BIOMETRI

STATUS <« » MENU

ANANVIZ2 oaz30
FE" 1) )




TABLE OF CONTENTS

CHAPTER 1 ESTABLISHING A CONNECTION TO TIME CLOCK

1.1 CONNECT TIME CLOCK TO PC
1.1.A. VIA SERIAL CABLE CONNECTION

1.1.B. VIA TCP/IP NETWORK CONNECTION

CHAPTER 2 ADDING EMPLOYEE FINGERPRINTS TO TIME CLOCK

2.1 ADDING EMPLOYEE INFORMATION

2.2 ADDING EMPLOYEE FINGERPRINT

2.3 ADDING EMPLOYEE VIA TIME CLOCK FIRST

CHAPTER 3 DOWNLOAD ATTENDANCE RECORDS

3.1 MANUAL DOWNLOAD OF RECORDS

3.2 REAL-TIME DOWNLOAD OF RECORDS

APPENDIX

A. SOFTWARE COMMUNICATOR BUTTON DESCRIPTIONS

B. TIME CLOCK MENU BUTTON DESCRIPTIONS

6-7

7-8

14

19

22

23

25

26-30



CHAPTER 1 ESTABLISHING A CONNECTION TO TIME CLOCK

1.1 Connecting the time clock to the PC.

After the Bio-Office software has been installed a connection between the Bio-Office
software and the time clock must be created in order to add employees, and download
employee attendance records along with any other data saved on the OA280 time clock.

The OA280 time clock can connect to the computer in two different ways, serial
connection or TCP/IP Network. At any time these connections can be changed, also as an
added download feature some versions of the OA280 time clock allows you to download
information of the time clock using a USB memory stick.

e Via serial connection- You can connect the OA280 time clock to the PC by using
the serial cable you were provided with your purchase. The cord will connect one
on the PC’s serial port the other end to the time clock.

e Via TCP/IP Network Connection- You can connect the OA280 time clock to your
network router or switch with an Ethernet cord (not included ). Please identify
your network settings prior to configuring a TCP/IP network connection. ( if you
need help configuring the time clock connection via network, contact your
network administrator or technical support as every network has different
settings and configuration)

To set up either connection type do the following :

a) Open the Bio-Office software. If the software was installed properly you
should have the software’s icon on the computer’s desktop screen,
double click on the icon to open the software, the icon should look like
the picture below.
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b) Enter the Password and press accept. The software’s default password is
12345 and can be changed on the extra settings tab after logging in.

£ User Authentication

User Hame: |.-’-‘u:|mini$tratu:ur

Password: | |

c) Once the Bio-Office software is opened, go to the reports tab and click on
the Device to PC communicator button. ( see picture below )

& Bio-Office Standard Edition

Application  Help Time Clock Serial Mumber: 00553368

| Employee List || Edit In/00 | Feparts | F mplovee Control || Emplovee Information || Emplovee Attendance || Incomplete In/0ut || Settings || Extra Settings|
| PE i Previ _ !
WLl | Department List “ z‘”c'z: Selec & range ¢ ed for your report

: 3 fpply selection | Select Al | | StatDate | 41272010 | [1200008M £ | ErdDater | 4/18/2010

: QB) Department Selected: Mone

Employess In List: 30
Additional Settings Comunication
[] PFrint report one page per emplopee.

>

O Hide the added ar edited attendance tracking feature
frarm the report.

v
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d) Once the Device to PC communicator is opened click on Add Time Clock.
( see picture below )

:!) £ @ ) English W= Device to PC Communicator OAZ80 V1.7.1
Tirne Clock Settings and Configuration Attendance Records in Realtine Employee Settings Reparts | Export
[ Add Time Clock Time clock, Password {0-95905900) Save | [ Synchronize Time With PC @
IE Modify Time Clock, Skand By Mode (0-57600) Save @ Time clock Configuration
— X = ) i Download
=8 Delete Time Clack Yolume {0-15) Save @ Reset Time Clock To Factory Setings | arkendance Records
Time Clock Management Settings Downloading Options &




e) The following window will display where you may enter the following
connection information:

Time Clock Connection Settings

Clock's [nformatior
Communication kethod

~ Com | 200 -]
& figie | = -

Clock's Serial | 15546912
I

Device NMumber

Clock's Mame |'W'arehu:uuse

Al Status |.-’-'-.|:tual Status ﬂ

]S | Cancel |

o Clock Serial number: Enter here the time clock serial number or just leave it a it

is, the software will auto generate a number in sequence as you keep adding
more connections.

e Device Number: Enter here the time clock device number. Default from the
factory the device number is 1 and can be changed on the time clock’s menu
under the configuration settings.

o If you are only connecting one clock to the software enter 1 on the device
number field as every OA280’s device number in 1 from factory.

o If you have multiple time clocks connecting to the same software each
should be a unique number per time clock.

o Note: To identify or change the device number on the time clock do the

following :

1. Turn on the time clock by pressing any key.

2. Press Menu.

3. Enter the time clock password (default: 8888) and press OK.
4. Using € = highlight CONFIG and press OK.

5. Using € =» highlight DEVICE NUMBER and pres OK.

6. Enter the device number here.

7. Press OK to save your selection.
e Clock’s Name: Enter here a name for your time clock connection (Example:
Main, Reception, Warehouse etc.).



e Communication Method. Select COM and specify the com port number if you

are connecting using the serial connection or select TCP/IP if you will be
connecting through the Network.

& Time Clock Connection Settings

Clock's [nformatior
Communication kethod

. . 1
Clock's Serial # | ~ Com | J |-|-|52|:||:| j
Device Mumber |1 & S | ﬂ J

|T "TlE |:||:||:k ..................

Clock's Mame

At Status |-":"-'3tua|5tatu3 ﬂ

ok | Cancel |

> FOR SERIAL COM PORT CONNECTION ONLY:

e Select Com for the communication method, also select the com port number as
well as the baud rate ( Ussually the default SERIAL com port number is COM # 1 =
coMml).

To verify the com port settings on the PC go to the computer’s device manager
and look under ports. The Device Manager can be found by clicking on the Start
button—>control panel (choose from one of the following):

=  For Classic View click on—>System—->Hardware Tab—>Device
Manager

= Orif you have Category View click on—>Performance and
Maintenance—> System—>Hardware tab—> Device Manager.

Once you are in the Device Manager click on Ports to open the drop down menu
and you will find the com port configuration. The Baud Rate can be left at
115200 which is the default for the time clock.



£ Device Manager.
File  aAction Wiew Help

& =
BIOELECTRONL.
t;‘ Batteries

§ Computer
g Disk drives
g Display adapters
ity DYDYCD-ROM drives
IDE ATAATAPT conkrollers
=4 Imnaging devices
e Kevboards
_J. Mice and other poinking devices
L Modems
g Manitors
E& Network adapters
= Ports (COM & LPT)
r#" Pralific USB-ko-Serial Cormm Pork (COM7T)
r#" RIM Wirtual Serial Port w2 (COM13)
r#" RIM Wirtual Serial Pork w2 (COM14)
r#" Sprint Conneckion Manager MMES Park (COM10)
r#" Sprint Conneckion Manager MMES Park (COM11)
r#" Sprint Conneckion Manager MMES Park (COM12)
+ ﬂ Processars
+- 8, sound, video and game controllers
+ é System devices
¥

Universal Serial Bus controllers

I o = B = M = W S S ||

> FOR TCP/IP ONLY
e |n order to establish a network connection the correct IP address must be
configured on the time clock first as follows:

1) Turn the time clock on by pressing on any key.

2) Press Menu then enter password (default: 8888) and press OK.

3) Using the arrow keys € =» select Config and press OK.

4) Using the arrow keys € =» select TCP/IP and press OK.

5) Enter the correct IP configuration using the keys on the time clock.
IP: Enter here the IP address you wish to assign the time clock.

MASK: Enter the mask number of the network where the time clock will
be connected to.



GATE: Enter here the gateway IP of the network where the time clock
will be connected to.

H-IP (Host IP): Enter here the IP address of the computer that will
connect to the time clock to retrieve the attendance data. This computer
should be the one that has the Bio-Office oftware installed (only the
computer’s IP address specified on this setting is the only one that can
connect to the time clock to retrieve attendance).

NOTE: Every network is different and may have different restrictions and firewall
settings. If you need help setting up the IP address we highly suggest requesting support
from the network administrator or IT department in your company.

f) Once the connection settings have been entered properly the icon for the
time clock should appear red. See picture below.

Pj) £ @ ¢ ) English s Device to PC Communicator 0A280 V1.7.1 - X
- Time Clock Settings and Configuration Attendance Records in Realtime Employee Settings Reports [ Export

5 Add Time Clock Time clack P d (0-99999999, 5 fud Synch Time With PC j ﬁ .

8 e od eciocicgaszuanl ) S| b SYRETTANIZE Time WA 4 Download Employes Information And Fingerprints
L’A ModiFy Time Clack. Stand By Mode (0-57600) Save | 4@ Time clock Configuration

Download i i i

|E§ Delete Time Clock Wolume {0-15) Sawe Q) Reset Time Clock To Factory Settinds | attendance Records - s gt i e ) it
Time Clock Managemment Settings Downloading Options and Features

1[Time clock]

After the connection settings have been entered properly the
connection's icon should look like this.

g) To test connection click on Synchronize Time with PC.

P-_«) £/ @ ¢ English -'= Device to PC Communicator 0A280 V1.7.1 - X
B Time Clock Settings and Configuration Attendance Records in Realtime Employee Settings Reports | Export

5 Add Time Clack Ti lock P d (0-33933993 S I [ Synchr Time With PC | =

L‘_I me Hos [edec ezl ) ave || ied Syncivonze Time S8 Download Employves Information And Fingetprints
B8 Modify Time Clock Stand By Mode {0-57600) Save | @ Time clock donfiguration

Download b

158 Delete Time Clock “olume (0-15) Save || (4 Resst Time [lock To Fackory Settings | aprendance Records A Spload Enloveolinfoemaion R I s
Time Clack Management Settings Dawnloading Options and Features

1[Time clock]

If the connection setttings have been properly entered, when syncronizing the
time clock, the icon will turn blue and a confirmation will be followed.

From now on when running this communication software the icon should
always be blue, it may take up to 5 seconds to do it, if the icon is not blue the
connection settings are incorrect, therefore you will not be able to donwload
data of the clock, then contact the network administrator or technical support
for further assistance.

| 0%



CHAPTER 2 ADDING EMPLOYEE FINGERPRINTS

TO TIME CLOCK

2.1 Adding Employee Information

a) Log on to the Bio-Ofiice software.

b) Once the Bio-Office software is opened, go to the Reports tab and click
on the Device to PC communicator button to open the time clock

connection software.

& Bio-Office Standard Edition

Application  Help Tirne Clock Serial Mumber: 00553368

Employee List | Edit In/0 | Reports | Employee Control | Emplovee Infarmation | Emplovee Attendance | Incomplete In/0ut | Settings | Extra Settings
AUl | Department List b Pi.‘::z Selectthe date range desired for your report.

: I Apoly Selection | Select All | | CiatDate | 412720010 v | 1200004M & ErdDate: | 4182010

: %) Diepartment Selected: Mone

Employess |n List: 30
Additional S ettings Comunication
[] Print repart one page per emplopes,

=2

o PC Comunicator

O Hide the added or edited attendance tracking featurs
from the report.

Bio-Office Standard Edition Version 4.0.0.0

c) Once the Device to PC communicator is opened click on the Employee
Settings tab, as shown on the picture below.

:!) £ @ ) Engish -= Device to PC Communicator 0A280 V1.7.1 - X
Time Clack Settings and Configuration Attendance Records in Realtime Emploves Settings Reports | Export:
2 B B OB &£
AD Emploves Mame
Add Mew adify Delete Transfer Ta Copy Download Upload Delete Emplayes X X Search
Emplovee  Employee  Employee Department  Privilege Employes Daka  Employes Daka  From The Clock Clock's Serial # Employes
Employees Management Employee Data Download And Uplaad Employes Search
B
1[Time clock]
ﬁ Headoffice D # Card # Mame Sex Position Birthday Employ Date | Phone Addres
» 1001 985133 b ark.
< >
| 0% L)

h) Click on Add New Employee. ( see picture below )



i) )@ O enaisn MBB = Add / Modify Employee Information
| S22 Tine Clock Settings and Confiowat
. Basic Information \ Fielevant Information | Fingerprint Registration |
)
(o ——— &
Add Mew \ Delete Tran: ID# Search
Employee # Employ™sw Employee | Depg Employee
EmploPEwanagement Card # earch
e
I
Sex
16645912[Bic]
Cleannin crew =
= head office D # Depatment 1% 2 = Addres 1stFP
88 warchouse
= & Management
8% Saes Clocks not Authorized Clocks Authorized
& Cleannin crew 1BB4E51 2[Rin]
=
>
.
<4
Method of Feecogrilion 4nd Access Permission
o) (o
(o) (o
c F
< S=o Cancel 13|
=

i) Fillin the following fields for the new employee :

Basic Information Tab:

ID #: Assign here a unique id number this number can be from 1 up to 8
maximum digits per ID number.

Card #: Re-enter the same ID # or enter the RFID card # if cards are given
to the employees (If you will be issuing RFID cards it will be best to assign
at the time of registering fingerprints which is section 2.2.).

Name: Enter the name for the employee as you want it to show on the
reports. (Use only letters do not enter special characters such commas,
hyphens, apostrophes etc )

Sex: Select from the options male or female

Clocks Not Authorized/Authorized: Select the clock(s) the employee will
be using, and click the arrow key =» to transfer them to the authorized

list of clocks.

Picture (optional): A picture could be added by browsing through
pictures currently saved on the computer or by a webcam. Please keep in
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mind you may need to crop picture if too large, if the picture is too large
in size it will slow down the perfomance of the software.

Add|/ Modify Employee Information @

Basic Information l Helevantlnformationl FingerprintHegistration]

IDtt|

Picture

e Area

M ame |

L

Sex |

Dgmiat @ Headoffice

L

af o x|

Clocks not Autharized Clocks Authorized
i

¥

bl Lk

<

Method of Recognition And Access Permission
(o
e
c v

Y

Method of Recognition and Access Permission: After having added the
time clock’s numbers to the List of clocks Authorized you may select the
method of recognition you wish your employee to use, select the clock

from the list of authorized clocks and the options are as follows:

e Card /FP/Password: Means the employee can clock in or out by RFID
card only, fingerprint (FP) only, or by password only. This is the

default option on the time clock for every employee.

e Card + FP: Means the employee can only clock in or out by using their
RFID card in combination with their fingerprint.

e Card + Password: Means the employee can only clock in or out by
using their RFID card in combination with their password assigned.

e FP + Password: Means the employee can only clock in or out by using
their fingerprint in combination with their password.
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e Card + FP + Password: Means the employee can clock in or out with
combining their RFID card + fingerprint + password all together.

Relevant Information Tab: Under this tab you may fill in the areas or
select from the drop down menu for Employee #, Nationality, Position,
Education, Phone, Native Place, Address, Birthday, Employ Date, Political
Feature, Specialty, and Mobile #.

Add|/ Modify Employee Information @
B asic Information] Relevant Information IFingerplint Reqistration ]

Employee # | Birthday |r j

1 atimality | ﬂ Ermploy Date |r ﬂ

Position | j Palitical Feature | ﬂ

E ducation | j Specialty | j

Phone | Mobie # |

Mative Place |
Address |

Fingerprint registration tab. This feature on the software allows
you to capture the user’s finferprint with a special hardware

not included with the time clock, the hardware model is OA99
and can be purchased from our company separetely. Allows you
capture the user’s fingerprint file then this file can be sent to the
0A280 time clock thru the network connection, this way the
user enrollment can be done on the PC and not at the OA280
timeclock. ( See picture below )

= Add s Modify Employee Information @

Easlt:lnlnrmalmnl Relevant Infarmation  Fingerprint Registration ]

Fingerprint Enrollment

= Enrall

Il Enrall
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After entering all employee related information basic, relevant and fingerprint press the
save button at any time to save your selections.

Once the employee is saved the employee name and information will display on the
employee list. ( see picture below )

P‘:w/) £ @ ) Engish M Bioelectronix Device to PC Communicator X280 V1.6 - X
h Time Clock Settings and Configuration Attendance Records in Realtime Employee Settings Reports [ Expart
* J i e > D# e
S &K S B = &y B &
< L - Employee Mame
Add Hew TModify Delete Transfer Ta Copy Download Upload Delete Employes X ) Seatch
Employee  Employee  Emplovee Department  Privilege Employee Data  Employee Data  From The Clack Clock's Serial # Emplayes
Employes Management Employes Data Download And Upload Employes Search
16646912[Bio)
=] m head office D # Card # MName Sex Puosition Bithday Employ D ate Phone Addres TstFP 2nd FP  éuthorized To Use Clock,
38 warehouse Jazon Peterson [TEE4E912
= &% Management
48 Sales
&% Cleannin crew
< >
| 0%

Then this employee information needs to be sent to the time clock(s) that
the employee will be using. To do this highlight the employee(s) from the
list by clicking on the name. You may select multiple employees by
pressing down on the Ctrl key and selecting the employees you wish to
add from the list. Also check mark the clock(s) you wish to send this
information to (Each clock connection is identified by each blue icon and
a check mark the checked boxes are the clocks you will send this data

too ) then click on the button on top called Upload Employee Data, then
click OK to confirm the upload. ( see picture below )
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|ll @ ¢ English M Device to PC Communicator OA280 V1.7.1 _

=

S Time Clack Settings and Configuration Attendance Records in Realtime Emploves Settings Reports | Export
1B Add Time Clock Time clock Password (0-29999999% Save | L Synchronize Time With PC \jj P :“
L‘gMUdiFy Time Clock. Stand By Mode (0-57600) Save || |48 Time clock Configuration .
Download
B8 Delete Time Clock ‘Wolume {0-15) Save H) Reset Time Clock To Factory Settings | atrendance Recards
Time Clock Management Settings Downloading Options and Features

1[Tirne clock] 2[2] 3[3]

2.2 Adding Employee Fingerprint.

The next step is to record the employee fingerprint on the time clock, which is
now ready to take fingerprint data for the employees that were previously

uploaded to it.

a) With the time clock blue light turned on press Menu (if the blue light is
not on press any key to turn it on).

b) Enter the time clock password (default: 8888) and press Ok.

c) Select User on the Management Menu and press OK. The following will

display:

ﬂ% User

¢

2. Modify FWD

&

d) To add select the first option as shown on the picture above then press
OK, and the following will display.

14



Ne 000001
ft 1D 8101

WName: New User
FP: 1. []
0 2. [

e) Enter the ID number for the employee to be enrolled and press Ok ( the

f)

g)

h)

ID # must be the one assigned initially on the Bio-Office software, for
example our test employee on this guide we used was Jason ID #

320021). The employee name should then be displayed on the time clock
screen under name.

Press the = key once.

After pressing=>, the time clock will automatically take you to the (FP1)
fingerprint registration option and will prompt you with a voice “place
your finger” and the following will display.

}'E DUD':::"D]. r:\.-ew'l
0 e WO C 1
2.
Password. ——————
¢ Card ————-

Now press your index finger (recommended) as shown on the picture
below then remove it. It will then prompt you with a voice “press your
finger again” and place the same fingerprint once again on the same
spot. See the illustration below:

15



/“
\/ Properly Centered

No 000001 (New) Ne 000001 (New)
t FPr ENL W] 0 Fp. A (]
2. [ 2.
Password. ————— Password. —————
§ Card ————- g Card ————-

Correct method:

i) Each employee profile on the time clock can hold up to two fingerprints.
If you record a second fingerprint for the employee, they can use either
one of the fingerprints enrolled to clock in or out. It’s not necessary but it
is recommended to record the second fingerprint in case the first one
doesn’t work properly. Therefore to record a second fingerprint simply
highlight FP 2 (see picture below) by pressing the =» key, when FP 2 is
highlighted the time clock will automatically prompt with a voice “place
your finger” then follow the same procedure used to record the first
fingerprint just that this time you will use a different finger. It can be your
middle finger or the index from the other hand.

16



No 000001 (New)
oty LI 1

Pazsword, —————
Card: ——————
|k T&A Opt: -1-

j) The next option under the employee profile is password. This option will
allow you to enter a password for the employee. They may clock in or out
by typing their ID number on the keypad, and then OK, then the
password. To set up a password highlight password then type the ID #
and press Ok to save the selection or go to the next option. ( It’s not
required to setup a password for the employee. This option is used as an

alternative when the employee cannot use their fingerprint to clock in or
out).

No 000001 (New)
i Password [
Card: ———————
TEA Opt: -1-

3 DoorOpen: T

k) The next option after password is Card, this option will allow you to save
an RFID card under the employee profile. Then they can clock in or out
using their RFID card instead of the fingerprint or a password. To save a
card simply highlight card then wave the card in front of the RFID reader
on the time clock and the card number will be displayed under card. You
may then press Ok to save it or go to the next option. ( It’s not required to
setup a card for the employee. This option is used as an alternative when
the employee cannot use their fingerprint to clock in or out

17



No 000001 {New)
T Card I

T&A Opt: -1-

DoorOpen: Y

4

[) The next option is T&A opt. This option will deal with the recognition
method for each employee on the time clock and the method is
identified by a number. You can choose the T&A option you wish to use
for the employee by highlighting T&A opt, then press menu and scroll
down to the option you wish to use, then press Ok. You may then press
Ok to save it or go to the next option.

e Card /FP/Password: Means the employee can clock in or out by RFID
card only, FP only, or by password only. The number 1 is the default
option on the time clock for every employee.

e Card + FP: Means the employee can only clock in or out by using their
RFID card in combination with their fingerprint. ( Option # 2 )

e Card + Password: Means the employee can only clock in or out by
using their RFID card in combination with their password assigned.
( Option # 3 )

e FP + Password: Means the employee can only clock in or out by using
their fingerprint in combination with their password. ( Option # 4 )

e Card + FP + Password: Means the employee can clock in or out with
combining their RFID card + fingerprint + password all together.
(Option #5)

m) The next option is called Door Open, the OA280 time clock can be
connected to an access controller box then the user with door open
privilege will be able to unlock the door at the moment he gets
authenticated by the time clock.

18



n) Once you have entered all the settings for that employee press OK and it
will save all the information. You may then go to the next employee and
follow the instruction listed above a-I.

2.3 Adding Employees Via Time Clock First
We recommend that you add employees as listed in sections 2.1 and 2.2 above.
Although an employee may also be added first to the time clock if necessary.,
then his ID # number and fingerprint can be downloaded to the Bio-Office

software and this number can then be replaced for the employee name.

a) With the time clock blue light turned on press Menu (if the blue light is
not on press any key to turn it on).

b) Enter the time clock password (default: 8888) and press Ok.

c) Select User on the Management Menu and press OK. The following will
display:

ﬂ‘ﬁ’ User

& 1. Add/Del User
2. Modify PWD

d) To add select the first option as shown on the picture above then press
OK, and the following will display:

19



Ne 000001

{ 1D 8101
Wame: New User
FF: 1. []

0 2. [

e) The Time Clock will automatically display the next ID number available

f)

g)

(For example if you used ID #'s 1-20 previously the next number the time
clock will display is 21)

From this point on the same instructions listed above in sections 2.2g-
2.2m can be followed to enter the additional information on the time
clock.

Once you have saved the information you will need to connect to the
time clock to download Employee Information and fingerprints by doing
the following steps:

1. Logon to the Bio-Office software.

2. Once the Bio-Office software is opened, go to the Reports tab and
click on the Device to PC communicator button to open the time
clock connection software.

3. On the Time Clocks Settings and Configurations tab of the
communicator window you will click on the Download Employee
Information and Fingerprints button. This will download the
employees you have added to the time clock.

4. Once you have successfully downloaded you may view the

employees by going to the Employee Settings tab and click on
Search.

20



5. To enter the employee’s information, such as name, department
etc., first click the search button within the employee settings tab
then the list of id numbers assigned will display and you may double
click on the new employee ID or select the new employee ID and click
on Modify Employee button to be able to add names and all
employee related information.

21



CHAPTER 3 DOWNLOAD ATTENDANCE RECORDS

Once the connection has been setup and the users have been enrolled on the system,
they can start using the system to record IN/OUT attendance records. When the
employee successfully records an entry it will be saved and kept on the time clock’s
memory until these attendance records get downloaded to the Bio-Office software’s
database, therefore you will be able to create your attendance reports and timesheets.
The download of the attendance records is a manual process and could be automated

also.

3.1 To download attendance records do the following

1.

2.

4.

Open the Bio-Office software.

Go to the reports tab and click on the communication software,
called device to pc communicator.

Once the communication software is opened make sure that the
connection icon is blue, therefore meaning the connection settings to
the time clock are set accordingly (Note: if the icon is not blue the
connection settings are incorrect and the attendance data cannot be
downloaded off the time clock. Troubleshooting will be required so
please contact your network administrator or technical support for
further assistance.)

Then click on Download Attendance Records and you will receive a
confirmation. This process can be done as many times as you want,
(see picture below) when downloading attendance records you
should see the progress up to 100% and a confirmation of the
number of records downloaded. (see picture below )
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\ F‘. £} Englsh M Device to PC Communicator 0A280 V1.7.1 . x

=

Time Clock Settings and Configuration Attendance Records in Realtime Emplovyee Settings Reports | Export
| dd Time Clock. Ti lock P d (0-32599955 = L Synchronize Time ‘With PC -
] e Ciac eclchiazealy ) e ||l 2YNERranize Time ¥l {8 Download Employee Information And Fingerprints
L‘g Modify Time Clock. Stand By Mode (0-57600) Save || 48 Time clock Configuration
Download i i i i
|E8 Delete Time Clack Wolurme (0-15) Save r) Reset Time Clock Ta Fackory Settings || attendance Records .- Wt e e et e A= s
Time Clock Management Settings ownloading Options and Features
Dawnload Attendance Records i
1Time clack]

[2010-04-22 10:11:37]Reading atlendance records...
[2010-04-22 10:11:37]Read attendance records:1[Time clock]
[2010-04-22 10:11 ':13]1 [Tirne clock]Read the records completed, Records:1 ,Read successfully: I

Fead attendance records completed

3.2 Download of attendance records in real-time.
This option allows you to download and track the attendance in records
in real-time, rather than downloading these manually. To do this do the
following:

1. Open the Bio-Office software.

2. Go to the reports tab and click on the communication software,
called device to pc communicator.
3. Once the communication software is opened go to Attendance

Records Monitoring.

4. Click enable real-time download. ( see picture below )

P:') £ @ () English M K Device to PC Communicator 0A280 V1.7.1 - X
Time Clock Settings and Configuration Attendance Records in Realtime Emplovee Settings Reports | Export
o] Starting Time  2010-04-22 10:14:12 Check-In Times 2
Ending Tirme Check-Out Times 0
Activate Realtime | |Prohibit Realtime .
Etrles Diownload # OF Emplovees | 1 Other Status Times 0
= tking Realtime Monitoring Records Information
1[Time clack]
D # Mame Date/Time Fecord Status Clock's Seri: Clock's Device | Clock's Mame Depafment Position
-1 2010-4-2210:14:49 In 1 1 Time clock
b1 2010-4-2210:14:53 In 1 1 Time clock

Activate realtime monitar function complete
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Once the real-time download is enabled and the employee scans their fingerprint to
clock in or out it will be recorded into the software automatically and a confirmation will
show on the attendance record. ( see picture above )

Note: In order for the real-time feature to work the connection has to be through a

TCP/IP network connection. Also the communication software must reamin opened at
all times and the feature should also be enabled at all times.
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APPENDIX
A. SOFTWARE COMMUNICATOR BUTTON DESCRIPTIONS
Below you will find a description of all the buttons on the Communicator window

on Bio-Office Software:

a. TAB #1: Time Clock Settings and Configuration

D] |‘ )@ € Englsh U= Device to PC Communicator OA280 V1.7.1 - x
— Time Clack Settings and Configuration Attendance Records in Realtime Employee Settings Reports | Export
15| Add Time Clack 1 Ti lock. P, d (0-G399939% 3 5 | Synch Time ‘with PC . 10
=] e iod Tl als AL I AVE | b 2ynchiranize Time wi 9 & Download Employes Information And Fingerprints
B Madify Time Clack Stand By Maode (0-57600) 4 Save | @ Time clack Configuration 7
Download s i i
| Delete Time Clock Yalume {0-15) 5 Save H) Reset Time Clock To Facturgett\ngs Attendance Recards = Ut e IRt {5 Flnap:rimnts

Time Clock Management Settings Downloading Options and Features

e Add Time clock: This button is used to add time clock connection to
the communication software.

¢ Modify / delete time clock: These buttons are used to either edit or
delete existing time clock connections.

o Time clock password: Enter a new password on this section if you
wish to change the time clock’s admin password (the factory default
password is 8888). Once changed click Save

e Standby mode: Enter up 57600 minutes in which the time clock will
wait in order to turn off the blue light, and click Save (normally the
time clock will turn off the blue light after 20 seconds if it’s not being
used).

e Volume: Enter a number here from 1 — 15 to select the volume for
the time clock speaker and click Save (1 being the min and 15 being
the max).

e Synchronize time with PC: Use this button to sync the computer’s
date and time to the time clock.

e Time clock Configuration: Click here to review and change certain

time clock settings such as date format, disabling scanner usage etc.
and click Ok to save your selection.
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e Reset time clock to factory settings: By pressing this button the time
clock will return to factory settings and all data on its memory will be
erased. This process cannot be undone and will erase all data such as
names, fingerprints, attendance records, IP settings, etc.

e Download attendance records: This is the button used to transfer the
attendance records from the time clock to the Bio-Office software
database. Click on this button every time you wish to send the
attendance records to the PC, after this you will be able to preview
and print the attendance reports and time cards for the employees.

e Download employee information and fingerprints: Use this button to
download the employee’s information and fingerprints saved on the
clock. NOTE: You will be able to send and distribute this data to other
time clocks connected to the same software, or just to create a back
up of the employee related information and fingerprints.

e Upload employee information and fingerprints: Use this button to
upload the employee(s) information and fingerprint(s) to the clock(s)
connected to the software.

b. TAB #2: Attendance Records in Real-Time

=1 |‘ '@ ) Engish M Device to PC Communicator OA280 V1.7.1 - X

— Time Clock Settings and Configuration Attendance Records in Realtime Employee Settings Reports | Export

%' 1 2 Starting Time Check-In Times 0
—‘ Ending Time Check-0ut Times O

Enable Realtime )
Diownlnad # OF Employees Other Status Times O

Realtime Setting Realtime Monitoring Records Information

e Enable Real-Time: This button is used to enable the real-time feature.
When enabled the attendance records will display automatically on
the white part of this section when the employees clock in or out.
(NOTE: In order for the real-time feature to work the clock must be
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connected through a TCP/IP connection and also the communication
software has to be opened at all times).

o Disable Real-Time: This button allows you to disable to the real-time

feature.

c. TAB #3: Employee Settings

) |" A @ ) English = Device to PC Communicator OA280 V1.7.1 - x
— Time Clock Settings and Configuration Attendance Records in Realtime Employee Settings Reports | Export
1 2 3 B Dovrload Employes Data  £] o # & 7

P é_}

e '_=-T| Upload Emploves Data 5 Employes Mame
Add MNew ’ ) Search
Errploves \E8 Delete Emplovee from The Clock || Clock's Serial # Ermploves

Employes Management Emploves Data Download And Upload 6 Employes Search

o

1[Time clock]

1) Add new employee: Use this button to add new users into
the software.

2) Edit / delete employee: Use this button to add or delete
existing users added to the software.

3) Transfer to department: This option is used to add an
employee or a batch of employees to a department. To do
this select the employee(s) then click on transfer to
department and select the department you wish to add
the users to and click OK to save your selection.

4) Download employee data: Use this button to download
the employee data from the clock to the Bio-Office
software.

5) Upload employee data: Use this button to upload the
employee data from the Bio-Office software to the Time
clock(s) connected to the software.
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6) Delete employee from the time clock: Select from the list
the employee(s) that you want to delete and click on this
button to remove these employees from the time clock(s)
you selected from the Bio-Office software.

7) Search employee: If you want to search for a specific
employee enter the information on the required field and
click on this button to look for the employee in reference.

C. TIME CLOCK MENU BUTTON DESCRIPTIONS

Menu:

e USER (all options for user menu on the time clock are described under
section 2.2)

e CONFIG:
Date: Use this option to properly set the date on the time clock
Time: Use this option to properly set the time on the time clock
Baud rate: Use this option to change the baud rate speed for the time
clock connection when connecting via Serial comport.

o TCP/IP: Use this option to properly set IP addresses on the time clock
to establish a connection through TCP /IP network.

o Delay: Use this option to properly set a time in seconds for the relay
to lock the door when the time clock is used as an access controller to
unlock doors.

o Sleep: Use this option to properly setup a time in seconds for the
time clock to go under sleep mode when it is not being used so the
blue light doesn’t turn off.

o Volume: Use this option to setup the speaker volume on the time
clock.

o Device number: use this option to setup a number to identify
multiple time clocks through your network.

o Initialize: Use this option to erase the entire data on the time clock.
This will erase all information on the memory and will leave the time
clock with factory settings.
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SYSTEM INFO:

FP Reg: This is the # of fingerprints enrolled in the system, as well as
the total # of fingerprint capacities allowed.
User: This is the # of registered users on the time clock, as well as the
# of user capacities allowed.
Records: This is the amount of IN/OUT attendance records the time
clock has in its memory, as well as the total # records capacities
allowed.
Communication: This is a description of the communication methods
to download attendance data off of the time clock, which are as
follows:

e RS232 serial comport

e RS485
e TCP/IP Network
e USB

Firmware: This setting has the firmware version on the time clock.

RECORDS: This option allows you to search the attendance records on the
time clock before these are downloaded to the Bio-Office software. After
clicking on records on the time clocks menu also choose which search you
wish to perform, it can be done by user by entering the user’s id number or
you can search by new records on the time clock’s memory. Note: Only
managers with the time clock password will be able to see these attendance
records on the time clock and these are records that have not been
downloaded to the Bio-Office software, once you download these records
they will be deleted off of the time clock’s memory

For steps by step instructions on how to use the Bio-Office software and its features you
must click on the Help button on the Bio-Office Software (once logged in), then click
Software help then online help and another window should display. To the left of that
window select the How Do | option and all features for the Bio-Office software will
display.
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