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2. Program Setting

CONMMUNITY

2—-2. Setting Configuration

— You need to set setting configuration before start the program.

- You need to input password after setting password.

— “Last import process date” means the last date of entrance record which is imported
from FPSERVER.

— “Last attendance process date” means the final date of the last attendance process.

— “Last attendance transfer date” means the final date of the last transferred
attendance date.

- “Monthly start date” means the start date of the month.

- “Entrance mode” sets which mode needs to be certificated as an entrance.
If you select “Recognize correct entrance mode”, you can set the entrance time
freely. It is convenient if you select “Recognize all entrance mode” since a user
don’t need to choose a mode every time.

— “Lateness allowing time” regard the lateness & leaving early as a normal attendance

in specific time (unit: minute) that you registered.

x -
e 2| _if there is not an attendance data,
< Setting Password > o it will not be processed as lateness
Passward  [reer oy or leaving early when it is regarded
. as basic attendance time.
Caonfirm | Close
« Last P Date Sating > - You can choose whether you
EisiAitEs B Sy calculate pay money or not when you
Last import process date [2006-07-01 =] select calculate pay money. Select it
Last attendance process date  [2006-07-01 =] when you need it to reduce process
Last attendance transfer date |2IZIEIE—IZI'."—EII :‘* ?VSe;fJ/Ce)V\{he settings by pressing

environment change.

< Setting Process Option >

Entrance Maode |Hecngnize corract enfrance mode ¥ |

Lateness allowing time(Minute) [10

Leaving allowing timeMinute) IT

[~ &uto IM Process(as Basic Start Time)

v Auto OUT Process(As Basic End Time)

[+ Process Exit Time [+ Calculate Pay Money

< FPWORK environment setting >




3. Register T&A info

CONMMUNITY

Registered information of T&A program can output different result as contents.
Therefore you need to understand it fully and do the registration process.

3—1. Register Department

— The department is used for data sorting and process.

- It is sorted by 2 digits number and the total will be 10 digits(20 digits).
- Sub—-department will be sorted by sorting code in department.

— All department code is 20 digits.

— The department code of an upper department will not be changed or deleted.
To change department name is possible.

3—-2. Register Employee position

- |t indicates employee position as a code for searching and sorting.
— Register positions as the rule of your company.

£ I esistor Emplogee Pasitin x
Cornpany Organization
En[i,\ﬂ Company |'I:"|” DEDT. CDdE [:Dde IDDD] Nal’ﬂE II-:ED
o-@ {02000000000000000000
~{f} Deptl Code | Position Mame | o
- Dep2 IO | oo
Dept, code 02 irector
0003 Dept, Manager
Dept, IHQ- ooy fanager Delite
oo tssistant Manager
0m& Staff
Add Close
M odify
Delete
Close
< Register Dept.> < Register Employee position>



3. Register T&A info
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3—-3. Register Employee

— Register all employees by their employee number, name, social number,
department, position.
— Register all employees since data of unregistered employee will not be processed.
— You can output pay money by inputting payment per hour.
But you need to select “Calculate pay money” in Environment setting menu.

Register Employee x|

Registed Ermplove List

D | Marme | Social Murm | Irapart Emp, 1D 1111
m Employee Mame [John

3333 Dennis 333333-3333333 Social Mum [TTTTTT-TTTTT1]

Find Dept, | jHQ.,

Select Position |0003 : Dept, Manager |

Hes Early wark payment  [10000
Basic work payment W
Cver wark payrnent W

Delete Might work payment  [T0000

Off-day woark payrent |IEIEIIIIEI

A odify

Close

< Register Employee>



3. Register T&A info
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3—-3—-1. Import Employee

- |t shows the employee who is registered on FPSERVER but is not registered on
FPWORK.

— |f you select “Use FP ID as an employee no.”, an employee number will be the
same as a registered FP ID.

Import unregistered employee info x|

[+ Conver Finger ID to Employe 1D Cipher : | 4

Check record to get employee info

Fp ID | Mare | Social Mum | Irnport
4 Jane 444444-4444444 Employee
[#15 &usten ERREER-EREEREE
Close
&l Select
Al Cancel

< Import employee information >



3. Register T&A info
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3—4. Register Exception Time

— Exception time means time which is excepted for specific time when you calculate
working time.

— You can choose [except from time1~ to time2], [except time1 after time2]. And
time1, time2 will be different as your choice.

— except from time1 to time2: except from time1 to time2 in working time.

— except working time1 to time2: except time?2 period after timel since start working

Register Exception Time x|

Code [0001  Mame [Lunch Time
< Exception Time Setting >

Regist

Set Type |Except from [timel] to [time?] =l Iadify

tirme 1 | 12:00 tirne 2 | 13:00 Delate

Close

< register exception time screen >



3. Register T&A info
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3-5. T&A time setting

— |t is used for register working day, off-day, and holiday.

- “in—time zone” and “out—time zone” is a setting to set attendance time zone and
leaving time zone. And the time which is not in those time zone will not be regarded
as attendance.

— in—time zone : time zone which is regarded as attendance. And the initial entrance
record will be regarded as an attendance.

— out—time zone : time zone which is regarded as a leaving time. And the final leaving
record will be regarded as a leaving.

— working time : the working time should be within in—time zone, and it is calculated
as chosen options.

— exception time : It will be excepted as chosen exception time. (you can choose up
to 5 options)

< Setting Wark Time >

Example @ Yesterday[-22:40], Today[ 17:30]. Tomorrow[+08:20]

In Time fone | OB:00  ~ | 15:00
COut Time £one | 1200~ |+D5:DD

Early |Define eatly work time | W:DD ~ | 09:00

Basic  |Defined basic time w| 0300~ 1800
Over  |Defined over time =] [19:00  ~ | 2200
Might  |Defined night time | [2200  ~ [+05:00

Select Excepting Time

Code | exception time name |
oom Lunch Time
[ 0ooz Dinner Tirme

< T&A time setting screen>



3. Register T&A info
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3—-6. Register daily work

— You can register working day only after setting working day.

- Working day code will be 4 digits of number and English character.

— working day name will appear in working name when you print it.

— Refer to the [T&A time setting] to set working day T&A time.

— The code of daily work, holiday, off-day, vacation, business trip should be different.

Register Daily Work x|

< Setting Work Time

Code [1001

Example : Yesterday[-22:40], Today[ 17:30], Tomorrowe[+053:20]
Marne [Weekday

In Tirme Zone | 06:00  ~ | 1%:00
Out Time Zone | 12:00  ~ [+05:00

Code | Warkday name |

10T Weekday

13 iugm'”g%im,'umm Early  |Define early work time =] | 0700~ | 0900
Basic  |Defined basic time =| 0300 = |18:00
Over  |Defined over time =| 1300~ | Z2:00
Might  |Defined night time = [2200  ~ [+05:00

Select Excepting Time

Code | exception time name |
oot Lunch Time
[ ooz Dinner Time

Fegist kA odify Delete Close

<register daily work screen>
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3—-7. Register off-day

— You can set “off-day” only after registering off day.
- off-day means regular off-day (ex. Sunday). And it is different from holiday.
- “Process option if work in” is how to process working time during ‘off—day’
lgnore working hours: Ignore attendance
Usual daily working T&A: Process it as usual working day.
Usual off—day: Calculate every working time and add up into off—-day working.
— The code of working day, off-day, holiday, vacation, business trip should be

different.
Register Off Day Work x|
Code  [2001 < Setting Wark Time >
Marne |Off Day

Example | Yesterday[-22:400. Todayw[ 17300, Tormorrow[+05:20]

Code | Offday Mame I In Time Zone [0B:00  ~ [15:00
it L

Out Time Zone | 12:00  ~ [+0%:00

Early  |Undefined early time ~| 0000~ 0000
Basic  |During working time ~| |O0000 ~ | 0000
Over  |Undefined over time »| |00:00  ~ | 00:00
Might  |Undefined night time ~| J00:00 -~ | 0000

Select Excepting Time

Code | exception time narme |
[J oont Lunch Time
[ ooz Dinner Time

Process option if waork in
|usua| offday Tad Ll Regist Fodify, Delete Close

< Off-day registration screen >
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3. Register T&A info
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3—-8. Register holiday

— You can set holiday only after registering holiday.

- Refer to the [T&A time setting] for holiday T&A setting.

— Holiday have priority over off—day.

— The code of working day, off-day, holiday, vacation, business trip should be

different.
Register Holiday Work x|
Code 3001 < Setting Wark Time >
MNarme [Holiday Example : Yesterday[-22:40], Today[ 17:30]1. Tomorrow[+08:20]
Code_| Holiday Marne | In Tirme Zone {0600~ | 15:00

iU

Out Time Zone | 12:00  ~ [+05:00

Early  |Undefined early time ~| [omoo =~ [ 00:00
Basic  |During warking time »| |00:00 = | 0000
Over  |Defined over time «| |OB:00 -~ |+05:00
Might  |Undefined night tirme ~| 0000~ | 0000

select Excepting Time

Code | exception time name |
[J oaot Lunch Time
[J ooz Dinner Time

Frocess option if work in
[usual offday TaA | Regist Modify | Delete | Close

< Holiday working registration screen>
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CONMMUNITY

3-9. Register vacation

- You could register all kinds of vacation and use them for scheduling.

Register Yacation

Code II'-1-|:||:|1

3. Register T&A info

X

Mame [Regular Wacation

Regist

Code | Marne |

hegular Vacation

R odify

Delete

Close

3-10. Register Business trip

— You could register all kinds of vacation and use them for scheduling.

Register Business Trip

Code [5001

x|

Mame [Business Trip

Regist

Code | Mame |

Usiness

hodify

Delete

Close

< Register business trip screen>

12



3. Register T&A info
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3—-11. Work schedule setting

— To set work schedule of chosen employee

— Press [Setting Period] button after setting period of T&A schedule

— Input screen which is possible to input T&A code directly is appear when you
double click the item or use right—side button of the mouse. Input T&A code.

—You can change the date by using up—down cursor.

— You can see employees registered on employee list when you select the
department. And select the employee. (Check all employees when you choose all)

- To save all settings by pressing [Save] button.
(The working schedule will not be saved before you save settings)

Work Schedule Setting x|
Setting Period |2006-07-01 =] ~ |2006-07-31 | Date Seffing { Bulk Setting | Save Close
< Select Emplovee
date | day | Tv..|  work setting | directi,.. |
i ey LEEEET 2006/07/01  Gat | 2 | 2001 : Off Day
[+ Include Sub-Dept, 2006/07/02  Sun 2 2001 © Off Day
LR aRRi
1D Mame Social Murn ue - Wearkday
T I Joh I TETEEETIERE I 2006407405 Wed 1 1001 @ Weekday
O il 200607706 Thu 1 1001 @ Weekday
Ozzz2 Jack PRETIR-RERRE22 ggggﬁg%gg SIfri é 1288} : B.I'f?%kday
3333 Dennis 333333-3333333 at : ay
O 200640709 Sun 2 2001 © Off Day
2006407410 Mon 1 1001 ¢ Weekday
2006407411 Tue 1 1001 ¢ Weekday
200607412 | Wed 1 1001 @ Weekday
200607713 Thu 1 1001 @ Weekday
20060714 Fri 1 1001 @ Weekday
20060715 Sat 2 2001 © Off Day
2006407416 Sun 2 2001« Off Day
2006407417 Mon 1 1001 ¢ Weekday
200640718 Tue 1 1001 @ Weekday
2006/07/19 | “Wed 1 1001 @ Weekday
200607720 Thu 1 1001 @ Weekday
2006/07/21 Fri 1 1001 @ Weekday
20060722 Sat 2 2001 © Off Day
2006407423 Sun 2 2001 ¢ Off Day
2006407724 Mon 1 1001 ¢ Weekday
200640725 Tue | 1001 @ Weekday
2006/07/26 | ‘Wed 1 1001 @ Weekday
2006/07/2Y  Thu 1 1001 @ Weekday
200607728 Fri 1 1001 @ Weekday
2006407729 Sat 2 2001 © Off Day
2006407430 Sun 2 2001+ Off Day
2006407431 Mon 1 1001 ¢ Weekday
Al Select &l Cancel

< Department T&A setting screen>
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3. Register T&A info
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3-11-1. Choose T&A on work setting

- You can select T&A mode by double—clicking the item or click the right—side button
of the mouse when changing T&A setting.

- You can see every T&A(working day, off-day, holiday, vacation, and business trip)
on combo box

— The code will be changed automatically when you select T&A
(The code is set as working day-1, off-day—-2, holiday-3, vacation—4, business
trip—5)

Date Setting | Bulk Setting | Save | Close

date | day | T
2006/07/ Sat

W... work setting direct ...
2006/07/02 S g R e
un *hkkk
S006/07/03 Mon T |1001 : Weapey |
2006/07/04  Tue } 1002 : Morning Shiftwork
1
1
2
Z
1

2006/07/05  Wed 1003 : Night Shiftwork
2006/07/06  Thu DI Ot Day

2006/07/07  Fri
2006/07/05  Sat
2006/07/09  Sun
2006/07/10  Mon

* Hol
4001 : Regular Yacation
5001 : Business Trip

1001 : Weekday

< T&A setting combo box screen>

3—-11-2. Register T&A code directly

— You can move the input screen by clicking up—down cursor after the input screen is
appeared.

— The code which is input directly have priority over selected T&A

— There will be an error if there’s something wrong with code like a unregistered code.

Date Setting Bulk Setting Save Close
date | day | Ty.. work setting directii,..
R S o: moaly B

un - ay
2006407703  Mon ] 1001 : Weekday

< Code input screen on direct input>

14



3. Register T&A info
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3-11-3. Find Dep’t

— The function to find specific department among all department organizations.

- You can see all sub—department by clicking [+] tap in front of department name
— You only can see the department which is registered on department input menu.
- Press OK button after selecting department. (You can not choose ‘OK’ if you
double—click it)

x

Cormpany Organization
E@ Cormpany
&-§ HO.

Cancel

< Find Dep’t screen >
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CONMMUNITY

3-12. Modify T&A schedule

— Select employee by running [Find employee].

— Press [Date setting] button after setting modifying period.

— Press [Save] button after finishing modify T&A
(T&A will not be changed unless you select “save”)

Modify Work Schedule

[T
Hohn
Social Murn [TTTT11-1111111

Modify Period |2006-07-01 =] ~ |2006-07-31 _=f

Emp, ID
Find
Employee | Marme

3. Register T&A info

Date Setting | Save | Close
date | day | Ty... work setting direct input |
Egggﬁggﬁgé SSat 20071 ¢ Off Day ]
un =+++ | [Ingeftled T&A
S00RA07/03  Man 1001 Weekday
S00EA07/04  Tue 1002 Forning Shiftwork

c006/07/Th  Wed
2006/07/06 | Thu
20060707 Fri

20060706 Sat
20060709 | Sun
20060710 Man
20060711 Tue
c00BAO7/TE Wed
2006/07/13 | Thu
20060714 Fri

c006/07/1h | Sat
20060716 Sun
20060717 Man
20060718 Tue
c006/07/19  Wed
200607720 Thu
200607721 Fri

cO0B/07/28 | Sat
c006/07/23 | Sun
200607724 Man
200607728 | Tue
cO06/07/26  Wed
200607727 Thu
c006/07/28 | Fri

200607729 | Sat
200607730 Sun
200640731 Man

— I — — — s A — — e e P — — — e P — — — — D

;iniiaﬁ |
» Regular Yacation
. Business Trip

Might shiftwaork

Weekday
s Weekday
s Weekday
s Weekday
Weekday
» Off Day

s Off Day

Weekday
s Weekday
s Weekday
s Weekday
Weekday
» Off Day

s Off Day

Weekday
s Weekday
s Weekday
s Weekday
Weekday
» Off Day

s Off Day

s Weekday

< T&A schedule modify screen >

16
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3-12—-1. Find Employee

- You can see employee number, name, social number of registered employee.
- Select employee and press ok.
— You can search employees who have same name by their social number.

x|
Emp. ID [T111 Mame [John
D | Name | Social Mum |
ac -
3333 Dennis 333335-3333333
Ok Cancel

< Find employee screen >

17



4. T&A Process
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4—1. Import entrance data

— Import process which import data from FP server database. This function should be
preceded for T&A process.

— You can import attendance data. And the data will reflect modified contents by
administrator. Check “delete all modify data” if you don’t want to reflect modified
contents

Import Entrance Data x|

Period [2006-07-01 =] ~ "2006-07-31 | - Import

[~ Delete All modify data Close

fIrmport & Expnr‘ctime data is completed, !

< Import T&A data screen >

4-2. Modify T&A data

— The administrator can modify T&A record.
- Check employee name and period, and click “view data”.

— Select data and press delete button to delete records. The record will be initialize.

18



4. T&A Process
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4-4. Personal T&A process

- Use when you want to change T&A information or when employee information is
changed.
— Select employee on ‘Find employee’ menu. And process T&A after setting period.

Personal T&A Process x|

Emp, 1D 1111 Tad

Find
Employee Ermp, Narme [John settlernent

social Mum JTTTIH=TT11111

Close

Period [2006-07-01 =) ~ [2006-07-31 =]
[T lgnore modified data

Status |I_:‘ersnnal time and attendance procedure s compleh

Date | In Tirne | Dt Tirnel

Example : Yesterday[-22:40], Today[ 17:30],

< personal T&A process screen >

Personal T&A Process x|

Emp, 1D 1111 continuous

Find
Emploves Ermp, Narme [John process

social Mum JTTTIH=TT11111

Close

Period [2006-07-01 =) ~ [2006-07-31 =]
[T lgnore modified data

Status |[2DDEHD?fo1] stop date procedure of time and attend

Date |EDDE,-’D?,-*’D4 In Tirne | 0a:60 Dt Tirnel#——:——

Example : Yesterday[-22:40], Today[ 17:30],

19



4. T&A Process
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4-5. T&A summary

— To sum up each item within the period as you set

— You can see data of one month automatically when you select the month which you
want to check. Data of one month is appear as you set on [setting configuration].
To set a period when you want to set specific period.

T&A Summary Process pd
Select Month @ [ 2006 Year II#-'I tanth

Feriod |EEIIIIE,-'“IIIEHIII1 ;| = |EIIIIIIEifEIE,-“3EI ;|
[T lgnaore modified data

Process Close

Status |

< T&A summary screen>

4-6. Modify T&A output

- You can modify attendance and working time after T&A summary process.
- Select employee through [Find employee] and press[Qutput] after setting period.
- Save all changed settings by pressing [modify] after modification is finished.

20



4. T&A Process
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Modfy T&A Qutput x|
. 11 Period to Modify
EmFIPDd - Ersip. [ I i Output ¢ rAodify | Close |
pioy Mame  [Jahn [2006-06-01 =] ~ [2006-06-30 =] L :
Date | Ty...|  work setting | In | Out | Late | Leave | Early | Basic | Ower | Might | 0Of | Money|
2006/06,01 1 1001 © Weekday 0%:00 2300 OO0 @ OO0 0000 O7RR 0 O0%:00 0 0100 0o:oo 110000
2006/06/,02 1 1001 © Weekday 09:16 20030 016 00D 0000 0744 0 01:30 0000 OO:0o 80000
200606403 2 2001 : Off Day #--—— | #--—— 0000  00:00 0 0000 0000 | 00:00 0000 0000 1]
20060604 2 2001 @ Off Day #--—— | #--—— 0000  00:00 0000 0000 | 00:00 0 000 0000 I
200606705 1 1001 : Weekday #--i—— | #--1—- 0000  00:00 0000 0000 | 00:00 0 000 0000 I
20060606 1 1001 : Weekday #--i—— | #--1—- 0000  00:00 0000 0000 | 0000 0000 0000 I
2006067407 1 1001 © Weekday #--i-— | #--1—- 0000 00:00 0000 0 0000 | 0000 0000 0000 i
200606708 1 1001 : Weekday #--i-— | #--1-- 0000  00:00 0000 00:O0 | 0O:00 0000 0000 i
2006/06/09 1 1001 ¢ Weekday #—— #—i— 000 0moo o 0000 ooiDo o oo:o0 o000 0000 1]
200606410 2 2001 Off Day #———  #——— (0100  0:Oo0 0 0000 0000 0 O0:00  O0:00 0 00:00 1]
2006/06¢11 2 2001 : Off Day #—--—  #———— 0000 0000 o000 OO0 0000 O00:00 0 0000 1]
2006/06/12 1 1001 © Weakday #--1-—  #———— 0000 0000 000 OO0 0000 0000 00:00 1]
200606413 1 1001 : Weekday 08:85  19:20 0000 0000 OO:05  O&:00  O0:20 0 O0:00  0oeoo a00oa
200606714 1 1001 : Weekday 09:17 1800 00017 0000 0000 0743 0 00:00 0 00:00  00:od o000
200606415 1 1001 : Weekday 09:00 1800 0000 0000 0000 0&:00 0 00:00 0 00:00  00:0d a0000
200606416 1 1001 : Weekday 09:00 1948 0000 0000 0000 0760 O0:48  00:00 0000 0000
200606417 2 2001 @ Off Day #--i-— | #--1—- 0000 00:00 0000 0 0000 | 0000 0000 0000 i
200606418 & 2001 @ Off Day #--i—— | #--—— 0000 00:00 0000 00:O0 | 0O:00 0000 0000 i
2006/ 06419 1 1001 Weekday 09:20  18:00 O00:20 0000 OO:00 0740 0 O0:00  00:00  0o:oo Fa000
2006/06720 1 1001 : Weelkday [158:51 18:00 0000 @ o0:00 0 00:09 0800 0 0000 0000 Om:od 0000
2006/06¢,21 1 1001 © Weekday 09:14 1800 O0;:14 OO0 0000 0746 O00:00  OO:00 Oo:oo Fa0oa
200606422 1 1001 : Weekday #--—— | #--— 0000  00:00 0 0000 0000 | 00:O00 0 0000 0000 1]
200606423 1 1001 : Weekday 09:00 1800 0000 0000 Oo:o0 0 OF:58 0 O0:00 0 O0:00  ooeoo i
200606724 2 2001 @ Off Day 09:40  19:30 0000 0000 O0:00 000 0 00:00 0 00:00  09:eQ 50000
200606726 2 2001 @ Off Day #--i—— | #--—- 0000  00:00 0000 0000 | 0000 0000 0000 I
20060626 1 1001 : Weekday 0869 18:00 0000 0000 OO0 0&:00 0 00:00 0 00:00  00:od a0000
200606427 1 1001 © Weekday 066 18:00 0000 0000 0004 000 0 00:00 0 00:00  00:0d a0000
2006/ 06/28 1 1001 Weekday 08:89  183:00 0000 0000 O0:0 000 0 O0:00  00:00  ooeod 20000
2006/ 0629 1 1001 Weekday 0g:58  183:00 0000 0000 OO:02 0 000 O0:00  0O:00  0oeod 20000
2006/06,30 1 1001 © Weekday 0a:51 18:00 0000 00eo0 0 OO:D9 0 0E:00 0 0000 0000 00:00 80000
|Double click modifying part 1!

< Modify T&A screen>

' Leave | Early | Basic | Over | MNight | Off | Money |

00:00  00:D0 O7:BR 01:00  00:00 110000
00:00 00:00 07:44 : 00:00 00:00 aoo0o0
00:00  OO:00  OO:00  OO:DO  OO:D0  00:00

00:00  00:00 0 OO:DO 0 0O:00 0 D000 00:00
00:00 0000  0OO:00 0 DO:DO - 00:D0  00:00
00:00  OO:00  OO:00  OO:DO 0 OO:DO  OO:00

o I s
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4-7. Modify T&A summary

— All T&A summary will appear after press [Find employee], and press [Output]
after select period you want to summarize.
— Save all changed information by pressing [Modify] after changing items.

4. T&A Process

Modify T&A Summary

Find
Ermployee

Ernp, ID

Marme

[T

[John Output

hodify |

Close |

Select Month | 2006 Year [ | Manth

Late

Leave

< Summary Contents >

Early Basic Oyer

Might

Off Day  Pay Money

{1:07

j0:00

[0:31 [M&3% |23

{1:00

{ 1270000

X

< Modify T&A summary screen >
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5. T&A Output

5-1. T&A output

— You can check T&A output after selecting period when T&A process is finished.

— You can see data of specific employee when you appoint department by
selecting[Find Dept.]. It indicates data of employee in Sub—department category
when you clicking [include sub—dept.]

— Report function runs reporting tool which enable to change output data into print
format or various formats.

Period T&A Qutput x|
Find Dept.| {SCTIRGIY Period  [2006-06-01 =] ~ [2006-05-30 =] || Oufput Report Close
¥ Include Sub-Dept,

D | Mame | Dept, | Date | Ta&Mame | In [ Out [ Late [ Leave | Early | Basic [ Ower | Might [ Off [ Mon... |
1111 John H, 2006,/ 06,/01 Waekday 09:.00 2%00 O0:00 0000 OO0 OvRR 0 (0300 0100 | 00:00 110000
1111 John HQ, 2006,/ 06/02 Weekday 0916 230 006 0000 000 0744 0130 0000 0000 80000
1111 John HQ, 2006,/06,/03 Off Day #--1—-  F---—- 0000 0000 OO0 0000 o000 0000 0000 0
1111 John HQ, 2006,/ 06/04 Off Day #--—- #---— 0000 0000 OO0 0000 0000 0000 ;000 0
1111 John HQ, 2006,/06,/05 Waekday #--1—-  F---—- 0000 0000 OO0 0000 o000 0000 0000 0
1111 John HQ, 2006, 06/06 Weekday #--1—-  #---— 0000 0000 OO0 0000 0000 0000 ;000 0
1111 John HQ, 2006,/ 06,07 Waekday #--1—-  #---— 0000 0000 0000 0000 0000 0000 0000 0
1111 John HQ, 2006,/ 06,08 Weekday #--1—-  #---— 0000 0000 OO0 0000 0000 0000 ;000 0
1111 John Ha, 2006,/06,/09 Weekday #-——  #-——  [00:00  00:00 0 00:0o 0 0000 OO0 00:00 0 00:00 1]
1111 John HQ, 2006/06/10 Off Day #--1—  #---— 00:00 0000 OO0 0O:00  O000 0000 ;000 0
1111 John Ha, 2006,/06/11 Off Day #-—1—  #-—— 0000 00:00 0 00:00 0 000 OO0 00:00 0000 1]
1111 John HQ, 2006,/06/12 Waekday #--1—- #---— 00:00 0000 OO0 0O:00  O0O0 0000 ;000 0
1111 John HQ, 2006,/06/13 Weekday 0865 1920 000 0000 005 O8O 0020 0000 0000 80000
1111 John HQ, 2006,/06/14 Waekday 0917 1&00 0047 0000 0000 0743 OO:00 0000 0 0000 70000
1111 John HQ, 2006,/06/15 Weekday 09:00 @00 OO0 0000 0OiO0 0800 0000 0000 0000 80000
1111 John HQ, 2006,/06/16 Waekday 03:.00 1948 0O0:00 0000 000D 07RO 0048 OO0 0 0000 70000
1111 John HQ, 2006,/ 06417 Off Day #--1—-  #---— 0000 0000 OO0 0000 0000 0000 ;000 0
1111 John Ha, 2006/06/13 Off Day #-——  #-——  [00:00  00:00 0 00:00 0 000 OO0 00:00 0 00:00 1]
1111 John Hi, 2006,/06/19 Waekday 09:20  1@00  00:20 0000 0000 0740 OO:00 0 0000 0 0000 70000
1111 John Ha, 2006,/06/20 Weekday 0551 1300 0000 00:00 0 009 0@:00  00io0 o 0000 0 0D:00 20000
1111 John HQ, 2006,/06,21 Waekday 09:14  1&00 0014 0000 0000 0746 OO:O0 0000 0 00:00 70000
1111 John HQ, 2006,/ 06/22 Weekday #--—- #---— 0000 0000 OO0 0O:00 0000 0000 ;000 0
1111 John HQ, 2006,/06,/23 Waekday 03:.00 1&00  O0:00 0000 OOiOD 07BE OO:O0 0000 0 0000 70000
1111 John HQ, 2006,/ 06/24 Off Day 09:40 1930 OO0 0000 0000 o0oo OO0 0000 0950 90000
1111 John HQ, 2006,/06,/25 Off Day #--1—-  F---—- 0000 0000 OO0 0000 o000 0000 0000 0
1111 John HQ, 2006,/ 06,26 Weekday 0859 @00 000 0000 ooiOf o0 0000 00:00 | 0000 80000
1111 John HQ, 2006,/ 06,27 Waekday 0866 1800  00:00  00:00  O0i04 O8O0 OO:O0 0000 0000 30000
1111 John HQ, 2006,/ 06,28 Weekday 0859 @00 000 0000 om0l o0 0000 0000 0000 80000
1111 John Ha, 2006,/06,/29 Weekday 0555 1300 0000 00:00 0 Q02 @00 0000 0000 0 0D:00 20000
1111 John H, 2006,06,30 Waekday 18:51 18:00 | 00:00 0 0000 0009 0800 0000 0000 0 OO:00 80000

< Period T&A screen >
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5. T&A Output

CONMMUNITY

5-1-1. Report printing

- Report output data and enable to change format to printing format or etc.
— |t indicates print menu of print function and export menu.

Information of DB
table

Screen
magnifying

Menu for
moving screen

Print Export }

M 4 o+ b M S @& |[0% || Tow3 100% 300f30 ]
Period T&A Output

Emp. ID Name Dept. Date T&A Hame In Ot Late Leave Ear
K John HO. 2006/06/01 Weekday 0900 2300 0000 O0CO0 000
1111 John HO. 2006/06/02 Weekday 0916 20:30 0016 0000 000
1111 John HOQ. 2006/06/03 Off Day #--:-- #--1-- 0000 O0CCOD OO0
1111 John HaQ. 2006/06/04 Off Day #--:-- #---- 0000 OCO0 OO0
1111 John HaQ. 2006/06/05 Weekday  #--i-- #--:-— 0000 OO0 OQO
1111 John HaQ. 2006/06/06 Weskday  #---- #--:-- 0000 OO0OOD 000
111 John HO. 2006/06/07 Weskday  #---- #---- 0000 OOOOD 000
111 John HO. 2006/06/08 Weskday  #---- #---- 0000 OOOOD 000
111 John HO. 2006/06/09 Weskday  #---- #--.--— (0000 O0OOOOD 000
1111 John HO. 2006/06/10 Off Day #--:-—- #--:-- 0000 O0COD OO0

1111 John HQ. 2006/06/1 1 Off Day #--i-— #--:1-- 000 O0OOD OCO|
1111 John HQ. 2006/06/1 2 Weekday  #--i-- #--:--— 0O00 OO0 OQO
1111 John HO. 2006/06/1 3 Weekday 08:55 1920 0000 OGO0 OO0
1111 John HaQ. 2006/06/1 4 Weekday 09:17 1800 017 0000 000
1111 John HaQ. 2006/06/15 Weekday 09:00 1800 0300 OGO0 000
1111 John HOQ. 2006/06/1 6 Weekday 09:00 1948 0000 0000 000
1111 John HaQ. 2006/06/1 7 Off Day #--:-- #---- 0000 OCO0 OO0

‘ 1111 John HaQ. 2006/06/18 Off Davy #o-io- #o-i-- 0000 0000 DD:EI;I

< report print screen >
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5-1-2. Print report

— Send output data to registered printer and print it.

5. T&A Output

Print X
Printer:  system print (Konica [P-011 0K
Mozomi)
Cancel
Print Range
[ ﬂlé .
¢ Pages Copies: | IEI.
ETa. I—I To I— v Collate Copjes
< Print report screen >
5-1-3. Export
— To change output data format.
- Select format.
— Select the form of destination.
- You can see file name when you select “Disk file’, and press [OK].
(Input file name)
Export X
]
Cancel

Destination:

[Disk file ~]

< Export screen >
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5. T&A Output

CONMMUNITY

5-2. Daily T&A output

- Show data of all employee as selected T&A date.
- |t is sorted by department. It indicates data of sub—department when you select

department.
Daily T&A Output x|
Find Degt, | “ompany Date [Z006-06-20 =] ouput | Report | Close
¥ Include Sub-Dept,
D& | Mame | Dept. | Position Mame | TaAMame | In [ Out | Late | Leave | Early | Basic | Ower | Might [ off [ Man,., |
111 John HAQ., Dept, Manager Weekday 0361 1800 0000 0 0000 0 003 0 0300 0 0000 0 000 | O0:00 80000
20e? Jack Deptl Assistant Manager Weekday 0851 21:27 0000 0000 0 009 0800 02:27 0 O0e00 0 0000 50000
3333 Dennis Company Assistant Manager Weekday 0329 1800 0029  O0:O0 0 OO0 0 OT31 0000 00iO0 0 0000 000

< daily T&A output screen >

5-3. Personal T&A output

— Show personal output data of selected employee.
- |t is sorted by department. It indicates data of sub—department when you select

department.
Personal T&A Output x|
Find Emp. ID [TTT1 )
Emplovee | pame |J°"""— Period [2006-06-01 =] =~ |2006-06-30 =] |I Oulput | Report | Close
[i] | Wame | Date | Ta&aName | In | Out | Late | Leave | Early | Basic | Owver | Might | Off | Mon.., |
11 John 2006/ 06/01 Weekday 00 2300 0000 | 00:00 000 075 0300  01:00  00:00 @ 110000
111 John 2006,/06,/02 Weekday 09:06 20030 0016 | O0:00  OQOeOD  OV44 0130 00:DO O0:QO | 80000
111 John 2006/06/03 Off Day - #—i-—  00:00  00:00  00:00  00:00  00:00  00:00  OO0:00
11 John 2006, 06/ 04 Off Day F==i== 00:00 @ 00:00 0:00 0000 0000 OO:00  O0:00 0
1T John 2006/06,/ 05 Weekday #--i-- 0000 | 00:00 OO:D0  OO0:00 0000 OO0 00:00 1]
i John 2006/06/06 Weekday #—--  00:00  00:00 0000 0000  O0:00  00:00  00:00 0
1111 John 2006, 06,/07 Weekday #----  00:00 | 0O:00  OOD0  0O:00  O0:00 OO0 00:00 1]
111 John 2006,/ 06,08 Weekday #==i==  00:00 | 00:00 OD:00  OO0:00  O0:00 OO0 00:00 1]
Bl John 2006/06/09  Weekday #—--— 00:00  00:00  00:00  O0:00 0000 00:00  O0:00 0
111 John 2006/06/10 Off Day #——i-—  00:00  00:00  00:00  0O:00  00:00 0000 O0:00 il
111 John 2006/06/11 Off Day #--i-=  00:00 | 0O0:00 0000  00:00 0000 OO0 00:00 1]
111 John 2006/06/12 Weekday --i== 0000  00:00 0000 0000 0000 Om:OD oo
1 John 2006/06/13  Weekday 19:20  00:00  00:00  00:05 0800  O0:20 0000 00:00 @000

< personal T&A output screen >
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5. T&A Output
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5-4. T&A output summary

- Shows all T&A data when you select the date and press [Output].
- |t is sorted by department. It indicates data of sub—department when you select

department.
T&A Output Summary x|
FindlDapt | EmEEnE Select Month [ 2005 Year [6 | Manth Output I Repart Close
v Include Sub-Dept,
10 [ Mame | Social Murn | Dept, |  Position Mame | Late | Leave | Early | Basic [ Ower | Might [ Off | Money|
3333 Dennis 333333-3333333 Company  Assistant Manager 0:00 0:00 0:00 0:00 0:00 0:00 0:00 1
111 John =111 HO, Dept, Manager 1:.07 0:00 0:31 118:36 5.33 1:00 9:50 1270000
sl Jack FRRIER-ERERERE Deptl Asgsistant Manager {:00 {:00 {:00 {:00 {:00 {:00 {:00 i

< T&A output summary >

5-5. Absent employee output

- Shows absent employee. Press output after select period.
- |t is sorted by department. It indicates data of sub—department when you select

department.
Absent Employee Qutput x|
Find Dept, | /C2™PaNY
[+ Include Sub-Dept, Report | Close
Period  [2006-06-01 | ~ |2006-06-30 |

D | Marne | Dept, | Position Marne | Date |  Ta&adMame |
3333 Dennis Company Assistant Ma,,, | 200640605 Weekday
3333 Dennis Cormpany Assistant Ma,,,  2006/06,/06 Weekday
1111 John Hi, Dept, Manager 200670605 Weekday
1111 John Hi, Dept, Manager 200670606 Weekday
1111 John H, Dept, Manager  2006/06707 Weekday
1111 John Hi, Dept, Manager 200670603 Weekday
1111 John Hi, Dept, Manager  2006/06/09 Weekday
1111 John Hi, Dept, Manager 2006706712 Weekday
1111 John H, Dept, Manager  2006/06/22 Weaelkday

< absent employee screen >
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5. T&A Output

CONMMUNITY

5-6. Late employee output

- Shows late employees.

Late Employee Output x|
i) Bt || RE
v Include Sub-Dept, Feport Cloze
Period  [2006-06-001 | ~ [2006-06-30 |

¥ | Mame | Dept, | Position Mame |  Date [ TasMame [ In | o©ut | Late |
3333 Dennis Company Assistant Ma,,,  2006/06,/01 Weekday 09:12 18:00 ooz
3333 Dennis Company Assistant Ma,,,  2006/06/02 Weekday 09:24 18:00 024
3333 Dennis Company Assistant Ma,,,  2006/06/08 Weekday 09:20 18:00 020
3333 Dennis Company Assistant Ma,,, | 2006706412 Weekday 03:17 18:00 om?
3333 Dennis Company dssistant Ma,,, | 2006706413 Weekday 09:23 18:00 023
3333 Dennis Company Assistant Ma,,, 2006406415 Weekday 09:11 18:00 011
3333 Dennis Company Assistant Ma,,,  2006/06/20 Weekday 09:29 18:00 0029
3333 Dennis Company Assistant Ma,..  2006/06/21 Weekday 09:14 18:00 [IIRES
3333 Dennis Company dssistant Ma,,, | 2006/06/23 Weekday 0916 18:00 016
3333 Dennis Company Assistant Ma,,, | 2006/06/28 Weekday 09:32 18:00 o3z
3333 Dennis Company Assistant Ma,,,  2006/06/29 Weekday 09:18 18:00 0018
3333 Dennis Company Assistant Ma,,,  2006/06/30 Weekday 09:14 18:00 [IIRES

John HQ, Dept, Manager = 2006/06/02 Weekday 09:16 20030 016
111 John HQ, Dept, Manager | 2006706714 Weekday 09:17 18:00 w1y
1M John Ha, Dept, Manager  2006/06/19 Weekday 09:20 18:00 0m:z20
111 John HQ, Dept, Manager  2006/06/21 Weekday 09:14 18:00 [IIRES
2222 Jack Deptl Assistant Ma,.. | 2006/06/068 Weekday 11353 18:00 02:53
e Jack Deptl Assistant Ma,,, | 2006706413 Weekday 12:43 18:00 0343
e Jack Deptl Assistant Ma,,, | 200606727 Weekday 09:17 18:00 o7

< late employee screen >

5-7. Left employee output

- Shows left employees.

Left Employee Output x|

Find Dept,l |Campany
v Include Sub-Dept, Output Report Close

Perod  |2006-06-01 =] ~ [2006-06-30 =]

] | Mame | Dept, |  PositonMame | Date | T&AMame | In | Out | Leave |
1111 John HQ, Dept, Manager 20060614 Weaekday 0317 17:30 00:30
1111 Jahn HO, Dept, Manager 2006/06/ 26 Weelkday 0g:539 15:30 0z2:30
1111 John H, Dept, Manager 200R,/ 0628 Waelkday 0a:59 17.23 00:37
2202 Jack Deptl Assistant Manager | 2006706405 Weekday 0a3:56 16:50 010

< late employee screen >

28



5. T&A Output

CONMMUNITY

5-8. Exit employee data

— Print list about working out of the office.
- You need to check [process exit time].

Exit Employee Output x|
Finlj Part Icumpany .......................................
4' W Include Subpart i Cutput Report | Close
Period [2008-06-01 =] ~ [2006-06-30 |

D | Mame | Dent, | Position Ma,,, |  Date | TasMame | In [ Out | Exit | Ftn |
1M John Hi, Dept, Mana,,, 2006706413 Weekday 0865 1920 0 0355 0 12
1M John Hi, Dept, Mana... 2006706413 Weekday 065 1920 0355 0B8RS
1M John Hi, Dept, Mana... 2006706416 Weekday 0%:00 1948 0910 12:45
11 John Hia, Dept, Mana... 2006706416 Weekday 09:00 1948 0910 0910
b Jack Deptl Assistant .. 2006/ 06/05 Weekday 056 1850 0356 0 10039
b Jack Deptl Assistant .. 2006/ 06/05 Weekday 056 1650 0356 0556
2eee Jack Deptl Asgsistant |, 2006,/ 06,/08 Weelday 0848  19:40 0848  19:40
e Jack Deptl Asgsistant |, 2006/ 06,/08 Weelday 08458  19:40 08:48 0548

< Exit employee screen >

5-9. Today late employee output

— Shows late employee until today.
- |t is possible when the import process.
— Be careful when on the import date.

Today Late Employee QOutput x|
Find Dept, |Comnpany Dutput Report | Close
[ Include Sub-Dept,
D | Mame | Dept, | Position Marme | Tad Name | Start time | Attend,.. | Late time |
3333 Dennis Company Assistant Manager e e lday 09:00 09:29 00:29

< today late employee >
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5-10. Employee info output

— Making list and print all information of registered staff as department.

Employee Info Output x|
Find Dept.l |Cornpany Report | Cloge
¥ Include Sub-Dept,

D | Marme | Social Mum | Dept, | Position Marme |

3333 Dennis 333333-3333333 Company Azsistant Manager

1111 John =1 Hi, Dept, Manager

P Jack e Deptl Assistant Manager

< Employee info screen >
5-11. Print T&A schedule
— Print schedule of employee during specific period
T&A Schedule Qutput x|
Find Dept, |Campany Period |2006-06 =1 ~ [2006-06-30 -] Output Report Close
[+ Include Sub-Dept,

[ | Marme | Dept, | Pasition Marme | Date | day | Tv...| T&a Code | Tad Marme -
3333 Dennis Cormpany Assistant Man, 2006706407 Wed 1 1001 Weekday
3333 Dennis Company Assistant Man, 2006,/ 06,5 Thu 1 1001 Weekday
3333 Dennis Cormpany Assistant Man, 2006,/06,/09 Fri 1 1001 ‘Weekday
3333 Dennis Cormpany Assistant Man, 2006/06/10 Sat 2 2001 Off Day
3333 Dennis Company Assistant Man, 2006,/ 06,11 Sun 2 2001 Off Day
3333 Dennis Cormpany Assistant Man, 2006706412 Mon 1 1001 Weekday
3333 Dennis Company Assistant Man, 2006,/06,/13 Tue 1 1001 Weekday
3333 Dennis Cormpany Assistant Man, 2006,/ 06414 ‘Wed 1 1001 Weekday
3333 Dennis Cormpany Assistant Man, 2006/06/15 Thu 1 1001 Weekday
3333 Dennis Company Assistant Man, 200606416 Fri 1 1001 Weekday
3333 Dennis Cormpany Assistant Man, 2006/06417 Sat 2 2001 Off Day
3333 Dennis Company Assistant Man, 2006,/06,/ 15 Sun 2 2001 Off Day
3333 Dennis Company  Assistant Man..  2006/06/18  Mon | 1001 Weekday

< T&A schedule print screen >
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5-12. T&A output

— Transfer processed T&A output and summary to external database.

— ODBC should be registered on “FpEmit” for external transference.

— Period should be per month when select transferring T&A output summary.
(date will be ignored)

— Previous data registered on period that you select will be deleted before data
transference.

Emit Result to Outside x|

Period [2001-02-01 =] ~ |2006-06-30 _=J Ernit
Data f Work Qutput ¢ Wark Summary

= Apply month when Emit Surmrmary,

< external T&A output transference screen>
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6—1. Delete data

— Delete previous data to reduce the size of database and make process time faster.

— Please be careful to delete data since all entrance and T&A data will be deleted
before deletion time.

— You can save data to check [delete after backup]. Refer to [6—2. Database
backup].

— Data saving and database compression should be Microsoft Access
Database (mdb File)

Delete Database x|

Delete date(Previous Delete) |2006-07-31 =]  Delete | Close

[ Delete After BackupiBackup date is today)
< Motice »

Deletion is possible anly in Microsoft Access Database(, mdb),

&l data prior to the deletion date will be deleted{Meed to backup)

< Delete database screen >
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6—2. Database backup

— Function to backup database.

— The name of backup file will be saved on FpWork_DATE(8 digits).mdb

— The last database backup date will be today when you select [Save now]

— Data saving and database compression should be Microsoft Access
Database (mdb File)

Database Backup x|

Last database backup date  [200T[%] OTCMT OT[D] M odify

Setting schedule  [No confirmed reservation =] Cloge

Backup fold |} Find oave Mow

< Motice >

Backup is possible only in Microsoft Azcess Database!, mdb),
save data when finishing program after reserved period

Backup file name is [FpWork_wwywrrmdd, mdb] format,

< Database backup screen >
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7-1. Main & extend DLL program info.

- Shows information of main and extend dll program.

7-1-1. Main program info.

- Shows information and version of main program.

Main Program Info, x|

FpWark Engine “ersion & 03
Copyright £C) by Unioncomrunity

< main program info. screen >

7-1-2. Extend DLL info

— Shows information and version of main program and extend dll.

Extend DLL Info x|

@ English Standard Version 2,00
Copyright (3 2005 by Unioncormmmunity

< extend dll info. screen >
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