07  Tue 2 8:55 17:39 £:30 844 0:14 0:21
13-07  Wed 2 8:48 17:.57 B:30 805 0:38 1:00
1407 Thu 2 R 18:01 8:30 9:20 0:30 1:50
1507 R 1 845 16:37 £:30 hEL 0030 1:11
Wesk 28 42:30 4341 1:11
Tatal 42:30 4341 1:11

Note: All reports can be printed or can be exported to CSV file format.

6.4.3 Period report

The "Period report" has a similar structure to the monthly and weekly reports. However, the values for a selected period
are totalled. The report on displays the totals of actual hours, nominal hours and daily balances. In one column, you can
also see the cumulative total balance at the end of the selected period. All valuesfor the selected employees are totalled
at the bottom of the list.

Creating and printing a period report.

o Select the "Report" menu item.

o Choose "Select" from the drop-down menu and use the date picker to enter the date you want
from - to. The current month is displayed as standard.

The summary gives you the period report for all users. Select "Print" to print out all reports.

. In the department filter, select a department to get the period reports for that department.
. In the user filter, select the user you want to get the period report for that user.
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Date: 01-09-2011 Periﬂd R'E'Pﬂ'rt 11-07-2011 - 22-07-2011 I]

Tirme: 11:09

Narme: Sofia Dexter I0: 3 Timetable group: Week 5D
Departrment: C5 personnel number: 11-3

Date  Day TP In Out| Roster Hours Saldo| Cumm.| Absent|Remarks /| Work code

11-07  Man 2 847 17:24 £:30 8:37 0:07 0:07

12-07  Tue 2 8:55 1739 8:30 a44 0:14 0:21

13-07  Wed 2 848 17:57 8:30 9% 0:3% 1:00

1407 Thu 2 B4l 18:01 8:30 9:20 0:50 1:50

1707 Fi 1 g8 168:37 E:30 751 -0:38 1:11

1607  sSat 1 E = = & = 1:11 7

1707 Sun 1 - = = = = 1:11 =

Wesk I8 42:30 4341 1:11

18-07  Man 2 843 17:27 8:30 G4 0:14 1:25

1907 Tue 2 843 17:47 £:30 9.4 0:34 1:58

20-07  Wed 2 847 17:48 £:30 9:01 0:31 2:30

21-07 Thu 2 838 1751 8:30 9:13 0:43 313

207 Fio 1 - - £:30 - -l -7 8:30

Week 29 42:30 w0 -;:e

Tatal B5:00 7943  -5:17

Note: All reports can be printed or exported in the CSV file format.

7.0 ADMINISTRATION

7.1 Department/Group

Departments and groups are used as selection and sorting criteria in Safescan Time Attendance 4. They are used to
administer users, as well as the departments/groups to which these users are assigned. These criteria can be used to
select users and departments/groups in other parts of the program.

7.1.1 Creating a department/group

To create a new department or group, select # and enter a name and description for your department or group.
Red fields are mandatory and must be completed. Press OK to confirm your entry.

r Y
Add Department @
Mame Description
L A

7.1.2 Changing a department/group

Highlight the department you want and select to make the changes. Use OK to save | 1 the changes.
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7.1.3 Deleting a department/group
Highlight the department you want to delete and click on x .

Note: The department can only be deleted if no users are connected to it.

7.2 Users

Administering, editing or creating users has never been so easy. Create your users directly in the software and use the
time attendance terminal to synchronise them. All data is transferred.

You no longer need to go to the terminal to create and enter every new user (exception: fingerprints).

— = == -

£ Safescan Time Attendance 4.0 - ———— SRECE X
) a8 T BT 0 0
Presence Log Clock Day Period Report Department User Work Schedule Common Device Work Code Help About
Status Overview Maintenance Settings Info
User
Filter User... Department Filter User Filter ; I

@ lqm\ vl [s All 25 users - @ % # @ %
D - User Mame First Name Last Name Department RFID Mo Privilege Status

s i Miriam Miriam McFee @\% cs 9288463 User e Active et
8 3 Sofia Sofia Dexter (‘ﬁ\% HR 9295046 Supervisor e Active

s 4 Milo Milo Barlow @% Marketing 8320939 User @ Active

s 5 James James Last @% Finance 9633547 User @ Active I
s & Niels Miels Haolgerson @% PD 9505268 User e Active

s Fi Franzisk Franziska Mueller @% cs 9277275 User e’ Active =
s 9 Koni Koni Mijer @% Marketing 9280813 User @ Active

s 10 Rick Riclk Maonk @% Finance 9287910 User @ Active

s 11 Albert Albert Hoever @\% PD 8323261 User e Active

s 13 David David Kren (a»% s 9293779 User @ Active

s 20 Lola Lola de Vree @% s 901089 User @ Active

8 27 Micole Micole Tieger @1\ Finance 1051363 User @ Active -

The user data contains all personal information that is required for time attendance data, processing and analysis.

The user's name, personnel number and user number, as well as the working hours model assignment, are listed in this
dialog screen. The dialog screen is divided into two sections, which you can access by clicking on the appropriate tab:
. System data

o Personal data

The data can be changed at any time. After an employee leaves, you can delete the data or make it inactive.

7.2.1 Creating users in the software

Note: Selected user IDs cannot be changed later.

. Before you register a new user in the software, synchronise the software with the time attendance terminal to
ensure that the data are identical in both.

. When you click on # , the next free user ID and department/group
are suggested. You can choose to accept the data or change it. The user ID must be between 1 and 65534.

Fields highlighted in red are required fields.

Add user Li_hj
User ID Department
% |
Finance
HR
Marketing
Sales Ok ] [ Cancel
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Use OK to save your entry.
. You can complete the user information, determine the privilege (user, admin, etc.), set the status to active and,
provided your time attendance terminal is equipped with an RFID reader, save the RFID card number.

2 ¥ 9

Image
User ID User Name
26 | | |
Department Priviege Status
cs - | |user - | |Active - |
Fingerprints RFID No
|Ab5&nt |D |
Int. Email Int. Phone
| | |
Waork Schedule -
| - | ‘ Change Password... ‘ Change Delete

System Data| Personal Data|

. Then save your entries with 'J

Please note: The following information is synchronised with the time attendance terminal system:
User ID

User name

Privilege

Status

RFID no.

Password

Once you have completed all entries and changes, synchronise the software with your time attendance terminal.
The newly created users will then be able to log in and out of the time attendance terminal using the registered RFID
card or the user ID and password, which are assigned automatically by the software (see section 7.2.2).

Fingerprint:

If you have a time attendance terminal that only supports fingerprints, the user can log in an out using the user ID and
password, which are assigned automatically by the software (see below for further information in 7.2.2 "Password").
Save the user's fingerprint at a later time by following your time attendance terminal instructions for registering new
users.

7.2.2 Password
You can assign a password to a user or change an existing one in the software at any time.

. Select the user whose password you want to assign or change
. Click on change password
i ™ r h
Change Password ﬁ Change Password ﬁ
New Password New Password
25 123458|
i OK ] [ Cancel [ it ] [ Cancel
b A LS A
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. Enter a new password and confirm with OK

. Then save your entries with 'J in the user screen.

At the next synchronisation with the time attendance terminal, the user will be able to log into the device using the user
ID and the "new" password.

7.2.3 Creating users on the time attendance terminal
Note: Selected user IDs cannot be changed later.

. Before you register a user on the time attendance terminal, synchronise the software with the time attendance
terminal to ensure that the data are identical in both.
. Follow your time attendance terminal instructions for registering new users.

Synchronise the software with the time recording terminal again.
Complete the user information and synchronise the completed information with the time attendance terminal.

7.2.4 Editing users
User data can be adapted at any time.
o Double click on the user for which you want to make changes.

o The editing field opens. Complete or change the user information, and save it with 'J .

Image
User ID User Name
E | |Sofia |
Department Priviege Status
|C5 - | |5uper1.r190r - | |Act'|1.fe - |
Fingerprints RFID No
| Absent 9459263 |
Int. Email Int. Phone
Work Schedule -
|WEEK 5D - | ‘ Change Password... ‘ Change Delete
. Synchronise the software with the time attendance terminal after each change you make to one or more users
so that the data is identical in both.
7.2.5 Deleting users
. To delete a user, highlight the user in the list and click on x or
. Double click on the user and put the user in "Inactive" or "Delete" in status. (In "Inactive" the user ID will not

be deleted and the user's data will no longer be processed or appear in any summary. In "Delete" the user will
also be deleted on the time attendance terminal at the next synchronisation).

7.2.6 System data information
User name: Enter a user name.

User ID: Enter the number of the employee's ID card. This can consist of up to nine digits. The user ID must be identical
to the user's ID on the time attendance terminal.
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RFID no.: Enter the ID number of the transponder that has been assigned to the user.
It is not mandatory to enter this. There are ways of transferring the transponder ID to the employee master data.
. The RFID no. is entered into the "System data" field. After synchronisation with the
time attendance terminal, all user data for the function, including the transponder ID, is sent to the time
attendance terminal.
. The RFID no. is entered when a user is set up on the time attendance terminal and is sent
to the software during synchronisation. The user data it is then transferred to the system.

User privileges: Use the user status to control the granting of rights on the time attendance terminal and in the
software:

. User: a standard user, who can only use the commonly available functions on the time attendance terminal.
Users only see their own time entries in the software and cannot make changes.

. Enroller: Employee who has permission to log other users onto the time attendance terminal. Enrollers only see
their own time entries in the software and cannot make changes.

. Administrator: Employee who has administrative rights and access to everything. Can make changes in the
software.

. Supervisor: Employees with all rights on the terminal and in the software.

Int. phone: You can save the employee's internal telephone number if you wish.
Duty roster: Select a duty roster from the drop-down field from which the user is to be assigned.

Changing your password: Assign a password. When you create users via the software, the software automatically
assigns a password that matches the user ID no. For example, user ID 22 = password = 22. The user can use this
password/PIN to log into the time attendance device.

Add image: Add a photo of the user.

Delete image: Delete the photo of the user.

7.2.7 Personal data
In the "Personal information" tab you can enter more information about individual employees of the company. With the
exception of the personnel number, this information is of no significance to the actual time and attendance.

Name and address: Save the personal data of the employee, such as private address, telephone number, etc.
These fields are not mandatory and can be left blank.

Personnel no.: Enter the employee's personnel number. This can consist of up to nine digits. The personnel number is
shown on the monthly report.

Note: Please enter the date of birth and starting/leaving date in the dd.mm.yyyy format in the entry field.
7.2.8 Exporting summaries in the CSV file format

You can export summaries via | -} as CSV.Files, then process them further, for example using Excel or another
program.

The CSV file format describes the structure of a text file for storage or for the easy exchange of structured data or lists.
. Select the summary that you want to export.

Click on the | -} “CSV-Export” symbol.

Name the export file and select the directory that you have created for CSV exports.
Click on “Save”.

Click on “OK”. The data is then exported to the selected directory.

You can then process the summary with any program that is capable of using CSV data, such as Excel.

7.3 Duty roster/weekly work schedule

Create service/weekly work schedules for your employees. The duty rosters/weekly work schedules may be assigned
individually for each user, or for an entire group/department. The duty rosters/weekly work schedules are processed with
the monthly report and serve as the basis for the calculation of working hours/overtime.

7.3.1 Creating a duty roster

. Click on and complete the name and the description, then confirm with OK.
Fields highlighted in red are required fields.
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Add Schedule 5
Marme Description
. From the "Weekdays" drop-down menu, select the day of the week you want (you can highlight as many days

as necessary).

PV

Name Description
|Week 5D | |N0rma| week 5 days

Day of Week Start Type Start Tim Round Be Round Afl End Type End Time Round Be| Round Aff Effective

1 Tuesday

| Wednesday

| Thursday

1 Friday
Saturday

| »

r Sunday -

. Then select "In" under start type. Enter the time in "Start time" (according to your country settings, e.g. 09:00)
and "End time". (see example).

Y 9

Name Description
|Week 5D | |Norma| week 5 days
Day of Week Start Type Start Tim Round Be Round Afl End Type End Time Round Be| Round Afl Effective
Mon;Tue;Wed;Thu;f In 08:00 Qut 17:00
° Then confirm the entries with J .

7.3.2 Roundings

You can assign fixed working hours to your employees.

From the drop-down menu select "Round up" and "Round down" and select the time period you want for both the start
time and the end time.

For example, if you select "10", all booking times that are signed in "In" 10 minutes before the set time are counted as

from this time. Your employee does not then have an extra 10 minutes of working time. The same applies to "Round
down".
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2

v||'9

Name Description
|Week 5D | |N0rma| week 5 days
Day of Week Start Type Start Tim Round Be Round Afl End Type End Time Round B4 Round Af| Effective
Mon;Tue;Wed; Thu;H In 08:00 |10 1 Qut 17:00 (1 0 '
1
9]
10
15
30
60

Then confirm the entries with J .

7.3.3 Automatic break deduction
With Safescan Time Attendance 4 you can deduct fixed breaks directly, i.e. your employees do not have to time stamp a
lunch break, for example, as this break is automatically deducted by the system.

. Produce the weekly work schedule as described above in 7.3.1.
. In the 2nd row, enter the same days on which the break should be deducted automatically.
. Then select "Break impl." When you have done so, please enter a start time and an end time. Rounding is not

necessary here. If the breaks are not the same every day, you can set them as you want.

v 9

Name Description
|WEek 5D | |Norma| week 5 days |
Day of Week Start Type Start Tim| Round Be Round Afi End Type End Time| Round Be{ Round Afi Effective
Mon; Tue;Wed; Thu;f In 08:00 |10 i QOut 17:00 |1 10
Mon; Tue;Wed; Thu;F Break Impl 12:30 Break Return 13:00
. Then, confirm your entries with J .

If all information are registered you will receive the total of the work schedule.
Break impl. = Break included. The entered break time will be deducted automatically.

Break incl. = break is included in the total when a break is time stamped on the time attendance terminal. This is taken
into account in the calculation.

Break excl. = breaks must normally be time stamped on the time attendance terminal.

7.3.4 Editing/changing a duty roster
The weekly work schedule can be adapted/changed at any time.

. Highlight the weekly work schedule that you want to change and click on | .';_? or
double click directly on the weekly work schedule that you want to change.

. The editing field opens. Complete or change, as described in 7.3.1/7.3.2 or 7.3.3, then with J .
Your changes are immediately taken into account in the calculations.

7.3.5 Deleting the duty roster

¢ To delete a weekly work schedule, select it in the list and click on x .

Note: You can only delete a weekly work schedule if it has no link to a user.
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8.0 SETTINGS

8.1 General
8.1.1 Set language

Select the language you want. Use ‘/ to save this change. For the changes to take effect, close the software, then
restart it.

Rj Safescan Time Attendance 40 D ]
A=
‘ e
eeeeeee Clack Period Repart Department ser Work Schedule Cammon Wark Code Help About
Status Overview Maintenance Setlmgs Info
Region 4@
Language End of working day
Q English - 9 J
Nederlands B
| |Deutsch e
Datab|Francaise 3 FY
Espafiol
| |Portugués o —
[ | |italiano ) | f
Polski hd

Note: After the language has been changed, the software must be restarted!

8.1.2 Setting the time of the end of the day
End of day: Use "End of day" to define the calculational end of the day. The time of the end of the day is set to 00:00 as
standard, i.e. the working day starts at 00:01 and ends at midnight.

When working at your company over midnight, set the time of the end of the day to a time when no employees are
working (e.g. 03:00. For the software, the day then starts and ends at 03:00 each day).

|%) Safescan Time Attendance. T
E B © 4 @ G B8 g B
eeeeeee ock Report Department ser ‘Work Schedule Common Work Code. Help About
Status Overview Maintenance Sertmgs Info
Region 4@
Language End of working day
@ [engsh I 000 9 <

The first booking after the end of the day will be valued as the first booking of the following day.

For a normal change of day (00:00), the default remains set at 0:00. Values that are less than 00:00 will lead to the
incorrect assignment of bookings. The end of the day is simultaneously counted as the start of the day for the next day's
schedule.

8.1.3 Database connection
The software automatically uses the memory location that was selected during the software installation, in which the
database is stored. The database connection field is empty, and should only be filled in manually in exceptional cases.

[%) Safescan Time Attendance Fel
=
&=
eeeeeee Clock Report Department ser ‘Work Schedule Common Work Code. Help About
Status QOverview Maintenance Semngs Info
Region &
Language End of working day
@ [Engsh =l | 9
Database 4
_ Database connection .
[ [\tedatafdb ) |

If the software and the database have been stored in different locations, this counts an exceptional case. In any such
exceptional cases, please contact your IT department.
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8.1.4 Backup
If the database is stored locally on your computer, the software will perform an automatic backup at regular intervals.

Set the interval you want from the drop-down menu.

1) Safescan Time Attendance. |
A= ©
a= G a
7 © 4 5 9 8 & & Bt o O
Presence Log Clock Day Period Report Department User Work Schedule Common Device Work Code Help About
Status QOverview Maintenance Settings Info
Region &
Language End of working day
@ [eroen -] | 9 v
Database 4
_ Database connection e
[ [\edatafdo ) |
Back up 'y
&D I Back up to disk IRfstore from disk 9 J

Automatic backup fie Automatic backup file
[vo 1]

8.2 Device/time attendance terminal

Before time bookings can be processed in Safescan Time Attendance 4, they must be entered using the

time attendance terminal. Safescan Time Attendance 4 reads out the bookings on the time attendance terminal,
transfers them to the PC and classifies them on the time attendance database. Two options are available for the data
transmission procedure:

o Data line (TCP/IP, RS232, 485)

. USB memory (cable)

You can connect an unlimited number of time attendance terminals to the software to calculate times. If you have not
connected your time attendance terminal via your local network and are working with a USB stick, select the USB stick
settings (a combination of TCP/IP and USB stick is possible).

1) Safescan Time Attendance. |
B & [1 5 4 B 2 C @ O
Presence Log Clock Day Period Report Department User ‘Work Schedule Common Device Work Code Help About
Status Overview Maintenance ~ Settings Info
Device &
Filter Name e —
P BES 2
Name IP Address Active Fetcher Comm Key
g USB Stick @ USB drive not present SAFESCAN-RES37
g TA 655 192.168.1.201 SAFESCAN-RESO4
E USBEN USBEN, g Not Connected SAFESCAN-RES37
Note:
. Time bookings are only transferred from the time attendance terminal to the software!
. User data must always be updated and synchronised manually.

8.2.1 Data connection with TCP/IP
If you want to connect your time attendance terminal to your network via TCP/IP, you must assign a free IP address that
falls within your IP address range to the terminal. The IP address 192.168.1.201 is stored on the time attendance

terminal as standard.
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Find your IP address range:

Run

: Type the name of a program, folder, document, or
' Internet resource, and WWindows will open it for wou,

Qopen: W

| 2k, ]l Zancel H Browse, .,

If the IP address prompt appears, type "ipconfig /all".

-~

ESRIE )

BEX Clwindows\system32\cmd.exe

Microsoft Windows [versie 6.1.76011
Copyright <c?>» 2889 Microsoft Corporation. Alle rechten voorbehouden.

C:wUzers™ *» dpconfigrall

. Look at your IP address.
. This is your IP address; it usually begins with "192".

In the example: 192.168.1.149

e Command Prompt

C:“\Documents and Settings“\Daniel>ipconfig
Windows IP Configuration

Host Mame . . . . . monarch
Primary Dns Suffix
Node Type . . . . .
IP Routing Enabled.
HINS Proxy Enahled.

Unknown
Mo
No

Ethernet adapter Local Area Connection 6:

Connection—specific DNS Suffix .
Description . . . . . . . .
rnet MNIC

Physical Address
Dhcp Enabled. .

Autoconf iguratio
IP Address. . .

Subnet Mask . .

Default Gateway

DHCP. Server . .

DNS Servers . .

Realtek RTL8139 Family PCI Fast

BE-AD-88—-2D-2B—-34

Yes

Yes

192 .168.1.149

255.255:.255.8

192.168.1.1

192.168.1.1

66.51.206.1608

66.51.205.1608

Saturday, March 83, 28687 108:36:81 AM

LT T AL R

R T T L

R O T W - e
=

8 8 88 & s on
11

p s solgaies

Lease Obtained.
Lease Expires . 2 Saturday, March 83, 2087 108:360:81 PM

C:xDocuments and Settings™Daniel’
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Find an unused IP address.
. Type "ping", then enter your IP address. Change the last two digits and press "Enter".

In this example: ping 192.168.1.1
Once the IP address is active it receives all data packets.

Microsoft Windows HAP [Uersion 5.1.26081
¢G> Copyright 1985-20081 Microsoft Corp.

C:“Documents and Settings\Matt’>ping 192.168.1.1

Pinging 192.168.1.1 with 32 bhytes of data:

Reply from 172.168.1.1: bytes=32 time=1ms TTL=64
Reply from 192.168.1.1: hytes=32 time{ims TTL=64
Reply from 192.168.1.1: bytes=32 time<{ims TTL=64
Reply from 192.168.1.1: bytes=32 time<ims TTL=64

Ping statistics for 192.168.1.1:

Packets: Sent = 4., Received = 4, Lost = 8 (8x loss),.
Approximate round trip times in milli-—seconds:

Minimum = Bms,. Maximum = 1ms. Average = Bms

C:“Documents and Settings:Matt>

. The software requires a free IP address. In this example: ping 192.168.1.10

L

icrosoft Windows XP [Uersion 5.1.26801
(C>» Copyright 1985-20A1 Microsoft Corp.

:“\Documents and Settings“admin’>ping 192.168.1.108
inging 192_.168.1.18 with 32 bytes of data:

host unreachable.
host unreachable.
host unreachable.
host unreachable.

ing statistics for 192.168.1.16:
Packets: Sent = 4, Received = B, Lost = 4 {(188» loss).

:“Documents and Settings“admin>

Once you have found a free IP address, save it on the terminal by following the instructions of your time and attendance
terminal.
When you have stored the IP address on the time attendance terminal and the terminal is connected to your network.

Use /O in "Device" to search for new devices and confirm with "Yes".

AddFoundDevice l ]

MewDevices (192.168.66.200)

la | | MNee
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Or click on # and enter a name and the IP address manually, click on "This computer" and enter the communication
keys if you have saved them on the time attendance terminal (fields highlighted in red are required fields).

Add Device -

Mame

| Safescan |

IF address or device location

|192.168.1.2E11 |

Communication key

Fetching computer name

|5AFE5CAN| | ‘ This computer

ox ] [ oo

L A

If the terminal is connected, the status in "Active" will change to E‘\'_‘] "Connection made".

You can connect several time attendance terminals with the software via your network. If a terminal cannot be
connected to the network, you can add it manually as a USB drive.

Add Device -

Mame

|u55 |

IF address or device location

Fetching computer name
|5AFE5CAN | ‘ This computer

Communication key

o ] [ oo

L A

Once your time and attendance terminal is connected with the software, booking times that have already been stamped
are automatically transferred to the software. The user data must be synchronised manually, see chapter 8.2.2.
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8.2.2 Synchronising the user data

If your time attendance terminal is connected to the software you must synchronise the user data from the
‘ﬂ

time attendance terminal with the software. To do this, select [ ; all users that have been stored on the time
attendance terminal are displayed in the summary. In this case you should synchronise "Device" to database and use
"Run" to confirm. Then edit the user data in "User" as described in chapter 7.2.4.

If the users have been entered into the software, please synchronise: Database to device.

( {#) Synchronize device o] S )
E(E Rescan ‘ gReload é_-j Device2Database » Dag:ji: = J Commit
USERID FINGER KIND RESOLUTION DIFFEREMCE
1 Different PrivilegeDifferent =
3 Different PasswordDifferent, PrivilegeDifferent
8 Device Only
10 Different - UsernameDifferent
11 Device Only
12 Device Only e
13 Device Only
14 Device Only
17 Different UsernameDifferent
22 Device Only
23 Device Only
24 Different UsernameDifferent
1278 Device Only %

Close

If users have been entered into both the time attendance terminal and the software you should check, during
synchronisation, the location in which the data is more up-to-date and synchronise in the direction you want, see also
chapter 8.2.2.

If you do not want to synchronise all the data or if the data does not all have the same direction, you can select any user
ID individually and define the direction, or ignore it so that it will not be synchronised. To do this, click on the field next to
"Resolution" to get drop-down list (empty = none Synchronisation; DB /Device = database — device; Device/DB = device
— database)

8.2.3 Data transfer using a USB stick
To transfer the booking from the time attendance terminal to the PC, please follow the instructions below.

Transferring bookings to a USB memory.

a) Time attendance terminal with an LCD display

. Connect the USB memory to the time attendance terminal USB port.

. Log into the time attendance terminal.

. Then press the [Menu] key.

. Use the arrow keys to select "USBDrive Mng" (USB drive manager) and press [OK].
[ ]

Use the arrow keys to select "Download logs" (USB drive manager) and press [OK].

An indication that the data has been copied will then be displayed. If "Copy Data OK" appears, the data transfer

to the USB memory is complete. The file saved with the bookings is called: 1_attlog.dat

o Repeat the process if you also want to load the data onto the USB stick by selecting "User dat" (download user
data) and press OK. An indication that the data has been copied will then be displayed. If "Copy Data OK"
appears, the data transfer to the USB stick is complete. The file saved with the user data is called:
1_User.dat or User.dat.

. Remove the USB stick.

Note: If there are variations in the time attendance terminal user interface, please read this section in the user manual
that was delivered with your time attendance terminal.

34



ENGLISH | NEDERLANDS | DEUTSCH | FRANCAIS | ESPANOL | ITALIANO | PORTUGUES

b) Time attendance terminal with TFT display

Connect the USB stick to the time attendance terminal USB port.

Log into the time attendance terminal.

Then press the [Menu] key.

Use the arrow keys to select "USBDrive" and press [OK].

Use the arrow keys to select "Download" and press [OK].

Use the arrow keys to select "Dload bookings" and press [OK]. An indication that the data has been copied will
then be displayed. If the words "Download ended" appear, press [OK]. The data transfer to the USB stick is

complete.
. The file saved with the bookings is called: 1_attlog.dat
. Press the [ESC] key until you have exited the menu.
o Remove the USB stick.
c) time attendance terminals with a USB cable
. Connect the time attendance terminal to your computer via the USB cable.
. Use /Din "Device" to search for new devices, then confirm with "OK" that the time attendance device has

connected to the software automatically, or enter the terminal manually as described above.

Edit Device [

Mame

|USB:E:\, |

IF address or device location

|U5E1:E:\, |

Fetching computer name

|5AFE5CAN| | ‘ This computer

Communication key

0

0K ] I Cancel

Synchronise the user data as explained in 8.2.2.

The booking data is transferred to the software automatically.

On model TA 655, data is read at a lower frequency, which means that there is a longer time interval

than for the TA-800 or TA-900 series (on the TA-800 and TA-900 series, the data transfer takes a maximum of
1 second).

8.2.4 Reading bookings on a PC

If you want to synchronise the data with the software for the first time, you must first create a USB stick "Connection".

i
Select “u* , then assign a name (e.g. USB). The field with the IP address must be empty, fields highlighted in red are
required fields. Press "This computer". If you have saved a communication key on the time attendance terminal, please
enter it in "Communication key". Confirm with OK (see chapter 8.2.1).

. Connect the USB memory to the PC USB port.
. The booking times will be read from the USB stick automatically and processed in the software.
To update the user data, highlight the row with the USB device.

i
. Click on &= and select the file 1_user.dat from the USB memory and click on "Open".
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MNaam Gewijzigd op Type Grootte

Bl user 14.07.2011 10:41 TMT3 File 1kB

In the synchronisation window, please select the direction in which you want to perform the synchronisation.

( {#) Synchronize device l =RRC X |
g Rescan ‘ gReload é_-j Device2Database \_& Daig:uai:: = J Commit
USERID FINGER KIND RESOLUTION DIFFEREMCE
1 Different PrivilegeDifferent =
3 Different PasswordDifferent, PrivilegeDifferent
8 Device Only
10 Different UsernameDifferent
1 Device Only
12 Device Only b
13 Device Only
14 Device Only
17 Different UsernameDifferent
22 Device Only
23 Device Only
24 Different UsernameDifferent
1278 Device Only M
Close

L 4

If you have data that is more up-to-date in the time attendance terminal than in the software, please select -
"Device/database". If the data in the software is more up-to-date, select - "Database/device".

You can see in the summary of each user ID whether the user exists in the device only or in software only, or whether
there is a difference between the software and the device. You can see which information is different in the difference
description. Now select the synchronisation direction.

If you do not want to synchronise all the data or if the data does not all have the same direction, you can select any user
ID individually and define the direction, or ignore it so that it will not be synchronised. To do this, click in the field next to
"Resolution”. You will then see a drop-down list (empty = no synchronisation; DB/Device = database - device; Device/
DB = Device - database).

IS ~

i#} Synchronize device = | B ||
g Rescan ‘ @Reload é_-j Device2Database \_:& Dag:ﬂi: % J Commit
USERID FINGER KIND RESOLUTION DIFFEREMNCE
1 Different PrivilegeDifferent =
3 Different PasswordDifferent, PrivilegeDifferent
8 Device Only _
10 Different DB -» Device UsernameDifferent
Device -» DB
1 Device Only
12 Device Only b
13 Device Only |
14 Device Only
17 Different UsernameDifferent
22 Device Only
23 Device Only
24 Different UsernameDifferent
1278 Device Only s
Close

Example of differences: A user with an ID has been created without a name on the device. If you
synchronise data, you will see the following message: "Device only". Synchronise this data — device/DB and edit the user
ID in "User". Add a new user name and synchronise it once again with the time attendance terminal.
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During the synchronisation you will now see the following message: "Different!" And, in the description: User name
different. Now synchronise "DB/Device" so that the user names on the time attendance terminal are overwritten and the
user is recognised at the next login.

8.3 Function code

Function codes are used to add targeted descriptions of the user's booking

times. Function codes are used for the summary and explanation of (manually added) absences.

The function codes can be added to the booking times in the software by the supervisor or administrator.

Note: With the TA-900 Series, users can use the preprogrammed system keys to enter function codes directly into the
time attendance terminal when time stamping in or out.

With the TA 800 series the function codes has to be enter directly to the device (see user’s Guide for TA 800 series).

Use the function codes for your employees' booking times such as business trips, holidays, medical consultations, etc.
This information will appear on the monthly report.

8.3.1 Adding function codes

JiL
Select I"ii" , enter the function code you want and press OK. The fields highlighted in red are required fields.

( Add Work Code S|
Workcode Mame
|
Description

8.3.2 Editing function codes

Highlight the function code you want to change, click on | ;f and make your changes. Press OK to confirm your entry.

" Edit Work Code =)
Workcode Mame
or
Description
| Doctors Visite
oK ] I Cancel

8.3.3 Deleting function codes

Highlight the function code that you want to delete, then click on x . Use OK to confirm.
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9.0 INFO

9.1 Help

9.1.1 Technical Support

a) Support on the Safescan website

Our service page on our website is available 24 hours a day in is updated regularly. Please go to:
www.safescan.com/manuals. You will find the answers to your questions and suggested solutions in the FAQ.

b) Support hotline
Our support team is available to answer any technical questions you may have by telephone from Monday to Friday,
between 09:00 and 17:00. Please contact: www.safescan.com

9.2 Credits

9.2.1 Updates and upgrades

We will make updates and/or upgrades available to you at www.safescan.com/manuals. Please check regularly to
ensure that you have the latest software version.

10.0 SERVER INSTALLATION

For more information about server installation, please visit our website www.safescan.com/updates ta or contact our
help desk.

11.0 UNINSTALLING SAFESCAN TIME ATTENDANCE 4
To uninstall Safescan Time Attendance 4, please proceed as follows.

. Start/configuration/software.
o Select Safescan Time Attendance 4, then select [Uninstall software].
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