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O6wan nidopmauus

BBepeHne

HacTosyee pykoBofcTeo nNpegHasHaveHo AnA o3HaKoMIeHUA ¢ GYHKUMAMK 1 paboToll cucTembl
yueTa n KoHTpons pabouero sBpemeHn SmartPSS Lite (B panbHerwem umeryetca «[natdpopman).
BHMMaTenbHO ©O3HaKOMbTeCb € COAepMKaHWem HacToAlEero pyKOBOACTBa Mepef TeMm, Kak
npuctynuTb K paboTe c MNnatdopmoin, n coxpaHuTe ero gna ucnonb3osaHua B byayuiem.

MNpaBuna 6e3onacHocTn

B pyKkoBoACTBE BCTpeualoTca cnefylolljue cUrHanbHble cioBa.

CurHanbHble cnoBa

3HaueHune

A DANGER

MoTeHuWanbHO onacHasa CUTYaLNsA, KOTOPasa MOXKeET NPUBECTA K
CMepTV UK Cepbe3HOMY YBeYblo, B C/TyYae, ecyin He yaacTca
n3bexartsb ee.

AWARNING

nUTEHLl,HaJ’]bHO onacHaA cUTyalunsa, KOToOpaAa MOXKET NpUBECTU K
NPpUYUHEHWIO NErkoro N cpefHero Bpefa 30poBeblo, B Ciy4ae,
ecnn He yaacTca n3bexartb ee.

A CAUTION

nDTEHuHaﬂbHO onacHaA cUTyaluWA, KOTOpaA MOMKeET NPUBECTU K
noepexaeHno MMyLLecTBa, noTepe AaHHbIX, CHUXKEHIO paﬁo'-mx
XapakTepucTuKk NN UHbIM Henpeacka3dyemMbiM pe3ynbTaTam, B
cnyyae, ecniv He yAacTcA ee nsbexato.

Cnocobbl n MeTofbl, NOMOratwuje NoNb3oBaTeENIO PELLNTD Flp06IIEN'Iy
N COKOHOMWTL BPEMA.

[LononHutenbHas nHGopmaLmna K OCHOBHOMY TEKCTY.

O630p M3MeHeHNn JOKYMeHTa

Bepcus CogepaHue usmeHeHuin Bpema ny6nukauunu
O6HoeneHa nHbopmauus, Kacalowancs

B1.1.3 OTYETOB NOCeLwWwaemMocTy, ynpasneHna fluBapb 2024
nepcoHanom 1 paspeLlleHuamu,

B1.1.2 O6HoBneHa MHpopMaLMa, KacaloLanca Npasu CeHTAGpbL 2023
noceujaemocTu, paboumx cMeH 1 OTUYETOB.
e OG6HoBneHa uHpopmaLuA, Kacalowanca

B1.1.1 ynpasneHus nepcoHanom. Maprt 2023
e O6HoeneHne yyeta pabouero BpemeHw.
e O6HoBneHa MHGopMaLua, Kacalolancs

B1.1.0 yrnpaeneHua NnepcoHanom. Jexabpb 2022
e OG6HoeneHwe yyeta paboyero BpemeHu.

B1.0.1 O6HoBneHa nHdpopmayma, KacawWwanca Asryct 2022
oTobpaKeHWA CHUMKOB COTPYAHWKOB.

B1.0.0 MNybnukauus nepeoi pefakLuu JOKYMEHTa Anpenb 2022




Urdopmayma o 3awmute KoHONAEHUNATIBHOCTH

B kauecTBe nonb3oBatens ycTpolcTsa unv oneparopa nepcoHanbHbiX 4aHHbIX Bbl MOXKETE
ocylecTBnATbL cOop NepcoHanbHbIX JaHHbIX TRETBUX NNL, B TOM Yucne n3obpakeHnin nuu,
ayaunosanncen, oTneyaTkos NanbLes U Homepos asTomobunel. Mpu 3Tom Bam Heobxoanmo
cobnogate TpeboBaHUA HOPMATUBHO-NPABOBbIX AKTOB O 3aWKTe KoHGUAEHUMaNbHORN
nHGopMaunn 4N 3aWnTbl NPaB U 3aKOHHbIX MHTEPECOB TPETbUX IAL, NYTEM NPUHATUA PAAA Mep,
BK/IOYAIOWMX, MOMUMO NPOYEro, MCNoNb30BaHWe XOPOoLLOo BUAMMbIX U YnTaemblx 0603HauYeHnin
30Hb! BUAEOHabNoAeHUs, a TaKKe NpefocTaBneHne HeobxXoAMMon KOHTaKTHOWU nHbopmaumnn.

O pykoBopgcTBe

e HacTosauwee pykoBoACTBO HOCUT UCKNKYUTENBHO CNPaBOYHbIN XapakTep. Bo3moHbI
HE3HauMTENbHbIE PAacXOKAEHUA MEXAY NPOAYKTaMn U MHGOPMaLUNEN O HMX, N3NOKEHHON B
HacTosLEeM PYKOBOACTBE.

® Mbl He HeceM OTBETCTBEHHOCTU 3a Kakue-nnbo ybbITKK, NPMYMHON KOTOPbIX CTana aKkcnnyarayus
npoayKTa B HapyleHWe yKa3aHWi, N3N0xKeHHbIX B PyKOBOACTBE.

® lI3meHeHWe COOTBETCTBYIOLIMX HOPMATNBHbIX aKTOB MOXeT NoTpeboBaTb BHECEHNA U3MEHEHUN
1 AONONHEHWA B cOfeprkaHme HacToALero pykosoacTea. [lna nonyyeHuna akTyanbHon
mHpopmaLnKn Bbl MmoxeTe Mcnonb3osatb ByMa)kHy0 BEPCUIO HACTOALLErO PYyKOBOACTBA WK
Bepcuio Ha CD-ROM, oTckaHuposaTb QR-Kog unm noceTutb Haw opuunanbHbii canT. [laHHoe
PYKOBO[CTBO NpefHa3HavyeHo TONbKO AnA cnpasku. Mexay snekTpoHHoW 1 BymaxkHol
BePCUAMU MOTYT BbITb HE3HAUYUTENbHbIE PacXOKAeHUS.

o [lnzaitH 1 MO moryT 6bITb M3MeHeHbl 6e3 NpefBapUTeNbHOro NMCbMEHHOr 0 YBeoMAeHus
knuneHToB. OBHOBNEHUA NPOQYKTa MOrYT NPUBECTU K MOABNEHNI0 HEKOTOPbIX PacXoXaeHnit
mMexgy HUM 1 nHdopmaLeil o Hem, NpefCcTaBNeHHOW B HacToAwem pykoeogcTee. [ins
nony4yeHuns nocnegHeil Bepcum nporpammHoro obecneyeHuns n CONPoBoOAUTENBHOW
LOKYyMeHTaLumn obpallaiTech B cnyx6y NoAAepKN KIMEHTOB.

® Bo3amoxHO Hanuuve oneyaToK UNK oLWKBOK B onucaHun GyHKLUIA, paboTbl 1 TEXHNYECKNX
XapaKTepucTuK NpoaykTa. B cnyyae BO3HMKHOBEHWA COMHEHWUIA UMK pa3HOrNacuii Mbl OCTaBNAeM
3a co60i NpaBo OKOHYaTeNbHOW MHTEpnpeTaymnn,

e Ecnu pykosopcTseo (B popmate PDF) He oTKpbiBaeTcs, 06HOBUTE YCTaHOBNEHHOE RPOrpaMmMHoOe
obecneyenue ana yteHun PDF-paitnos unu ycraHoBuTe nHoe obuiefocTynHoe nporpaMmmHoe
obecneyeHwve.

@ Bce ToBapHble 3HaKu (Toprosble Mapku) 1 pUpMeHHbIE HAUMEHOBaHUA, YNOMAHYTbIE B
HacToALLeM PyKOBOACTBE, ABNAIOTCA COOBCTBEHHOCTbIO UX BNafenbLies.

e B cnyyae Bo3HMKHOBEHUA KaKnX-nMbo npobnem BO Bpemsa 3KcnyaTauun ycTpoicTea noceture
Hall Be6-callT MK CBAMUTECH C NOCTABLLMKOM UK KNMEHTCKOW cny»6oi.

® B cnyyae BO3HMKHOBEHUA KaK1X-N60o HeACHOCTe M NPOTUBOPEYMIA Mbl OCTaBnAeM 3a coboil
NpaBo OKOHYaTeNbHOWM UHTeprpeTaLum.
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1 KpaTkoe pykoBOACTBO no pab6ore ¢
Mnatpopmon

3pech Bbl CMOkeTe BbICTPO HACTPOWTh HacTo ncnonb3yemble GpyHKUWK MnaTtdopmbl.

MNopagok gencreuin

War1  HaxkmuTe Attendance Solution B negoin naHenu Hagurayum.

War2  Haxmute Guide (MyTeBoganTens) B NpaBoM HUKHEM Yy AOMaLLHen CTpaHuLbl.
lWar3  Hacrpoiite dyHKUMIM cBepXY BHU3 1 cneBa Hanpago. [NogpobHas nHpopmal s 0b
ncnonb3oBaHUK GyHKUWIA NprBefeHa B COOTBETCTBYIOLWX pa3fenax HacToALLero pyKkoBoacTsa.

Puc. 1-1. 0630p MO yyeTa n KoHTpona pabouyero BpemMeHu

Attendance Quick Guide )
menera: .'ﬂ

2 =8
Attendance Rule Shift Schedule :i

=@

Dewvices

Monitor

—_ %

=®
: @ Seatistical e Tampocay -

9 =
Attendance Point Record

e &

Attendance On Leave and On
Period Business

o
=

& e Report

Person

Management
Attendance

Shift Count Attendance

Tabnuua 1-1. OyHkywmm MO yyeta n KoHTpoNs paboyero BpemeHm

QyHKyN Onucanue

Device Manager CMm. pykoBOACTBO nonb3osartesna Ha SmartPSS Lite.
Attendance Point Cm. pazgen 4 «[lyHKT gocTyna Ansa yyeTa noceLaemocTy,
Person Management Cm. pazgen 2 «YnpasneHune nepcoHanoms.

Attendance Rule Cm. pasgen 5.1 «[lpaBuno paboyero BpemeH».

Statistics Items Cm. pazgen 5.2 «[MapameTpbl gns ctatucTnyeckoi obpaboTtkm».
Attendance Period Cm. pasgen 5.3 «lepuog paboyero spemeHun».

Attendance Shift Cm. pazpgen 5.4 «<Paboyasa cmeHa».

Shift Schedule Cm. pazpen 5.5 «HacTpoika pacnucaHuil CMeH»,




QyHKUMN

OnucaHne

Temporary Schedule

Cm. paznen 5.6 «BpemeHHBbI rpadnk».

on I._eave ARESn) Cm. paspgen 5.7 «OTnycka 1 cnyxebHble noesgkny.
Business

Count Attendance Cm. pazgen 5.8 «Pacuet pabouero BpemeHus,
Monitor Cwm. pazgen 6 «KoHTponb pabouyero BpemeHU».
Record CM. pa3gen 7 «3anpoc 3anucuy.

Report Cm. pasgen 8.1 «3anpoc oT4eTan.




2 YnpaBneHue nepcoHanom
2.1 fo6GaBneHne opraHmsaumn

MNopAagok aencreumn

War 1 Boibepute Person (Jluyo) > Company (Opranuusaums) .
Lar 2 Beepure cBegeHmns o6 opraHusaymn.
War3  3arpyauTe norotun opraHusauumn n Haxmute OK.

Puc. 2-1. [lobasneHwme opraHunsaymnm

Company: * Default Company
Fao:
Email:

Phone:

N | .
I Website: mage size: 0100 KB

Zip Code:
Address 1:

Address 2:

2.2 lo6aBneHne cOTpyaHMKa

Obwasn nHpopmauma

BbibepuTe ofrH 13 cnocoboB AobaBneHUa COTPYAHUKOB:

e [lobaBneHve COTPYAHNKOB BPYYHYIO MO OQHOMY.

e [lobaeneHue coTpyAHNKOB rpynnamu.

e li3BneyeHve nHpopmaumm o COTpyAHUKAX C APYrUX YCTPOWICTB.
e /IMnopT nHpopmaumm o COTpyAHUKAX U3 NOKanbHOM CeTU.

2.2.1 flo6aBneHne oTAENOB OpraHnu3ayumn

MNopAagok aencremmn

War 1 Bbibepute Person (Jluuo) > Person Management (Ynpasnenune nepcoHanom).

lWar2 HapgpeBoBuAHOW CTPYKType OTAENa opraHu3auum HaxkmuTe = .
War 3 BoiGepuTe cyuiecTByioWMIA OTAEN 1 BBEAUTE NMA HOBOIO OTAENa.
lWar4  Haxmure OK.




Puc. 2-2. [lobaeneHne otaenos

—

Add Department 0" X

Department: | Default Company\HR ¥

Department Name:

ConyTtcTBylouwme encTena

e HaxmuTe & anAa ypaneHusa otaena.

e Haxmute # ana nepermeHoBaHWA oTAena.

2.2.2 HacTtpounka Tuna KapTbl

Bbibepute Person (Jluyo) > Person Management (YnpasneHue nepconanom) v 3atem Card
Type (Tun kapTbi).

YcTaHoBWUTE TUN KapTbl Nepef BbiNyckom KapTel. Hanpumep, ecnn 6yaet ncnonbsosatbes 1D
KapTa, BbibepuTe TMN KapThl «ID»,

[L] Cucrema ucnon b3yeT WeCcTHaALUaTepryHyIo cUcTeMy CYMCIIEHWA Mo ymonyaHwio. [ns nepexoga
Ha AecATUYHYIO CUCTEMY CHUCIEHWA HaXMuTe [E

Puc. 2-3. YcTaHoBKa TUna KapTbl

Set Card Type x
@) ID Card
@ IC Card




2.2.3 [lo6aBneHne COTPYAHUKOB NO OAHOMY

MNopAagok aencreumn

lar 1 Beibepute Person (Jluyo) > Person Management 11 3atem Add (Jo6asuts).
War 2 BeegnTe ocHoBHYylo HGOPMaLMIO O COTRYAHWKE.
1. Bbibepute Basic Info (OcHoBHan nuHdopmayna).
2. [lobaBbTe 0CHOBHYIO MHbOPMaLMIO O COTPYAHUKE.
3. CgenaiTe CHUMOK mMnu 3arpy3sute ¢poTo 1 3atem HaxkmuTe Finish (3aBepwunts).
4, Hacrtpoute meTofbl Bepudumkauum (ayteHTudukayum) nonssosatenen.

® YcTaHoBWTbL Naponb
Haxxmunte Add (Jo6aBute) 1 BBeauTe Napons. [1na KoHTponnepos focTtyna
BTOPOro NOKONeHWA UCMIoNb3yiiTe Naponb Nonb3oBaTens, ANA OCTanbHbIX
YCTPOWCTB — Naponb KapTbl. HoBbI Naponb JomKeH MMeTb He MeHee 6-8 3HaKOB.
® BbinonHWTb HaCTPOMKKN KapThi

a. Haxmwute €& gna Bbibopa ycTpoNCTBa MKW YCTPONCTBA BbINYCKa KapTbl B
KavyecTBe CHMTbIBATENA.

b. [ob6asbTe KapTy.

¢. MNocne pobaBneHnA KapTbl MOXKHO BbIOpaTh ee Kak OCHOBHYIO U
«TPEBOXKHYIO», 3aMEHWNTb KapTy Ha HOBYIO AW YOanuTb ee.
d. Haxmwute 2= ansa otobpaxeHunna QR-koga KapTbl.

[I] Tonbko 8-3HauHbI HOMepP KapThl (B pexnMe LWecTHafLaTeEPUYHON CMCTEMbI
cuncneHus) moxet oto6pa3ntb QR-Koaa KapTbl.
e HacTpoiika oTneyaTkoB nansLes

a. Haxmnte @ gna Bbibopa mexay yCTPONCTBOM M CKaHEPOM OTMNe4YaTKoB
nanbLes B Ka4ecTse MCTOYHWKA cbopa BroMeTpUYecKNX AaHHbIX.
b. [o6asbTe PpyHKUUMIO oTNeYaTKa Nanbua. Boibepute Add (Jo6aeuTts)> Add
Fingerprint (Jo6aBnTb oTneuyaTok Nanbya) v NpUNOXUTE Nanewl K ckaHepy
TpW pa3sa noapAa.
® HacTtpoiika pacnozHaBaHus No nuuy

a. Haxmute o 1 BbibepuTe yCTporcTBO.
b. HaxmuTe Extract (M3Bneub), nocne yero ycTpoicTBO M3BAEYET YepThl N1LA.
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'{’3’ Puc. 2-4 ﬂoﬁaw@ge OCHOBHOW MHpOpMaLun c;
) =SS o

& - & o

Basic Info Mare Info ‘

Person ID: | ™

Profile Picture

Name: *

Department: | ult Company\HumanResource ¥

Person Type: | Normal User v
Effective Time: | 2023/12/29 0:00:00 =)
2033/12/29 23:59:59 3654 Day

Times Used: | Unlimited

4:5‘
Ol
S@*
S
Image size: 0-100 KB Image size: 0-100 KB
For the second-generation access control device, it is the person password.
Password Add @ Otherwise it is the card password.
Card rdd @ ;I;h: s:a;ird number must be added if non-2nd generation access controller
Fingerprint
e Add W Delete
Fingerprint Name . Operation
1N d Q’
r3 Haxmure Ha Bknagky More Info (Bonbie Hpopmaunn) 4nA fobaeneHna 4ONONHUTENLHOMN f‘°
\,b?:'mncbopmaumm O COTPYAHMKE, Moc/e Yero Ham{'t\‘;gﬂomplete (3aBepwmTn). \ &
%/Q JQ ;Q
O Ny K

3 3
Y 3 »
X3 & K)




Puc. 2-5. [lobaBneHwe gononHuTenbHoi nHdopmalumn

Add User x
Basic Info More Info
Details
Gender: @ Male O Female Credential Type: | ID Card '.1
Title: | Mr. v Credential No.:

Organization:

4»

Date of Birth: | 1985/3/15

Phone No.: Occupation:
Email: Employment Date: = 2023/12/28 11:11:18
Communication A... Termination Date:  2033/12/2%9 11:11:18
Admin: E
| Remarks:

War4 Haxmute Complete (3aBepwnts).

B nanbHenwem HaxkaTeMm Ha ©~ MOXHO pefakTMpoBaTb umbopmaumo O COTPpYAHWUKaX.
ConyTcTBylowmne AencTBuA
® Haxmute tcf-" ANA U3MeHeHNa/AoNoNHeHWA UHGOPMaLIMK O COTPYAHUKAX.

e Haxmure ‘@' ANA yAaneHus Bcex gaHHbIX COTPYaHMKa.

® Haxmure Fﬁ ONnA «3amopa»nBaHUA» KapTbl, Mocne 4yero el Henb3A GYRET nonb30BaTbCA.




2.2.4 lo6aBneHne COTPYAHNKOB rpynnamm

lNopAagok oencreui
War 1 BoibepuTte Person > Person Management 1 HaxxmuTe Batch Add ([lo6asuts rpynny).
War 2 BbibepuTe TUN yCTPONCTBA M 3afaiTe HaYanbHbIA HOMEP U HOMEP KapTbl.
War3 BBEHMTE Ha3BaHWe otgena m 3anaﬁﬂ'e BpemMA akTuBauln n ncrevyeHA CpoKa ﬂef‘ICTBHH KapTbl.
War 4 Hakmute Read Card No (Cuntatb HOMep KapTbl).
LWar 5 MNomecTtute KapTy Ha YCTPOﬁUBO BbIMyCKa KapTbl W1 CHUTBIBATEb; MPU 3TOM,
}'CTPOQC!'BO ABTOMaTUYECKW CHNTaAET NN BBEAET HOMEP KapTbl.
War6 Haxmure OK.

Puc. 2-6. [lobaBneHue coTpyAHNKOB rpynnamm

Batch Add X

Dewice

Start No.: Quantity:

10

Department:

Validity Time: Expiration Time:
2022/11/24 0:00:00 2032/11/24 23:59:59

Issue Card

ID Card No.

e




2.2.5 [lpyrvie onepauun

2.2.5.1 Bbinyck KapT B NaKeTHOM pexnme

Mo3KHO BbINYCTUTL KapTbl ANA HEAaBHO A06aBNEHHbIX COTPYAHNKOB, KOTOPbIE elle He UMEIoOT KapT.
MNopAanok gencrenm

LWar 1 Boibepute Person (Jluyo) > Person Management (YnpasneHune nepcoHanom).

War2  Bbibepute coTpyaHukos 1 3aTem HaxmuTe Batch Update (Fpynnosoe o6Hoenenne)

> Batch Issue Card (Bbinyck KapT B nakeTHOM pexume).

War3  OcyuwecTsuTb rpynnoBow BbiMycK KapT; HOMepa KapT aBTOMaTU4YeCcKy CHNTbIBAOTCA

PUAEPOM MU BBOAATCA BPYUHYIO.

® lcnonbayiTe yCTPOWCTBO BbINYCKa KapT WKW CUYMUTbIBaTENb ANA aBTOMAaTUYECKOro

CHWTbIBAHNA HOMEPOB KapT.

1. BbibepuTe 3MUTEHT KapT UK cYMTBIBaTeNb KapT 1 HaxmnTe Read Card No
(CunTaTb HOMep KapTbli).

2. lNpuknagblisaiiTe KapTbl COTPYAHWKOB K 30HE CYMTBIBaHWA B NOCNefoBaTelbHOCTI
B COOTBETCTBMM C 3aABOYHbBIM CMIMCKOM, U cUcTeMa ByfeT aBToMaTUyecku
CUUTLIBATH/3aMoMNHATL HOMepa KapT.




& & &
c}o 6&. 6&0
\° 2 N2
. e, pY.
Q\p" Puc. 2-7. AB@THHeCKoe CYUTbIBaHWE &9‘9
- 3
Q\ Batch Issue Cards 4\ ,ﬁ‘ ‘
§ &
DEV;CE:
I Card Issuer 'I
ID: Name:
101 101 |
Card No.: Department:
‘ Press Enter after entering t... ‘ | HR ‘
Start Time: End Time:
| 2024-01-15 00:00:00 | 2034-01-15 23:59:59 |
N2 2 >
2 A N
3 Person ID Name J“Card No. Operation ,Q
3 S
@9 101 T &9
K3 102 102 5 Tir 4&\
= -
103 103 i
104 104 T

e PyuHoi BBOA

1. BbibepuTe coTpyaHMKa 13 CNCKa 1 BBEAWNTE BPYUYHYIO HOMEP KapTbl, KOTOPbIN
6b11 emy NpUCBOEH.

2. Haxmwute Enter (Beop).

10



Puc. 2-8. Beofj Homepa KapTbl BPYUYHYlo

Batch Issue Cards X

Device:

Card Issuer v

1D: Name:
102 102
Card No.: Department:
I F'e:-:- Enter after entering t... HR
Start Time: End Time:
2024-01-15 00:00:00 2034-01-15 23:549:59
Card List
Person ID Name , »Card No. Operation
101 101 2224678 Tir l
i 1
102 10205 S
S T
103 103 1y
104 104 1]

War4 Haxmute OK.

2.2.5.2 VzBneuyeHune gaHHbIX O COTPYAHUKaAX
WzBneub faHHble O COTPYAHUKAX U3 YCTPONCTB Ha [lnatdopmy.
MNopagok gencreui

lWar1 Bbibepute Person (Jlnuyo) > Person Management (YnpaeneHune nepcoHanom) 1 3atem HaxxmuTe
Extract (U3Bneub).

1



War2 Bobibepute ycTpoiicTeo u Haxkmute OK.

n]

MoxHo n3sneyb nHGopMaL1Io O NOsIb30BaTENAX U3 BbiNaAalolero CNcka PAAOM C
Extract (M3eneun) (All, Success nnu Failure).

lar3 Bwibepute cotpyaHunkos n Haxmute Extract (M3eneus) gns n3eneyeHmns nx gaHHbix c

ycTporicrea B Mnatdopmy.

Puc. 2-9. N3eneyeHure AaHHbIX Nonb3oBaTenein

Extract Person Info

Device Name:1 229
No. Person IDv Name Card No.
1 633571 "
2 1 1
3 1008611 10085611 1DO4DEEA
PesynbTtartbl

Person Type
VIP User
MNarmal User

Normal User

No./Name/Card No. ( !

Department

Number of Fingerprints
o
0

[JaHHble Nonb3oBaTeniei, U3BneyeHHble C yCTPONCTB, oTobpaXKaloTca Ha cTpaHuue
Person Management (YnpasneHune nepcoHanom).

2.2.5.3 UmnopTt nH$popmaLnmn o COTPYAHUKAX

WmnopTtuposaTtb uHdopmaLlmio o coTpygHukax Ha MNnatdopmy.

Mopapok gencreni

War1 Boibepure Person > Person Management u HaxxmuTe Import (MmnoprT).

War2 Haxmure Create List Template (Cozgarb wab6nox cnucka) ans 3arpysku wabnoHa.
War3 3anonHute wabnoH n HaxmuTe Import Person List (MmnopTupoBate cnncok nuu).

Puc. 2-10. AMnopT faHHbIX COTPYAHUKOB

Please select

Create List Template

Import Person List




2.2.5.4 3kcnopTt nHpOopMaLUM O COTPYAHNKAX

Haxmure Person (Jluyo) > Person Management (YnpasneHue coTpyaHuKamn),
BblbepuTe coTpyaHnKoB 1 Haxkmute Export (kcnopT) gna skcnopra nipopmaviim o
COTPYAHVKAX Ha Ball KoMMNbloTep.

2.2.5.5 MNouncK coTpyaHUKOB

Boibepute Person (Jluyo)> Person Management (YnpaeneHne nepcoHanom), BbinonHuTe
nouck cotpyaHukos no ID, nmeHn unn Kapre.

Puc. 2-11. MNownck coTpyaHMKOB

Q

2.2.5.6 OTo6pakeHne nHpopMmaLnmn o COTPYAHNKAX

MHd)OpMaLI,HH O COTPYAHWKaX MOXET 6bITb 0T06pameHa B BUAE KapTo4vyeK Nan Cnnucka .

o
Haxmute OO Ans npencTaBneHUs B BUOE KapTOYekK; HAXKMUTE == ANA NpefcTaBneHnsa B BUIE Criicka.

Puc. 2-12. OtobpaeHue cnuckom

—
) Image Person ID Name Person Typée, ©  Department Verification Method Operation
L N4 \
|

1 1 Normal User Default Compa... a'l Bo fﬁl-ﬁ @U _“Uv-:';:': \

' =
99 99 . o Normal User HR 2o Ho Mo Lo ,@%

Jo Jo Jo

100 100, Normal User HR Go B1 ®o Lo P2 !

Puc. 2-13. OtobpaxeHue B Buge KapTovek

Person ID: 1 Person ID: 99
Name: 99
Gender: Male

Name: 1

Gender: Male
Type: Norma... Type: Norma...

Fingerprint0 Fingerprint0

¢ W B8 IR =

2.2.5.7 pynnoBoe pefakTpoBaHne CBeA€HNN O COTPYAHMNKAX

MNopAagok gencreumn
LWar 1 Bribepute Person > Person Management.
War 2 BoibepuTe coTpygHukos u HaxmnTe Batch Update (Tpynnosoe o6HoBnenne) >
Batch Edit (PegakTupoBaHue rpynnsi) gna pegaktuposarva nuHpopmaumm ob otgene

opraHmnsaunn n Ccpoke AEI}"ICTBHH.

13



Puc. 2-14. PegaktnpoBaHue otaena

Edit x
Department: s

Validity Time: = 2022-11-24 00:00:00

to: | 2032-11-24 23:50:50

Co [ o |

2.3 C60p AaHHbIX COTPYAHNKOB

Mpu obHoBNeHUK MHGOpMaLWK O Nonb3oBaTenax Unu JobaBneHU HOBbIX Nonb3oBaTenei
KOHTpOANEep AOCTyNa aBToMaTyeckn 4obaeunt HoByto nHGopmauuio Ha Mnatdopmy.

Heobxoanmbie ycnosus

(D)v‘HKU.HH ﬂOﬁaBﬂEHlﬂﬂ HOBOW quJopmau,mm O NMNoNb30BaTeENAX BK/IKYEHa Ha KOHTPONNeEpe AOoCTyna.

|

ITa GyHKUMA JOCTYNHA HE HA BCEX MOAENAX KOHTPONIEPOB AoCTyna.
[MNopagok gencreun
War 1 Boibepure Person (Jluyo) > Person Collection (C6op gaHHbIX coTpyaHUKOB).

War 2 Bxnio4yute Subscribe (Mognuncka).

War 3 B cnyyae gpobaBneHma HoBoro Nosb3oBaTeNA UNKM N3IMeHEHUA UHpopMaLIV O
nonb3oBarene Ha ycrpoﬁC'rBe KOHTpONA AOCTYNOM NoNb30BaTeNb aBTOMaTU4eckn
pobagnAaeTca Ha ynpasndowyto MNnatdopmy.

Puc. 2-15. MNognucka nonbzosaTtenen
Subscribe (=)
sl izl s Mot Sy @ . . Q

Image Perion IC Name ber of Fingerp Card No Person Status Device Name Operation

’ BaAE tester0 ] 00123456 Mew Pergan =

LWar 4 Haxmure = AnAa CMHXpOHW3aUyWnn an)opmauuw O nonb3oBarene U crpaHuLbl ynpasneHWA
nonb3oBaTenaAmMn.

Ecnu nuynbin ID nnn Homep KapTbl ago6aBneHHoro Ha [natgopmy nonbaoeatens
coBnagaeT ¢ AMYHbIM ID unu Homepom KapTbl NONb30BATENS, YXKe 3aperncTpUPOBaHHOrIO
Ha CTpaHuLie ynpasneHns Nnonb3oBaTenamu, NoABUTCA coobLeHWe 0 KOHGNUKTE JaHHbIX.
Haxmute & pna npocmoTpa cBefieHUIA.

14



&
\°
B

Puc.

\’5’

?&G’ KoxdpnukT ID coTpyaHukos

View conflict Detail

Person ID conflict. After synchronizaticn &n
the original persan's information to be lost

&

plete, the information of the new person wil| overwrite that of the arigk on, causing

Device: 1 =
Person ID: 99999 99099
Name: tester01 < 01
Person Type: Normal User Normal User
Effective Time:  2024-01-04 00:00:00 2024-01-04 00:00:00
2034-01-04 23:509:59 2034-01-04 23:59:59
Department:  Default Company Default Company
& o = @ o H o 3 & o B o @ o ® oo
No.01234567
N > >
3 $ s
' o o
° A2 \2
) ; R
\}Cp Puc. 2-1 7\)'?;»1 NIVKT HOMEPOB KapT \}Cg
. =——— L ... ... . - - a—se -, ... . . ——>"——o—0-. - . : L HE=T

& Card number conflict. After syn-chmﬁi

on is complete, the conflicting card numbers will be cleared.

(Device: 1100 =
Person ID: 8
Name: 8 No& e 0
Person Type: Normal User PersonID:9  Name:9 -
Effective Time: 2024-01-18 00:00:00
2034-01-18 23:59:59 No.10000008
Department: Default Company
Quantity: No.20000008
B 1 B s
& 0 Ko 2 No.30000008

15



Puc. 2-18. KoHdnuKT nnuHbix ID u Homepoe KapT

View conflict Detail A x
Persa and card n er conflict. Aftengli¥el - ta X of the o
Device: 1! @
Person |D: 99999 Person ID: 99939
Name: testerD1 Name: 01
Person Type: Normal User Person Type: Normal User
Effective Time:  2024-01-04 00:00:00 Effective Time:  2024-01-04 00:00:00
2034-01-04 23:59:59 2034-01-04 23:59:58
Department: Default Company Department: Default Company
Quantity: Quantity:
@ o =2 3 0 = 0 G o B o 0 KoY
No.01234567
No.07890900
i 1

ConyTcTBylowmne AencTBna

o CuHXpoHM3UpYynTe Nonb3osaTenen rpynnamu: Bbibepute nonb3oBartene, a 3aTem HaXKMUTe
Sync (CuHxpoHusauua); BoibpaHHble nonb3osateny 6yayT aBTOMaTUYECKK
CMHXPOHU3MPOBaHbI Ha cTpahuLie Person Management (YnpaeneHne nepcoHanom).

® ABTOMaTUYecKan CMHXpOoHU3aUuA nonb3osaTeneid: Bkniouute Auto Sync (aBTomatuyeckan
CUHXPOHW3aUWA); B ClyYae oTCyTCTBUA KOH®NNKTa nepcoHanbHbix |ID v Homepos KapT
nosnb3oBaTeN aBTOMaTU4ECKN CUHXPOHU3MPYIOTCA CO CTPaHWLEN YNpaBneHnA NepcoHasnom.

e O6HosneHne: ObHoBNEeHMe AaHHbIX NoNb3oBaTenein ¢ cosnagamwmm D unm Homepamm Kapr.

16



3 Hactpouka paspelieHnmn

3.1 Jo6aBneHne obnacren paspewieHns

O6nacTb - 310 Habop paspelueH Ha gocTyn K Asepu. Cospaiite obnactb, a 3aTemM NPUBAKUTE K
Hen nonb3osareneit, YTobbl OHU MOTAW MONYUYUTh PaspelleHa Ha AOCTYN, yCTaHOBNEHHbIE ANA
31O obnacTu.

MNopanok gencreun

War1 Bouibepute Access Control Config (HacTtpoiika koHTpona goctyna) > Area Setting
(Hacrpoiika o6nactn).
lWar2 Haxmute & pans gobasneHus obnactu paspeleHuma.

Mo>Ho obasuTb go 40 obnacTeil paspeLleHUa BKTIOYUTENBHO.
lWar3 Hacrpoiite obnactb paspelueHus.
1. Beepnte nma obnactu 1 pobaBbTe NpuMeYaHnA K Hen.

2. BoibepuTe KaHanbl CBA3M C ABEPbIO, Hanpumep asepb 1.
3. Haxmute OK.

Puc. 3-1. lobaBneHne obnactu paspelleHva

@ Q | EditArea
| ‘-0 You can only create up to 40 areas ]
} MNa
Ares List Sespration
) ' | mark
tal Devices ected u
Q 1
v (B 4.De rOUf
oA 10
% 10
- g 10
& Door 1
& Door 2 ° \.
- £31081.94.18
B K Door1
x|

ConyTtcTBylowme 4encTena

® #:yjaneHune obnacTu paspeLieHus.

® “.:pepakTnpoBaHue obnactu paspeLueHus.

17



3.2 MNpepocTaBneHne paspeLieHnn

Cniocob HacTPOWKK pa3pelueHuid ANs OTAENa OpraHn3aLun 1 COTPYAHUKOB MAEHTUYEH; HUXe B
KauecTse npumepa byaet npueeaeH cnocob HacTPOWKK paspeLueHnia Ana oTaena.

MNopsapok gencreun
War 1 Boibepute Access Control Config > Permission Settings (HacTtpoiiku paspewenunin).

War2  Haxmute * ana gobasBneHus npasBuna paspeLleHus.
Puc. 3-2. OnpegeneHue npaBun paspeLseHnin
| hf‘_ﬂ;'r“‘.:i Q Add Permission Rule

S »':3:3:.
o Wcan only create up to 128 permizsion rules I w

Nams Remarks: =

Rule List Operation - izsion Rulel
Weelly Plan: Full-day Time Template = Holiday Plan

Disabied -

Select Data to be Sents Card Fingerprint B Password Face

Person Info Area Infe

+ m t Q + m Q

iﬁ’ﬁ

lar3  Beepute uma npaeuna paspelueHus, sbibepute neprof 1 cnocobbl pazbnoknpoeku.
lllar4 B pasgene Person Info (MHdopmauuna o cotpyaHmkax) Haxxkmute Add

(Ao6aeuTb) AnA Bbibopa cOTPYAHMKOB W HaxmuTe OK.

e O‘TQEHI npenocTaBnATCA Npaga 4oCTyna BCeM COTPYAHWUKamM oTaena .
e [lonb3oBarens: npaea 0ocTyrna NpenocraBnArTCA TONLKO BblﬁpaHHblM nonb3oeartenAam.

@-f_'-".

Ecnun Bbl xoTUTE NpefocTaBUTb paspelleHe HOBOMY COTPYAHWUKY N M3MEHUTD YiKe
MMetoLLMecs Npaea AoCTyna COTpyAHKUKa, NpocTo AobaBbTe Nonb3oBaTens B
CYLEeCTBYIOLNIA OTAEN UMW CBAXKUTE ero C yxke CylecTByioLei ponbio, n emy 6yayT
aBTOMaTWUYECKW Ha3HaueHbl NpaBa JOCTYNa, yCTaHOBAEHHbIE ANA oTAeNa WA ponu.

18



Puc. 3-3. lo6aBneHve coTpyAHMKOB

L

Add Person o3~ b,

St

Add More: O Department @ Persons

Search.. Q

v (W 5 Default Company(16)

- 01

- 1

= 1008611

v (m 5 HR(10)

= 100

= 101

- 102 Q}
- 103 -
- 104

an

[na nobaeneHus HoBbIx obnacten paspeleHuil Haxkmute + . bonee nogpo6Has
nH$popmauua npusegeHa B pasgene 3.1 «[lobaBneHne obnacrein paspeLueHuin.

lWar5 B pa3sgene Area Info (MHdopmauyma 06 obnactu) Haxkmute Add ([lo6aeuTtb) ans eoibopa HosoM
obnactu n HaxkmuTe OK.
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Puc. 3-4. [lo6agneHwne obnactu paspeLieHuna

Add Area, X
Area List
Areal

“

War 7 B cny4ae OoTkasa B aBTOpM3alUuvi HaxMnUTe © B cnncke 4nA NpocMmoTpa NPpU4YKrH OTKasa.

Uar6é Haxmute OK.

Puc. 3-5. Xon aBTopMsaunn

Dewice Mame Progress Status

3.3 MpocmoTp xoaa aBTOpU3aLINN
lNocne Ha3zHaveHWUA npae gocryna (pa3peluenui1) Nnonb30BaTenAM MOKHO NPOCMOTPETL XO4 aBTOpW3aynn.
MopAagok gencreumn

War 1 HapomawHen ctpaHuLe ebibepute Access Control Config (Hactporika
KOoHTpona gocryna) > Authorization Progress (Xog asTopusauun).
War2 T[lpocmoTpuTe xof aBTOpU3ayumn.

Puc. 3-6. Xog aBTopm3aunmn

20



War 3 (HeobszaTenbHbIN): B CNyYae OTKa3a B aBTOpU3aLMK HaXMUTe © Ans NpocMmoTpa HGopmaunn ob
owwnbke aBTOpM3aLML WU BbINOAHUTE NOBTOPHbIM 3aNpoc Ha asTopu3aluio.
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4 MMyHKT pocTyna gnA yuyera nocewaemoctu

KoHTponnep goctyna MoXKeT Takxe paboTtaTb B KauecTBe YCTPOWCTBA YUeTa U KOHTpona paboyero BpemeHm
COTPYAHVKOB.

Heobxoanmbie ycnosus
KoHTponnep goctyna gomxkeH 6biTb gobasne Ha lNnatdopmy.
MNopagok nencreui

War1 Boibepute Attendance > Attendance Point (lTyHKT gocTyna gna yuyerta nocewaemoctu).
lWar2 Boibepute koHTponnep goctyna n Haxmute OK.

KoHTponnep gocTyna yctaHOBNEH B KayecTBe NMyHKTa AnA yyeTa paboyero BpemeHm
COTPYAHWKOB.
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5 YnpaBneHune pabounm BpemeHem

5.1 MNMpaBuno pabo4yero BpemeHu

5.1.1 PacuumpeHHble HacTPOMNKMN
Bbl MmoXxeTe YCTaHOBWTDL NpaBKXNo pacyeTa Ana 6onee To4HOro y4eTa pa60qero BpeMeHW.
MNopapok gencreun

War1 BuibepuTe Attendance > Attendance Rule (Mpasuno yuera pa6ouero
BpemeHn) 1 HaxxkmnTe Advanced Settings (PaclumpeHHble HacTpoiikn).
War2 Hacrponte napameTpsl.

War3 Haxmurte OK.

Puc. 5-1. OnpegeneHue npaeuna nogcyeta paboyero sBpeMeHun

[ ! L] d
L .
Tabnuua 5-1. OnucaHve napameTpos
MapameTtpbl Onuncanne

e OkpyrneHne B MEHbLLYIO CTOPOHY: Hanpyumep, ecnn KapTa 6bina
cyutaHa B 9:00:01, aTo 6ypgeT 3anucaHo Kak 9:01:00. Ecan Bbi
oTpaboTanu ceepxypouHo 35 MUHYT, a KoadPuumneHT cnoea
paBeH 1,3, To ceepxypoyuHas paboTta 6yaeT 3anucaHa Kak 46
MUHYT.

e Okpyrnexuve B 6onbluyio CTOPOHY: Hanpumep, ecnu KapTa bbina
cyuTaHa B 9:00:01, 3o bypgeT 3anucaHo Kak 9:00:00. Echn Bbl
oTpaboTtany ceepxypouHo 35 MUHYT, a KoahpuumeHT cnosa
paeeH 1,3, To cBepxypouHana paboTta byneT 3anuncaHa Kak 45
MUHYT.

MNpaBwuno pacueta
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MapameTtpbi OnucaHne

® licnonb3oBaHWe YCTPOWCTBA: NOCNe aKTUBaLWK TEKYLLEe CTaTyc
nocelaeMocT onpejenaeTca Ha OCHOBaHUK AaHHbIX yyeTa
pabouero BpemeHu, Nonyyaembix C yCTPONCTBaA (3ankuceii o
npuxope/yxofe c paboyero mecta u np.).
® ObasaTtenbHan pernctpauyua yxona/npuxosa Ha paboyee mecra:
Peum nonHom 3aHATOCTH Heobxoanmo 3apeructpuposath Bpema Bbixofa/npuxoaa B
cncTeme B cyyae oTnyukm ¢ pabouero mecra. Ecnvi ata dyHKuna
OTKNIOYEeHa, crcTeMa aBToMaTUyeckn obasuT 3annck ob
oTnycke Npu BBoAe MHPopmMaLnmn o6 ncknoueHmnax (Bknovan
nepepbiB, KOMaHAVPOBKY 1 OMiaunBaeMblil OTNYCK), U BaM He
HYXHO ByZleT perucTpypoBaThca/BbIXOANTL CAMOCTOATENBHO.

5.1.2 HacTpoiika npaBun cBepXypo4Hou paboTbi

MNopAagok aencreun

War1 Buibepute Attendance > Attendance Rule u HaxxmuTe Overtime Rule

(MpaBuno ceepxypo4Hoi1 paboTtbi)

Uar2 YcraHosuTe npegensl BpeMeHW CBEPXypPoYHOin paboThbl.
B MNnatdopme peanvzosaH 3-ypoBHeBbI MHTEPBAN BpeMeHn CBepXypouHoi paboTbl.
[nAa HacTponku BpemeHn ceepxypouHon paboThl B Npefenax KaXxaoro U3 Tpex ypoBHen
Ncnonb3yinTe LIBETHON MON3YHOK.

lar3  YcraHoeute KoadduymeHT paboyero BpemeHn.

YcTaHoBUTe KOG PULMEHTBI ANIA pa3HbIX YPOBHEN cBepxypoyHoii paboTbl. Hanpumep, Mbl
yCTaHOBWNW criefyiolive BpeMeHHble MHTepBanbl: ypoBeHb 1 - 1-120 MuH., ypoBeHb 2 —
120-240 MuH. 1 ypoBeHb 3 — 240-360 MuH Ana ogHoro paboyero AHA, N Ko3pdULNEHTSI 1,
2, 3 cooTBeTcTBEHHO. ECnmn coTpyaHuK oTpaboTtan ceepxypoyHo 360 MUHYT B 3TOT fieHb, B
HWKHeRn yacTu Tabnuubl 5-2 6ygeT npueegeH pacyet paboyero BpemMeHu 3Toro
COTPYAHWKa,

Puc. 5-2. YcTaHoBKa npaeun ceepxypouHoil paboTsbl

Dwvertime Level 2

alculating Method ' Normal Work wertime Level 1 Overtimme Level 2 I wertime Lavel
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Tabnua 5-2. MNpumep.

CBepXypouvHou pisbrbl pabouero cnepx_goimoﬁ
paborbi ' BpeMeHn paborbi
YpoeeHs 1 1-120 MuHyT 1 120 MUHYT
YposeHb 2 120 - 240 MuHyT 2 240 MrHYT
YpoeeHb 3 240 - 360 MuHyT 3 360 MuHyT

O6uyee Bpems ceepxypoyHon pabotbl coctasnaeT 120 MuH + 240 MuH + 360 muH = 720
lWar4  Beibepute cnocob nogcueTa gnA Npaeunia cBEPXYpPoYHON paboTel B BIXOAHBLIE JHMW.

e HopmanbHana paboTta: pakTuueckn otpaboTaHHOE CBEpPXYpPOUYHOE BpEMS.

® YpoBHU cBEpXxypo4Hoit paboTbl 1/2/3: Obuee Bpemsa cBepxypodHOn paboTbl =
dakTryeckn otpaboTaHHoe cBepXypoYHOe BpeMAa X kosdpduumeHT paboyero
BpeMeHW, 3ajaHHbl ANIA COOTBETCTBYIOLErO YPOBHA

lar 5 Haxmute OK.

5.1.3 Jlo6aBneHune BbIXOA4HbIX AHEN

lMNopagok gencreni

War 1 Buibepute Attendance > Attendance Rule 1 Haxxmute Holiday (BeixogHoii AeHb)
War 2 Haxmute Add (Jo6asuts).
War 3  BeeguTte uma npazgHuka.
War 4 YcraHoBUTe pexum Npa3gHUKOB (QOCTYMHbI 3 pexnma).
e OQuKcvpoBaHHas farta: pacnucaHe BbIXO4HBIX AHeit OyaeT AeiicTBOBATL TONBbKO B
TeyeHWe TeKyLLEero rofa Ao ycTaHOBNEHHON faThl.

o [eHb Hayana/oKoH4YaHWA Npa3fHVKa: ycTaHOBUTE fleHb Hayana u oKoH4YaHuWA
npasgHuKa.

o KoadpduumneHT cBepxypouHoil paboTbl B BbIXOAHbIE AHW: YMHOXbTE KONMYECTBO
yacoB, oTpaboTaHHbIX COTPYAHUKOM B BbIXOAHOW AieHb, Ha KO3GPULINEHT.
Hanpumep, ecnu KoadgduuneHT paseH 2 n coTpyaHUK npopaboTtan 8 yacos B
BbIXO[HOW eHb, oblijee KonuyecTBo oTpaboTaHHbIX Yacos ByaeT 16..

Puc. 5-3. ®ukcnpoBaHHaa pata

Holiday Name

* holiday 1
Holiday Mode
Unfixed Cycle Fixed Cycle
Holiday Start Date Holiday End Date
2024-01-12 2024-01-12
Holiday Overtime Rate
' 1.0 3  (Data Range;0.5-24)
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@ HeonpepeneHHslid Lukn: [MpasfjHWK NnoBTopAeTcA KaxKabiv rof. Hanpumep, [leHs
mMaTepwn oTMme4daeTcA BO BTOpPOe BOCKpeceHbe Mman, HO ¢ax1'w-|ec1<an faTta MeHAeTcA
Kaabln rof. Bbl MoXkeTe YcTaHOBUTb 3TOT NPa3faHMK OfWH pas, n oH byaer
aBTOMaTU4YeCKW NOBTOPATLCA BO BTOPOE BOCKPECeHbe Mas KaxKabliA rog.

¢ [lata npasfgHuKa: onpegenuTe AeHb U MecALl.

< [NpopgomknTenbHOCTb NPa3fHUKa: KONNYEeCTBO AHEN Npa3aHuKa.

o KoadpuymeHT cBepxypoyHoil paboTbl B BbIXOAHbIE AHU: YMHOXbTE Yachl,
oTpaboTaHHbIe COTPYAHUKOM B NpasgHuK, Ha koadduuneHT. Hanpumep, ecnu
Ko3dduumeHT paseH 2, a coTpyaHuk otpaboTan B npasgHKK 8 yacos, To obuwee
KONMYecTBO OTpaboTaHHbIX YacoB ByfeT 3anncaHo Kak 16 yacos.

Holiday Name

=

Holiday Mode
Fixed Date
Holiday Time
Jan v Week 1

Number of Holidays

Holiday Overtime Rate

1.0

Puc. 5-4. HeonpepgeneHHblA UUKA

v

Day

v (Data Range:0.5-24)

Fixed Cycle

e OnpegeneHHbIl UMKN: NPa3gHUK NOBTOPSETCA B OOMH U TOT Xe AeHb KaXaoro roaa.

© [laTa BbIXOHOIO: yKaxKuTe MecAL, U fieHb. YCTaHOBNEHHbIE BbIXOAHbIe AHW ByayT

©  MOBTOPATHLCA KaXKAbIA rof,

< [MpoaonknTeNnbHOCTb BbIXOAHbIX AHEN: KONUYECTBO BIXOAHBIX iHEMA.
KoadduumeHT cBepxypoUHoil paboTbl B BbIXOAHbIe OHWU: YMHOXbTe yachl,
oTpaboTaHHbIe COTPYAHUKOM B NPa3fHUK, Ha KoadduumeHT. Hanpumep, ecnu
ko3¢ PpuLMeHT paBeH 2, a cOTPYAHUK oTpaboTan B npa3gHuK 8 yacos, To obuiee
KonuyecTBo oTpaboTaHHbIX YacoB ByfeT 3anncaHo kak 16 Yacos.
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Puc. 5-5. OnpepeneHHbIR LK

Holiday Name
Holiday Mode

Fixed Date Unfixed Cycle
Holiday Time

'|a n v | v
Number of Holidays
Day

Holiday Overtime Rate

1.0 ¥  (Data Range:0.5-24)

- P

War5 Haxmure Save (CoxpaHuTb).

5.2 MapameTpbl AN cTaTUCTNYECKON 06paboTKMn

5.2.1 HacTtpoiKa cTaTuctTuyeckux napameTpos

Bbl MoeTe 3agaTb CMMBONbI AU1S NPeACcTaBAeHWA TEX MW MHbIX KaTEropuil CTaTMCTUYEeCKUX
[aHHbIX B oTyeTax. Hanpumep, 6yksy «A» gna obosHayeHns oTcyTCTBMA Ha paboTe.

MNopagok gencTeuin
lar1 Beibepute Attendance (Yuer pabouero Bpemenu) > Statistical Items (MapameTpobl gna
craTucrnyeckon o6paborkn) 1 HaxxmuTe Statistical Items.
Puc. 5-6. MapameTpbl gna cratuctnyeckomn obpaboTku

tatistical ltem Leave Type

Yame Display Symbao

Valhd Work
Actual Werk

Leave & On Business L

War2 BbibepuTte napameTp, BBeAWUTE UMA, KOTOpoe Bbl XOTUTE 3MEHWTD, W 3againTe CUMBON,
KoTopblin BygeT oTobpa)kaTbCA B oTHeTe.
lWar3 Hawmure OK.
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CraTucTnyeckune gaHHble No TON AWK NO3NLIA, 3KCNOPTUPOBAaHHbIE B OTYET, GWJ,YT moﬁpama‘rbcn nog
3afilaHHbIM CMMBONIOM.

5.2.2 [lo6aBneHne pa3nnYHbiX BUAOB OTMYCKOB

Mo ymonuaHuio cuctema npeanaraet nepevyeHb Hanbonee pacnpocTpaHeHHbIX BUAOB BpeMeHN oTabIXa
(oTrycKoB) € BO3MOXKHOCTbIO lo6aBNeHUA HOBbIX KaTeropui.

MNopapok aencrauvi

llar 1 Bbibepute Attendance > Statistical Items 1 HaxxvuTe Leave Type (Tun oTnycka).
lWar 2  Bsibepute Tvn otnycka n Haxmute Add (lo6asnTb).

War 3  3apaiTe ums.

War 4 Haxmute OK.

Puc. 5-7. lobaeneHne Buga BpemeHn otabixa (oTnycka)

Statistical Iterms

Ak for Lemes

[ 1]

5.3 Pabouyee Bpemn

YcraHosuTe rpadukmn paboyero BpeMeHun 1 npasuna yyeTta paboyero BpemeHu ana
COTPyAHWKOB, paboTalowjmx B penme GprKcuposBaHHoro unu rubkoro paboyero BpemeHu.
Mo:kHo fo6aBuTb fo 32 pasnuyHbIX rPadUKoB.

5.3.1 Hactpoiuika rpad¢uka pukcnpoBaHHoro paboyero
BpeMeHun

MNopAagok gencresui

War1 Boibepute Attendance > Attendance Period (MpogomkurenbHocTb
pabouero BpemeHn).
War 2 HaxmuTe Add ([lo6aBuTb), a 3aTem fobasbTe pabounii rpaduk.

Bbl MoXeTe MapKupoBaTb cozfaBaemble rpadpuku pasnmyHbiMm Lsetamu. Mpu

yCTaHOBNEHNN pa6oqwx CMEH LUBET 6YHET OT06pa?KaTbCH B NMPON3BOACTBEHHOM
KaneHgape.
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Puc. 5-8. Pexnm ¢pukcuposaHHoro paboyero BpemeHu

= ——
Fixed Attendance Flexible Atteridance
General Break
Basic Info
Period Name " Default Time Color: | @ Blue -

Attendance Period:

Working Time: 08:30 17:30 % WThe time span must not exceed 24 hours,

L

Recorded: 5400 & | minutes

Valid Check-in Time: 06:30 & | - Valid Check-out Time: 1%:30 &

Use First Check-In and Last Check-Out Only
it overlaps with a holiday and is calculated as a holiday.

Break Time Counted as Work Time

Attendance Rule: : :
Valid work starts | _5{-]‘.60 % | minutes when the work day ends. '
Allowed to be 5.00 % | minutes late.

Being late for more than 120.00 * | minutes is considered as absent’
Allowed to leave 5.00 ¥ | minutes early.
Leaving =arly for more than 120.00 + | minutes is considered as absent.

Overtime Rule (=
The minimum overtime is 60.00 v | minutes. If it is insufficient, it will be recorded as n...

The maximum overtime is 300.00 %  minutes

Tabnuua 5-3. NapameTpbl pexnma GUKCUpoBaHHoro paboyero BpemeHm

MyHKT Mapametp Onuncanmne

BeegwTe MMs Nepuoga: MOXHO NomeuyaTb
pabouue rpapukm pasHbimMmu ysetamu. Mpu
yCTaHOBNEHWUMN pabounx cMeH LigeT bygeT
oTobpaxaTbcs B NPON3BOACTBEHHOM KaneHaape.

Mepuop paboyero Uma nepuopga
BpeMeHu
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MyuHkT

Mapametp

OnucaHne

Pabouee Bpemsa

Bpema Hauyana v okoHYaHuA paboyero gHs.

g

MNepuoa BpemeHw He 6onee 24 Yyacos.

PaspelueHHoe Bpems
npuxopa/yxopa

YKauTe HTepBan Ana paspelleHHoro BpemeHu
npuxofa u yxoga c paboTbl.

Toneko Bpema
nepBoro Bxoda w
nocneaHero Boixo/a

Ecnu coTpyaHnK BXOAUT W BbIXOAUT HECKONbKO
pa3 B TeueHwe paboyero gHs, TO y4UTbIBaTbCA
OyayT camblil paHHWIA W CaMbiiA NO3AHNIA NPOXOA.

MNpu coenageHum c
npasgHUYHbLIM
(BbIXOOHbIM) IHEM
3aCYUTBLIBAETCA Kak
BbIXOQHOW.

Ecnn cotpynHuk gonkex paboTtaTb B BbIXOQHOWM
feHb, To oblyee KonuyecTeo oTpaboTaHHbIX
yacoe byaeT onpeaenaTbca no popmyne:
daKkTnyeckn otTpaboTaHHbIe Yachl X

K03 PULMEHT paboTbl B BLIXOAHOW fieHb (cM.
pasgen 5.1.3 «[JobaBneHue BbIXOAHbBIX AHER»).

lNepepsbis,
3aCYUTHIBAEMbIN B
paboyee Bpems

Bpems oTfbixa He BbluMTaeTca U3 obuiero
paboyero BpemeHMW.

Mpasuno yueta
paboyero BpemeHu

lNocne okoHuaHWA
pabouero AHA
nepepaboTka,
y4mWTbiBaemas npu
pacueTe obuero
paboyero BpemeHu,
coctaenseT «N» MUHYT

OnpegeneHHbi Nepriof BpemeHu He ByaeT
BKMioYeH B obllee KoNMyecTBO 0TpaboTaHHbIX
yacoB. Hanpumep, ecnn 3HayeHne napameTpa
«N» = 60 MMHYT, a yCTaHOBNEHHOEe Bpems
OKOH4YaHWA pabouero aHA (Bbixoga) — 17:00, To
npw Bbixoge cotpyaHuka B 19:00 Kk ero
KonuuecTBy oTpaboTaHHbIX YacoB BygeT

AobaeneH TO1bKO OAVUH AONOAHATENbHbINA YAt |

PaspeweHHoe
Bpems ono3faHua
«N» MUHYT

Mpw ono3zaaHun coTpyAHKKa Ha paboTy K
ycTaHOBNeHHOMY BpeMeHW Havana paboyero
AHA, eMy OaeTca AONONHUTENBbHOE BPEMA. Ecnmn
Bpems «N» - 5 MWH, a ycTaHOBNEeHHOE BpemA
Hauana pabouero gHa — 8:00, To npoxop Ha
paboty B 8:05 He BygeT cunTaTLCA ONO3[aHUEM.

Ono3paHue Ha «N»
MUHYT  cuMTaeTcAa
HeABKOW Ha paboTy

Ecnu coTpyaHuK oTmeyaeT Bpema nprxopa Ha
paboTy nocne ycTaHOBNEHHOTO BpeMeHU, OH
6yfeT cuMTaTbCA OTCYTCTBYIOWMM Ha paboyem
mecTe. Ecnm «N» - 30 MUHYT, a Bpems Hauana
pabouero aHsa - 9:00, To ecnun COTPYAHUK NpuaeT
B 9:40, oH ByAeT cunTaTbCA OTCYTCTBYIOLMM Ha
pabouem mecTe Lenblil AeHb.

PazpeweHue Ha
paHHWiA BbIXOA
(«N» muHyT)

JlaHHbIl NpOMEeXKYTOK BpeMeHu
yCTaHaBNWBaeTcA ANA TexX Cly4yaes, korga
COTPYAHWKM YXOAAT € paboTbi paHblue
YCTaHOBEHHOIO BpeMeHu OKoHYaHuA pabouero
AHA. Hanpumep, ecnn «N» yctaHoBneHo Kak 5
MUWHYT, a BpEMA OKOHYaHNA paboyero AHs -
17:00, To BbIXOA COTPYyAHMKa € paboTbl B 16:55 He
6ynet cumTaThCA HapyLlLeHWEM TPYAOBOro
pacrnopsagka.

¥xop c paboThl paHee
BpemeHu «N» byger
cyMTaThCA
oTCyTCTBMEM Ha
pabouem mecTe

Ecnu coTpyaHUK yxoauT ¢ paboTbl paHblue
ycraHosneHHoro «N» BpemeHu, oH 6yaet
CUMTaThCA OTCYTCTBYIOWMM Ha paboTe. Ecnn
napameTp «N» - 30 MUHYT, a BpeMA OKOHYaHWA
pabouero oHA - 17:00, To BbIXOA COTPYAHWKA C
pabotbl B 16:20 byaet KeanuduymMpoBaThCa Kak
oTcyTCTBME Ha paboyem mecTe B TeYeHWe BCero
OHA.
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MyuHkT Mapametp Onucaune
MuH. Bpems
nepepaboTky, npu
Bpema nepepaboTku MeHee yCcTaHOBAEHHOO
KOTOPOM OHO «
3HaueHNA He ByfeT cunTaTLCA CBEPXYPOUHOM
cymTaeTcs o
» paboton .
CBEpPXYPOYHON
Mpasuno pa6otoi («N» MuHyT)
cBepxypoUHomn
paboTbi MakcumansHas BepxHuin npegen nepepaboTku. Hanpumep, ecnn
NPOAOIKUTENBHOCTL «N» yctaHoBneHo kak 300 MmyHyT, a Bpemsa
nepepabotkn — «N» nepepaboTkn coTpyaHuKka coctasuno 500 MUHYT,
cBepxypoyHasa paboTa 6yaeTt 3anncana kak 300
MY MUWHYT.
lWar3 Hacrpoite neprogbl oTAbIXa.

Mpr HopMUPOBaHHOM pexMe paboyero BpemMeHn MOXHO YCTaHOBWTb 40 7 NePMOLOB OTAbIXa.

1. Bbibepute Bknagky Break (Mepepbie) u Haxxmute Management (Ynpasnenue).
2. Haxmute Add ([lo6aBuTb), BBEANTE MA NEpepbiBa U YCTAHOBUTE BPEMSA ero Havana
1 OKOHYaHWA.

3afaHHbIA NPOMEXKYTOK BPEMEHWM MOXXHO UCMONb30BaTh ANA OTAbIXa.
3. BbiGepute npaBuno BpemeHn oTablxa.

® ABTOMaTUYecKoe BbluNTaHWe: YCTaHOBNEHHOE BpemMs OTAblIXa aBTOMaTUYECKN
BblUMTaeTCA U3 06LLero KONMYECTBa BpeMeH, OTpaboTaHHOIo COTPYAHMUKOM.
e ObazatenbHoe BpemA Ha4dana 1 OKOH4YaHWA: d}aKTIa"I'-IECKOE BpemA oTAbiXa
MOACUYNTBIBAETCA Ha OCHOBE 3arucen Npruxoaa 1 yxoaa c pabouero mecTa.
& O6szatensHas pernctpauus npuxoaa/yxofa: yCTaHOBUTE Nepuof BpeMeHU OTaAbIXa,
B TEYEHMWE KOTOPOTO COTPYAHUK MOXKET OTNTYUUTbCA € paboyero MecTa 1 BepHyTbCS
Ha Hero.
& 3aueT HenCnoNb3oBaAHHOrO BPeMeHU OTAblxa B paboyee Bpems: eCsin COTPYAHNK
MCrnonb3oBan ToAbKo 30 MUHYT U3 pa3peLleHHOro OAHOTO Yaca OTAbIXa, OCTaBLINECS
30 muHyT fobaBnAloTcA K 0bLLEeMy KONMYECTBY YacoB, KOTopble OH oTpaboTan.
& Bpemsa oTabixa, NpeBbillaiolee ycTaHoBNEHHOe KonnyecTBo MUHYT «N» BygeT
3annCbiBaTbCA Kak ONo3faaHune, paHHWIA yxod/oTcyTcTBIme Ha pabouem mecTe.

4, Haxmute CK.
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Puc. 5-9. [lo6asneHne nepruogoB BpemMeHn oTabiXa

Management * “ X
Break Name *
Break Name y 7 : ) a
Start hme{ 00:00] = End Time| 00:00 .
Break Period = minutes
O Auto Deduction
@ Must Check In/Out
Vald Start Time | 00:00 N Valid End Time | 00:00 ~
Convert Unused Break Time to Work Time
Breaks that last longer th... | 120.00 ¥  minutes wil...| Late v
t
i
. [ ok | ‘
War 4

HaxmuTe Select (BeibpaTe) ans Boibopa pacnvcaHns Nneprnogos oTAbIXa.
War 5 Haxmure OK.

5.3.2 Hacrpoiika rubkmnx rpadpumkoB pabouero spemeHn

Mop rubknm rpadukom pabouero BpemeHn paboTbl NOHUMAaETCA Takow peXim paboTbl, MpK KOTOpoM
Ha4ano, OKOH4YaH1e U NPOACNXKUTENLHOCTL paboyero AHA He PUKCUPOBaHDI.
nOpﬂ,D,OK OencTeBumn

War 1

Boibepute Attendance > Attendance Period (lMpogomxutensHocTs pabouero Bpemenn).
Lar 2

HaxmuTe Flexible Attendance (Tn6kuit rpadmk), 3atem Add (Job6aButb) 1 fobaBbTe HOBbIN
rpaduk.

Mo»Ho nomeuaTb paboune rpadukm pazHbiMu uBeTamu. [Npu ycraHoBneHun pabounx
cMeH uBeT byaeT oTobpa)kaTbca B NPOM3BOACTBEHHOM KaneHzape.
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Fixed Attendance

Basic Info

Period Name

Pwc. 5-10. Tubkuin rpaduk paboyero BpemeHm

Flexible Atfeddance

* Default Time

Color: @ Blue v

Required work hours | 4800 & | minutes

Following Day Check In/Out Time | 00:00 % @
Use First Check-In and Last Check-Out Only
Overtime Rule (=@

B The minimum avertime is 60.00

The maximum overtime is 300.00

N

¥ | minutes. If it is insufficient, it will be recorded as

minutes

qp

Tabnuua 5-4. MapameTpbl rv6koro rpaduka pabouero BpemeHn

MyHkT Napamerp Onucanne
Beegute umsa nepuoga. MoxHo oTMeuaTb
rpadukin paznnuyHbiMmU usetamu. Mpu
Wma nepuopa il P
yCTaHOBNEHUWN pabounx cMeH LBeT byger
0T06pa)KaTbCH B I'lpOHBBOHCTBEHHOM KaneHga pPe.
MuHumanbHas MuHuManbHoe KoNMYecTBO Yacos NofaHoro
npoAomKuTenbHocTb | pabouero aHA. Bpema Hayana n okoH4aHNUA
paboyero aHs pabouyero gHs He yCTaHOBMEHO.
OcHogHan -
uHdOpMaLMA Hanpumep, ecnu pabounii feHb HauMHaeTca B
11:00, To cnegyowmin paboynin geHb HayMHaeTcs
Mpwvxop/yxop Ha B 9TO e Bpems U 3akaHumneaetca B 10:59
C.I'IEHY!OLLHI‘IM OeHb canegyruwero 3a HUM AHA; NpKY 3TOM, COTp)(ﬂHIﬂ"IK
JonxKeH NpuATw/yinTu c paboTbl B Ntoboe Bpems B
npegenax ycTaHOBMEHHOro pabouero fHA.
Mepean 3anunck o MNpu HeogHOKPaTHbLIX OTYYKax ¢ paboyero mecra
NpUXoge U NOCNefHAR | B TeueHue paboyero iHA yUMTbIBAOTCA TONbKO
3anuncb 06 yxoge nepeas 1 NocneaHsAnA 3arnucu B CUCTEME.
MuHumanbHoe Bpems
nepepaboTku, Npu
Mpaguno KOTOPOM OHa Bpema nepepaboTkn MeHee ycTaHOBIEHHOMO
CBEPXYPOUHOIN wei— 3HE%‘-IEHHH He byfeT cunTaTbCA CBEPXYPOYHO
v aboTon.
paboTbi CBEPXYPOYHON P

paboToit, — «N» MAHYT
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MyuHkT Mapametp Onucaune
Makc. BepxHui npenen epemenn nepepaboTki.
npogomkmTenbHocTb | Hanpumep, ecnn «N» yctaHoeneHo kak 300
BpeMeH#n MUWHYT, 1 COTPyAHWK oTpaboTtan 500 MuHYT
nepepabotkun - «N» |cBepxypouHo, cBepxypouHas pabota byaer
MUH 3anucaHa Kak 300 MUHYT.

War 3 HaxmuTte Save (CoxpaHuTb).

5.4 Paboune cmeHbl

NmeeTcn BOZMOXKHOCTb YCTaHOBNEHWA paboumnx cMeH No AHAM WK HEAENAM.
MNopagok aencrauin
lWar 1 Beibepute Attendance (Yuer pabouero epemenu) > Attendance Shift (Pabouas cmena).

lar 2 Haxmute Add (Jo6asuTts).

lar 3  Hacrpoiite ocHOBHbIE NapaMeTpsl paboyeil cMeHbl 1 3aTeM NepeTaLyuTe ee B
KaneHgaps. bonee nogpobHo o ToM, Kak HacTpouTk Neprofbl pabouero BpemeHw,
cm. pasgen 5.3 «MpoaomkunTensHOCTb paboyero BpeMeHu»

Puc. 5-11. YcTaHoBka paboueii cmeHbl

i£h

o =
’

’
¢

S Ll

i ¥
SED st Tetmn Term -&Q‘
D 4000 mimies Corlwub Tires. ®
@
O EXm

Tabnuua 5-5. OnucaHve napameTpoB

MapameTtp Onucanue

Mma cmeHbl Mma cmeHbl.

[arta Havana [aTa Hauana pabouen cMeHbl.

Pexxum yukna Likn noBTOpAeTca exeHEBHO UNU eXxeHefenbHo.
Konuuecteo uuknoe KonnyecTeo fioBTOpeHWi LuKna.

War 4 HaxmuTe Save (CoxpaHuTtn).
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5.5 Hactpownka rpa¢ukoB paboumx cmeH

5.5.1 HacTtpouka rpadpukoB pabounx cmeH no otaenam

MNopagok gencreui

War 1 Bbibepute Attendance (Yuet pabouero Bpemenu)> Shift Schedule (Fpaduk cmenbi).

lWar 2  Bbibepute pabouylo cMeHy.
War 3  3apalite Bpems Havana U OKOHYaHVA AeNCTBUA rpaduKa.

CmeHa ByneT NOBTOPATLCA B TeYeHWe YCTaHOBIEHHOro Nepuopa.

lWar 4 Haxmute Assign to Department (3akpenuTs 3a otaenom) 1 Boibepute otaen.
War 5 Haxmure OK.

CmeHa 6yfer HazHaueHa BceM COTpYAHUKaM BbIOpaHHOro otaena aBToMmaTu4ecku,

Puc. 5-12. HasHayeHwne pabouunx cmeH oTgenam

Shift: 1 By Shift By Person

Default Shift v

Schedule ... Config Details

Start Time: 2 N

b Shift Name Shift Depa

2024-01-15 5] A

Ass?gn to Department 4

End Time: b ¥

2024-01-18 Seacch o_o_: \
o ™

- ois Defauit Company

8 kR -

Assign to Department
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War6é Boibepute By Shift (Mo cmenam) unv By Person (MHanengyansHo) n Haxmute g Save.

e [lo cmeHam: BblﬁepMTE CMEHY, YTObbI NPOCMOTPRETL CNUCOK COTPYAHWKOB, 3a
KoTopbiMK Bbina 3aKkpefneHa 3Ta paboyas cMmeHa.

e MHauemayanbHo: BbibepuTe COTPYAHMKA, UTOOBI MPOCMOTPETL CMEHBI, KOTopbie Bbinu
3aKkpenieHbl 3a HAM.

Puc. 5-13. Belbop no cmeHam

Puc. 5-14. Bbibop no coTpygHukam (uHauBsuayanbHo)

ConytcrBytowme 4encTens

® ®:Ypnanutb Tekyllyto pabouyio cMeHy.

@ * “=|: Boibepute cmeHy 1 HaxmuTe Clear (OumeTnTb) ANA yaaneHus Bcex CMeH,
KOTOpble 3aKpernyieHbl 3a OTAENOM.

5:5.2 Hacrpoﬁ'ma rpadmxos pa6oq|nx CMeH AnAa COTpyaAHMNKOB
MNMopAanok gencreunm

llar 1 Bbibepute Attendance(Yuer pa6ouero spemenu) > Shift Schedule (F'paduk cmen)

llar 2 Bbibepute cmeny.
War 3 YcraHoBUTE BpemMA Ha4vala N OKOH4YaHWA ﬂeﬁCTBlﬂﬂ CMeHbl.

CmeHa 6y,C|,ET NOBTOPATLCA B TEYEHKWE 3TOI0 Nepnoa BpemMmeHWn.

War 4  Haxmure Assign to Person (3akpenuTb 3a coTpyaHMKOM) 1 BbibepuTe COTPYHUKa/OB.
War 5 Haxmurte OK.

CmeHa bypeT HaszHauyeHa BbIbpaHHbIM COTPYAHUKaM aBTOMaTUYeCK.
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Puc. 5-15. HasHaueHmne cMeH CoTpyaHUKaM

Shift: § By Shift By Person
Default Shift
Schedule ... Config Details
Start Time:
2024-01-15 Assign to Person b 4
End Time: Cearch..
AN2E-01-18 v (W i Default Company
= 01
' v @ 5 HR
= 100
=101
= 102
- 103
N S
(& L &Y04
4 l‘L‘h ﬂ;:""“(
> BP & 105 |
,‘;3_“‘ = ‘
& L =106 Y
% 3
K\ o 107
o3 2108

War6  Boibepute By Shift (Mo cmenam) nnun By Person (MuguBugyanbHo) 1 Haxmute |G Save.
e [lo cmeHam: BbIGepuTe cMeHy, 4TOObI MPOCMOTPETL CMMCOK COTPY/AHUKOB, 3a
KoTopbimMy bBbina 3akpenneHa 3Ta pabovan cMeHa.

® lHauBuayansHo: BbibepuTe COTPYAHNKA, UTOObI NPOCMOTPETH CMEHbI, KOTOpPbIe ObiiK
3aKpenneHbl 3a HUM.

Puc. 5-16. Beibop no cmeHam

L1 By Person
Gchuacha Cranligy Doetund & Cew
- hifr Hame kit Cepamment Ferwan 1D Fervan fame Start Time End T Operanion
(-] Darlmit Shils Diwhasst Shify HA 100 0 2040175 20040710 aa
m Defandt Shify HA W w 2943112 FOT4-01 10 B
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