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INTRODUCTION

Welcome to Anviz Biometric. We would like to thank you for the purchase of
your new Time Clock. We would like to start by giving you an overview of what
your new Time Clock and software can do for you. With Anviz Biometric Time
Clocks not only do you have a High tech Employee Attendance clock, but a
secure and no doubt safer way in managing and keeping track of your
employees. With our Time Clocks you can edit, manage and even keep track of
your employee vacation, sick time, even PTO (personal time off). As well as other
features that will allow you to better manage your payroll. Our software allows
you to export to excel spreadsheets, Quickbooks, ADP, Paycheck & even
Microsoft Word. With such an effective tool and cost effective investment for
any company large or small, this will be one of your best purchases yet. We offer
the best Technical support if needed. Our representatives will help you with any
guestions or guide through in how to use your new Time Clock. This manual will
help you and guide you from beginning to end in installing your Time Clock and
software.



CHAPTER 1 ESTABLISHING A CONNECTION TO TIME CLOCK

1.1 Installation of software

I. Insert the CD into the CD drive of your PC or Laptop.

Welcome to the Prerequisites
Wizard

The setup has determined that some of the
prerequisites needed to run this program are
missing. This wizard will assist you in getting and
installing those prerequisites. Click Next to
continue to the list of prerequisites.

Click Finish at any time to completely skip the
installation of prerequisites and jump to the
installation of the main program. Click Cancel to
cancel the installation and exit the Setup Wizard.

Il. Follow all instructions on the menu screen. The Installer will start by scanning
the prerequisites that are needed to install on your pc. Install all that are
needed. You will be able to see which ones by the action tab on top. If it says
skip you can go ahead and skip that installation. Those will be unchecked. But
the ones needed to install you will just click on next to do so. (See picture
below)

Prerequisites

These programs are needed for the application to run. Click on the check box
next to a prerequisite to select it for install or to skip it.

Name Version

[] .NET Framework 2.0 Required: any. Found an accept...
[7] Acrobat Reader 9 Required: any. Found an accept...
[ windows Installer 3.1 Required: 3.1 or higher. Found: ...
[¥] Prolific Driver T Required: 1.0 or higher. Found: ...

Download Folder:  Z:\Bio-Office standar setups\OC500\

Press the Next button to install the prerequisites.

<Back || mMext> | [ Finish




When the installation finishes, you will then hit the finish button to begin the
extraction of the software itself.

Extracting the main application files...

. = | [ cancel

Then the installation of the Bio-Office Standard software will begin. The installer
will automatically choose the folder in which the software will be installed in. If
you would like to choose a different folder, you can do so by either entering it in
the text box or by clicking on browse. Then we will click on next to continue the
installation.

Bio-Office Standard Edition Setu Toco o ]
Installation Folder Advanced Installer

This is the folder where Bio-Office Standard Edition will be
installed.
@ Collecting information

@ rreparing installation

@ 1nstali
sty Toinstallin this folder, cick "Next". To install to a different folder, enter it below or click
Browse”.
@ Finalizing installation

Folder:

C:\Bio-Office Standard Edition\ m




V. The installer will give you 3 different locations were you can create a shortcut of

VI.

the Bio-Office Standard software. Choose the ones that you would like to create.
We recommend one in your Desktop, Start Menu Programs folder & Startup
folder. Then click on next after selecting your shortcuts that you would like to
create. (See picture below).

Bio-Office Standard Setuj

Configure Shortcuts

@ Collecting information

@ rreparing installation
Create shortauts for Bio-Office Standard Edition in the following locations:
@ 1nstaliing

@ rinalizing installation Desktop

Start Menu Programs folder

Startup folder

The installer will then be finalizing the finishing steps in the installation of the
Bio-Office Standard software. We recommend checking off the View read me
file and Launch Bio-Office Standard edition boxes. Then click on Finish to
proceed to opening the software(See picture below).

B3 Bio-Office Standard Edition Setup!

Bio-Office Standard Edition Setup Complete Advanced Installer

Bio-Office Standard Edition has been installed successfully.
© collecting information

© rreparing installation

© i1nstaliing View readme file

| @ Finalizing installation Launch Bio-Office Standard Edition
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1.2 Connecting the Time Clock to the PC.

After the Bio-Office Standard software has been installed, a connection between the
Bio-Office Standard software and the TC200 time clock must be created in order to add
employees, download employee attendance and any other data saved on the TC200
time clock.

The TC200 time clock can connect to the computer via a USB connection.

e Via USB Cable Connection- The time clock TC200 can be connected to the PC by
using the USB cable you were provided with your purchase.

To set up the connection do the following:

I. Open the Bio-Office Standard software. If the software was installed properly, the
software icon should be located on the computer’s desktop screen. Double click on
the icon to open the software, the icon should look like the picture below.



Enter the Password. The software’s default password is 12345 and can be changed
on the settings tab after logging in.

#2 User, Authentication

User Hame: |Administrator

Password: |

Ill. Once the Bio-Office Standard software is opened, go to the Reports tab and click

on the Device to PC communicator button. (see picture below)

© Bio-Office Standard Edition

Applcation  Help  Time Clock Sertal Number 51960945

Erployes List | EdtInDut| Fepoits | Employes Cortrol

e | g7

£ 3 Apsly Seiection | Select Al

Sethrg: | Exis Setings.

St Date | 41272010 %] [1200004M 5

EndDale. |_ 471872010 %] [11:5959PM &
Emplogee Nare: (S]] Complete Emploes Flapot Emplopee Hows Oy Fisport
) | H H
2 - @ xs - @ Xz
H P s ) J2X3) ,;éJ = &Y J
Emplopee Summary Report Emplopes Late / Tardy Report
O || (B i o= BII=
s B ji Lo J
Export 1o Payeo Appication

‘Addtiondriemmaton
- Depasmert Selecied Nene
i QB) & @ Emplopees Lt 3

Addtinal Selings
] Pric et cne pags pes smploper.

a] o ecited altardanca liacking fashure from the teport
O ropeat
Bio-Office Standard Edition Version 4.0.0.0
Feguar| 0
Over Tme: | 0
Doukie Tme: | 0 Progiess

TTTT o

Amount| $0.00




IV. Once the Device to PC communicator is opened click on Add.
(See picture below)

"= Bioelectronix Device to PC Communicator, TC100/200_V1.16

V a2 R -
| e Seling Recod | Enit 1]
) || Clock Serial 3 Clock Name | Connection Type | com /1P Connecting Time B
F
4 Ll
Diata anthe Bioslectronis Time Clock Downloading Dptions
# of Employees Fingerpiints Drowrload InfOut Fissords ‘
# of Records Hew Records|
Download Employes Data
et | —
‘ Diownload Fingerprints
Clock Serial #
Date/Tine | Auto Collect Set

I. The next step is to locate the Comport number assigned to the TC100 time clock
by the computer. Once you know the Comport number assigned, the next step is
to create the connection on the Bio-Office Standard software using this
Comport number. (Read next page to see how to find com port.)

Computer
\ '

USB PORT

USB Cable
&\

Your Computer May Look Slightly Different

II. The following window will display where you may enter the following connection
settings:
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1= Add New Time Clock Connection E‘

Mew Connection Informatior

Clock Serial # |71 950345 Clock Name
o Convestion Type - ComPor: |2
& Save | [ Cancel ‘

T Daovnload Fingeronints

e Clock’s Serial #: Enter the time clock serial number here, this number can be
found on the back of the time clock below the bar code. This number is usually 8

digits long.

e Clock’s Name: Enter here a name for your time clock connection (Example: Time
clock, Main, Reception, Warehouse etc.).

e Connection Type: Select USB, if the clock is going to be connected via USB cable.

e Com Port: The com port can be found under the computer management in MY
DEVICE MANAGER menu (Right-click My Computer, click Manage, and then
click Device Manager) When the computer management window opens, you will
select device manager as shown below. Then click on PORTS from the right hand
side menu and look for the COM PORT that says Prolific USB to Serial (Com
Port#). That will be the comport number that the computer assigned to the time
clock. (Look at the pictures below) Note: In windows 7 or Vista you will not need
to look for the comport. Once the driver is installed correctly it will show in the
bottom right of the task bar.

O Computer Management

=) Fle Action View Window Help
& amEs 2 =R
(=) Computer Management (Local) # b DVDJCD-ROM drives -

= System Tools ) 2 Floppy disk controllers.
@ (g3 Event Viewer 13, Floppy disk drives I

) Shared Folders. /-9 Human Interface Devices
* E Local Users and Groups # {2 IDE ATAJATAPI controllers :
@ 8] Performance Logs and Alert| 5> Keyboards

) Device Manager #7") Mice and other pointing devices

= & storage + B8 Network adapters
# 2 Removable Storage =¥ Ports (COM&LPT)
i} Disk Defragmenter % Communications Port (COM1)

Disk Management 7 Communications Port (COM2)

- Printer Port (LPT1)

WP oific USE-to-Serial Comm Port (COMS3)
) #8% Processors
# €& 5CS1 and RAID controllers
> @, Sound, video and game controllers v

@ Services and Applications

PU—
4 start 3 Computer Management 7] ! 9, Ko@) 401pM

Once the connection settings have been entered properly press save to save the
connection. (Look at the pictures below)
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.. Bioelectronix Device to PC Communicator, TC100/200_V1.16

iv 2 B o

Add Sefing Becord | Edit I

Clock Serial # Clack Name. | Comnection Type [ cam /1P Connecting Time
q 51960905 Time Clock 1 use CoM3

Data on the Bioelectionis Time Clack Downloading Options

#of Emplopees Fingerprints
#of Recards Nets Recards]

Firmusare. er, ‘

Download In/0ut Records ‘

Dowrload Emplayes Data

Download Fingerprints i

Clock Seral |

AutorCollect Set

Date / Time: ‘

CHAPTER 2 ADDING EMPLOYEE INFORMATION TO THE TIME CLOCK

2.1 Employee Fingerprint Enrolling.

I. Press the ESC key until the blue light turns on and the LCD screen displays
the time, then press the “M” key for the MENU.

Il. The screen on the time clock will now display: INPUT PW, Type 9999,
then press OK. (see picture below )

Note: “9999” is the default factory password, if you have changed the
factory pre-set password then enter the new password in this step.

I. The time clock TC200 device will auto start the employee ID number at
0001 the first time you enroll an employee. Each employee must be
assigned a unique 4 digit ID number. If you wish to change the employee’s

ID number, enter it in this step, and then press OK. (If you would like to

12



continue with the id number that is assigned by the time clock just press
ok.)

Note: We recommend to keep record of each employee’s ID number
you’ve assigned so that later you will be able to enter this ID number with
the employee’s personal information in the Employee Control Tab on
your Bio-Office Standard Program.

The time clock TC200 device will now display “Place Finger” on the screen.
Place the employee’s finger to be enrolled directly in the center of the
fingerprint scanner. (see picture below ) Once you hear “Press your Finger
again” you will remove the finger from the fingerprint scanner and place
the same finger one more time directly in the center of the fingerprint
scanner. You will now hear a beep sound once more and the green

light will light up confirming the employee’s fingerprint has

been successfully enrolled.
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I. The time clock TC200 device will then display the next ID number of the
next employee you will like to be enrolled. Follow all the steps from above
for each employee to be enrolled in the TC200 time clock.

2.2 Enrolling A Second Fingerprint.

I.  The time clock has the option of enrolling 2 fingerprints per employee. We
recommended that you enroll two fingerprints per employee to have a backup
fingerprint just in case an employee’s fingerprint will not read.

Il. To enroll a second fingerprint simply follow steps one and two under employee
fingerprint enrollment, when you are at the step of selecting the employee ID
number. After selecting the employee ID number press the => key to choose the

option for a second fingerprint. The Time clock will then display Finger 2 on the
screen. (see picture below )

Il. Type the ID number assigned to the employee you wish to add a second fingerprint
for and then press OK.

I. You can repeat instructions from 2.1 IV.
(See instructions above)
2.3 Assigning a Pin Number Password to an Employee.
The time clock also has the option to assign a pin number password, so the

employee can clock in or out using either fingerprint or entering their ID # with the
pin number programmed.
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I. To assign a pin number password follow steps one and two under
employee fingerprint enrollment, after selecting the employee id number

press the => key to choose the option for a numeric password. And press
OK (see picture below )

II. Then type the ID number assigned to the employee you wish to add a
numeric password for then press OK. The time clock TC200 device will
now prompt you to enter the employee password. Enter the desired
employee password and press the OK button, then you will be prompted
to confirm the password one more time, after entering the password, press

OK. If the password was successfully entered you will hear a beep sound
and the green light will blink.

2.4 Downloading Fingerprints to Employee Info

e To complete the enrollment of a user or from an employee, the following steps
will help you in getting this done. The instructions below will allow the
synchronization of the data that you have on your time clock with your software.

I. Log on to the Bio-Office Standard software. Type in the password
(default: 12345) and press Accept as shown on the picture below.
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#2 User, Authentication

User Hame: |Administrator

Password: |

Il. Once the Bio-Office Standard software is opened, go to the Reports tab

and click on the Device to PC communicator button. (see picture below)

® Bio Office Standard Edition
Agpiatin  Help

Tme Clock Serial hmber: 51960945

Engiogee Lint| EdtInDut| Reports | Engiopee Contol | Empicyee Irfommaion | Employee Altandance | Incomglels (n/0ut | Setings | Extia Setin
R oo ¥ 2]

i 9 Aoply selection | Selec Al

S Dot | AN22010 %) 1200004M &
Enployee Neme. [Sexcr]

ErdDas | AIR2010 | [115a59PM &
Comglele Enicyee Fepot Employee Hours Oriy Fepon
2 Xz I Xz
; Pl P ix (P B |
Employes Susmay Report Employee Late / Tady Report
(40 (= @;x:- [ "@l‘g |
H é‘) LCJ e I é‘) >
Evoo to Payrcl Apphcahon e Swp—
: | Depstmet Sebcted None
QB) g VDo) =
AdStonal Setings. Conurication
[] P sepert ane page per smployee.
[ Hide the
o chockin
 report
-~ Deoveoto PC Comericaor
Bio-Office Standard Edition Version 4.0.0.0
Regdar| 0
OverTine: | 0
Doxle Time: | 0 Progess:
T «
Anount.| $000

lll. Once Device to PC Communicator is open we need to connect to our

device as shown on previous instructions in our manual. Once connected

we will have a connecting time as a confirmation. (see picture below)
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“ » Bivelectronix Device to PC Communicator TC100/200_V1.16

| Connecton Type. [ com /1P Cormechng Time:

Dt onthe Blstectroris Tine Ciack Dosnkazdng Opton:

Davbiad I/t Records ‘ Time Clock: Setfings

. [ e R
Danrioad Emphyes Data ‘ Upload Engicyee Date |

2.5 Deleting an employee from the time clock.

Press the ESC key until the blue light turns on and the LCD screen displays
the time, then press the “M” key for the MENU.

The screen on the time clock will now display: INPUT PW, Type
9999, then press OK.

Note: “9999” is the defaulted password from factory, if you have changed
the factory preset password then enter the new password in this step.

Then press the MENU key. The screen on the TC100 device will display
DELETE USER. (See picture below)
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IV. Enter the ID number of the employee you would like to delete from the
system, and press OK to save.

V. The green light will blink letting you know it was successfully done.

18



CHAPTER 3 DOWNLOADING RECORDS

After scanning and saving all the employee’s fingerprints properly on the time clock, you
should have a list of the id numbers assigned to the device for each employee. Each
employee can have their name added to their ID number in the Bio-Office Standard
software. Once the connection has been setup and the users have been created on the
system, they can start using their fingerprints to record IN/OUT attendance records.

When employees successfully record IN/OUT attendance records, these will be saved
and kept on the time clock’s memory until they are downloaded to the Bio-Office
Standard software’s database. Once you have downloaded this information, you will be

able to create your attendance reports and timesheets. The download of the attendance
records is a manual process.

3.1 How to Download Employee Data
I. Open the Bio-Office Standard software.

Il. Go to the Reports tab and click on the communication software, called
Device to PC Communicator.

lll. Click on Employee Data Download. The time clock will ask you if you're

sure that you want to download the data. You will click OK. The same thing
can be repeated for downloading finger prints.

3.2 How to Download Attendance Records
I. Open the Bio-Office Standard software.

Il. Go tothe Reports tab and click on the communication software, called
Device to PC Communicator.

[1l.Once the communication software is open highlight the connection you want
to use. Once highlighted click connect. The software will ask you for the

19



time clock password. Once you have entered the correct password, it will
display a connecting time.

If there is no connection time the settings are incorrect and the attendance
data cannot be downloaded off the time clock. Troubleshooting will be
required, please contact your network administrator or our technical
support team for further assistance. (see picture below )

“'= Bioelectronix Device to PC Communicator TC100/200_V1.16

Data on the Bioelectroni Time Clock Downloading Options
# of Employees 19
Download In/Dut Records Time Cloc
# of Records 1”
Download Employee Data | Upload Em
[ \ep |¥117.00
Download Fingerprints | Upload F
Clock Serial 3 1722510
[T6-04-03 14:07-13 Auto-Golleot Set

Date / Time

Connected 1 Successfully

IV. Then click on Download New or All IN/OUT Records and the program will
ask you to please select Download New Records or Download All Records.
After making the selection click OK. This process can be done as many times
as you want. (See next picture ) When downloading attendance records you

should see the progress up to 100%.

"= Bioelectronix Device to PC Communicator TC100/200_V1.16 [BEET
=g B &
Disconnect | Setting Fecord | Esit

Connect tion Type COM /1P

- =1 R I 37 3

Clock Serial # Clock Mame

Dista on the Bioelectrorix Time Clock Downloading Options

# of Employess 1° Fingerprints |2
Download InDut Records Time Cloc

# of Recards |® Now Records I°
Download Employes Data ‘ Upload Em

[w310.00
Fitmwsare Ver.

Download Fingerprints ‘ Upload F

Clock Serial # |51 980345

Date £ Time 1100408 15:45:41 Auto-Collect Set

Comected 1360945 Succs ENENNNNEEEEEEN|
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CHAPTER 4 SETTING DATE AND TIME & RESETTING TIME
THE CLOCK TO FACTORY SETTINGS

4.1 Setting Date and Time.

I. Press the ESC key until the blue light turns on and the LCD screen

displays the time, then press the “M” key for the MENU.

Il. The screen on the time clock will now display: INPUT PW, Type

9999, then press OK.

Note: “9999” is the default password from factory. If you have changed
the factory pre-set password enter the new password in this step.

Ill. After entering the password, press the MENU key two times, and the date

will start blinking, the format for the DATE is MM/DD/YY and TIME is

HH/MM/SS. Enter the correct date and press OK, then enter the correct
time and press OK.

(See picture below)

IV. The green light will blink letting you know the date and time was
successfully entered.
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4.2. Resetting the time clock to factory settings.
I. Press the ESC key until the blue light turns on and the LCD screen displays
the time, then press the “M” key for the MENU.

I. The screen on the time clock will now display: INPUT PW, Type
9999, then press OK.

Note: “9999” is the defaulted password from factory, if you have
changed the factory preset password then enter the new password in this
step.

Ill. Enter the ID number “0000” and press OK.

IV. Then enter password “9999” and press OK.
V. The green light will blink letting you know it was successfully done.
Note: This process will delete all the data stored in the time clock, all

employee attendance records, employee staff information and employee
staff fingerprints. The TC200 time clock will be re-set to factory settings.
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CHAPTER 5 ADDING EMPLOYEE INFORMATION VIA SOFTWARE

(NOTE: We first recommend to add your employees through the
time clock first. Adding through software first might cause some
confusion if not done properly.)

5.1 Adding employee information.

e Log on to the Bio-Office Standard software.

e Typeinthe password (default: 12345) and press Accept as shown on the picture
below.

£5 User Authentication

User Hame: |Administlat0r

Password: |

e Once the Bio-Office Standard software is opened, go to the Employee Control
tab and click on the Enter Employee Name selection entering box to enter an
employee name.

e You will enter the name of the employees you would like to create in the
selection box. Once you have entered the desired name you will then click on the
Search button to enter their name. After you click search the name of the
employee will be generated at the left hand side of the screen. (See picture
below)
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@ Bio-Office Standard Edition

Application  Help

Time Clock Serial Mumber: 51950945

EEX]

Employee List | EditIn/Out | Reports EMD\DveeEanno\\Empluyee\nlurmahun Employee Attendance | Incomplete In/Out | Settings | Extra Settings

Emplayee Information
Hame:

1D Card:

|Joe Guadamuz

|| aes7 |

Employee Information Control Center

Enter the employes name:

Additional Information
Phone:

Employee Start Date:

| [ azzezmo v|
Celllar Department
| | Depantments v
Address:

Employes Mumber,  Posiior:

4657 | |

Hourly Rate:

Marimum Hours Per Shift

0__v

0 Hours ~|

Employes Status:
(@ Active O Inactive
6 Job:

Employee Payiol ltems

Assigned Shifts

[] Shit 1 -~
] shit 2 =
[ shit 3 >

Employes Service ltems:

Calculsts Overtime

[ Paid By Salary
wleskly S alary:

10 # from time: clock:

Minimun hours for salary

e You will click on the save button to save your employee information. (For

further instructions in editing read below)

5.2 Editing employee information.

e When editing information for your employee you will start by choosing the
employee that you want to edit. You will double click on the employee you wish

to select. (If you are continuing from the first steps above in 3.1 there is no need to
select since you’re already working on the employee.)

e For purposes in not causing any confusion in your employees, we advice to

always keep your ID card #, Employee #, & ID # from the time clock the same.
(See picture below)
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& Bio-Office Standard Edition

application  Help Time Clock Serial Number: 51960945

Employee List | EditIn/Out | Reports Emu‘ﬂyeeﬁunlml|Emplnyee\nfmmannn Employes Attendance | Incomplete In/Out | Settings | Extra Settings

Employee Information Control Center

Enter the emplopes name

Adsionalntomsion
= Phone: Enployse Stait Date
/2272010 v
Celdar Department
| ‘Depaltments v‘
Address
Emplayes Information
Mame ID Card
|Joe Guadamuz || aes7 |
Employes Murher:  Postion: Employes Status Assigred Shift:
4557 | | | (@ acive O Inactive [[] Shitt -
] shit 2 =
98 ok
Hourly ate: Masimum Hours Per Shift: [ Shit 3 ~

‘EI v | ‘EI Hours v \ Employee Payrol ltems: Employee Service Items

Calculate Ovartime 1D # from time clock: ‘
[ Paid By Salay

‘Weekly Salany: Minimun hours for salary,

Basic Information Tab:
Name: Enter the name for the employee as you would like see it on the
reports. (Use only letters do not enter special characters such as commas,
hyphens apostrophes etc). Other fields are not required but they can still be

entered, Then press Save to save your selection.

ID Card #: This is the number to track the card the employee will use to clock
in or out.

Employee #: This number can’t be edited as this is the
employee identification number.

Position: This is where you can enter the position or title of your
employee. (Optional)

Hourly Rate: You can set your employee’s hourly rates here.
Maximum Hours per Shift: You can select the maximum amount of hours

your employees can work in a day.(Optional)

e The rest of the information that you will want to assign to your employee is
optional. (If in doubt you can contact our Technical support)
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5.3 Uploading Fingerprints and employee info Via-Software

e The option for uploading fingerprints can be used in case you have lost or reset
your time clock. This is an option that can also be used in other models to also
show the name of the employee.

" - Bioelectronix Device 1o PC Communicator TC100/200 V1.16

Clock Seial# | Clock Hama | Connaction Type. [ com 21P | Cermaciing Tima

Dl or e Binelechioni Time Ciock Downlazcdng Opbens

[ i
st Fronsns bttt | rmgmisers |

Bt Focarcs |24 e ocorc* ‘
Fimwaevar, 300
Chock e f 17160345 = | é

2135200 AuoColect el ‘

Dam T |10

Connectad 1 Successhilly

I. We will click on the Upload Employee Data button first, once the menu
of the Upload Employee Data opens we will choose from what dept we
want to select from. Once selected we will click on the All selection check
box. Once checked off we will click on the Save button. Well will have a
confirmation that all Employee data has been uploaded. (see picture
below)
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"= Bioelectronix Device to PC Communicator TC100/200_V1.16

g & R &

Discornect | Selting Record | Esit
[ Ciock Serisl |l
‘ k Serial !+ Employee Data Upload

Dept, List Employee List

'8, Headoffice

Employes H Hame Dept
.

Data on the B
#ol Emy
HotR

Firrnw
\?/ Uploading Emplayses completed |

Clock.

Date

Connected 1 Successfully

Il. We can repeat the same instructions above for uploading fingerprints.
We will start by clicking on the Upload Fingerprints button. Once the
menu of the Upload Fingerprints opens we will choose from what dept
we want to select from. Once selected we will click on the All selection
check box. Once checked off we will click on the Save button. Well will
have a confirmation that all Employee data has been uploaded. (see
picture below)

APPENDIX
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SOFTWARE COMMUNICATOR BUTTON DESCRIPTIONS

Below you will find a description of all the buttons on the Device to PC Communicator
connections window on the Bio-Office Standard Software:

A. TAB #1: Time Clock Settings and Configuration

| Bio-Office Standard Edition

Fopicatin  Hep  Time ClodSerid Mumber: 51960945
Emphyes Lit | EdtIn0u£| Repats | & Conbdl

Dot |t

ErdDae | 418200 9| [TiS5PM &
Employee Honrs Orky Reperl

PR I I

Emploges e/ TanyRepast

PP |

Asdiional Irfomaon
Depaiiment Sekcied: Nore:
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I. Add Time clock: This button is used to add time clock connections to the
communication software.
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Il. Modify /Delete time clock: These buttons are used to either edit or delete
existing time clock connections.

lll. Time clock Settings: Click here to review and change certain time clock
settings such as date format, disabling scanner usage etc. Click on save to
update your selection.

IV. Download All or New IN / OUT Records: This is the button used to transfer
the attendance records from the time clock to the Bio-Office Standard
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.

V. Download employee data & finger prints: Use this button to download the
employee’s information & finger prints 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.

VI. Upload employee data & finger prints: Use this button to upload the
employee(s) information and fingerprint(s) to the clock(s) connected to the
software.

For steps by step instructions on how to use the Bio-Office Standard software and its
features you must click on the Help button on the Bio-Office Standard Software (once
logged in), then click Software help then Online Help. A different window should pop
up on your screen. On the left side of that window select the How Do | option and all
features for the Bio-Office Standard software will display.
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