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Introducation of Time and Attendance Settings
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Introduction: If you want to track and monitor when people start/stop working and monitor their
working hours and late arrivals, early departures, rest periods and absenteeism, you can set up
an attendance schedule on the device terminal. At present, the platform is generally used to
calculate attendance, and the device only uses the original credit card data.Device attendance is
used in the absence of platform attendance management. You can export event files from a USB

flash drive, and check attendance marks to meet attendance requirements.
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1. Attendance template setting
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As shown in the figure below, there are three templates: check-in, rest and overtime respectively.
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Example: If the break starts at 11:30 noon and ends at 13:30, If you clock in from 13:30 to 17:00,

it will be marked as break in, and the default is that you just came back from a break. It will not



be marked as check out until it is opened after 17:00, and it will officially enter overtime in at
19:00.
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The principle of marking the status: the attendance status is marked according to the time of
punching and the latest template time.
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2. Attendance status
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There are three attendance modes, namely manual, automatic, and manual and automatic
combination.
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A.Set Manual Attendance via Web

Set the attendance mode as manual, and you should select a status manually when you take
attendance.

Add at least one user, and set the user's authentication mode. For details, see User
Management.



1. Click Configuration > Attendance to enter the settings page.
2. Set the Attendance Mode as Manual.
3. Enable the Attendance Status Required and set the attendace status lasts duration.
4. Enable a group of attendance status.
Note:
The Attendance Property will not be changed.
5. Optional: Select an status and change its name if required.

You should select an attendance status manually after authentication.

Note:
If you do not select a status, the authentication will be failed and it will not be marked as a valid
attendance.

B.Set Auto Attendance via Web

Set the attendance mode as auto, and you can set the attendance status and its available
schedule. The system will automatically change the attendance status according to the
configured schedule.

Add at least one user, and set the user's authentication mode. For details, see User

Management.
1. Click Configuration > Attendance to enter the settings page.
2. Set the Attendance Mode as Auto.
3. Enable the Attendance Status function.
4. Enable a group of attendance status.
Note:
The Attendance Property will not be changed.
5. Optional: Select an status and change its name if required.
6. Set the status' schedule. Refers to Time Settings for details.
C.Set Manual and Auto Attendance via Web

Set the attendance mode as Manual and Auto, and the system will automatically change the
attendance status according to the configured schedule. At the same time you can manually

change the attendance status after the authentication.



http://10.9.96.37/help/en/GUID-A61D67A2-28B7-40B6-961E-10ECD270DDE4.html#GUID-A61D67A2-28B7-40B6-961E-10ECD270DDE4

Add at least one user, and set the user's authentication mode. For details, see User Management.

Click Configuration > Attendance to enter the settings page.

Set the Attendance Mode as Manual and Auto.

Enable the Attendance Status function.

Enable a group of attendance status.

Note:

The Attendance Property will not be changed.

Optional: Select an status and change its name if required.

Set the status' schedule. Refers to Time Settings for details.

On the initial page and authenticate. The authentication will be marked as the configured
attendance status according to the schedule. If you tap the edit icon on the result tab, you can
select a status to take attendance manually, the authentication will be marked as the edited
attendance status.

If set the Break Out as Monday 11:00, and Break In as Monday 12:00, the valid user's
authentication from Monday 11:00 to 12:00 will be marked as break.
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3. Attendance Record
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the device event record will be marked with the attendance status when enabled, the original
attendance device event loaded in the attendance module of the 4200 as shown in the following

figure.
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