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Version Change Info: V1.0
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English

Thank you for choosing our product. Please read the instructions carefully
before operation. Follow these instructions to ensure that the product is
functioning properly. The images shown in this manual are for illustrative
purposes only.

For further details, please visit our Company’s website
www.zkteco.com.
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1 Key Updates

Implemented Change Description

® About
®  Online Punch

Login Dashboard
® Language
® Remember Password
® Controller

User Info

©®  Feedback

Personnel Module ® Personnel list attendance record

Attendance Module @ shift schedule change notification
® Visitor QR code to upload visible light photos
Visitor Module ® Visitor bio template auto delete

®  Accessible Setting
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2 Login Dashboard

(i)ZKBio Time

Admin Login

Username

Password

[l Remember Me Forge! Password

i

ZK ’ i
ECO
Copyright 2022 ZKTECO CO.LTD.All rights reserved.

Data Processing Agreement Personal Information Protection and Privacy Policy,

2.1 About

Click icon to enter the software information interface, as shown in the following figure

ZKTz:a X

Software Version
8.0.7 dev (Build:20220419.14152)

Authorized Information
Customer Code 44612

Device Count 4/50

Employee Count 494/Unlimited
APP Count 810

Authorized Date 20220407
Expired Date Permanent
Authorized Company zk

License Activation
Online Activation Download UPK Offline Activation Online Upgrade

License Migration
Export License Import License

Driver Download
Fingerprint driver Palm Driver Face driver

App Download

2.2 0Online Punch
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Click . icon to enter the employee online punch interface, as shown in the following figure

({)ZKBio Time

ZKTzzo

Copyright ©2022 ZKTECO CO. LTD.Al rights reserved.

2.3 Language

Click . icon to select software language translation, Not associated with the login account,
stored in the browser cookie

Language b4
Language English a
Al
Ll
& Cancel
Espafiol

PyockMid A3bIK

Bahasa Indonesia

Tiéng viét

20

2.4 Remember Password
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Click the Remember password function, the password will be saved in the

browser cookie

3 UserInfo

A new control button has been added under the user information to control the display of the
module

3.1 Controller

Click user info - > controller,you will see the following interface.

12
’ Personnel ) t &L -
ECO
®Q Department 0 2dmin
it Organization & Bookmarks= T Filter + @ About
z = , & @ APl
Add Delete Import Personnel Transfer Z S 9 M er = Fs R+
© Help
Department Code % Department Name = Superior Employee Qty. Resigned Qty. Department M CyDepartment
» (3 FINANCE AND ADMINISTRY
Department - 126 0 » [ EXAMINATION DESIGN ANI
» D0AZ 3
" 1 2
FINANCE AND ADMINISTRATION 11 0 e @ Language
EXAMINATION DESIGN AND DEVELOPMENT - 87 o [3 EDC
» DTGB (# Password Questia
PRINTING AND PUBLICATION EXAMINATION DESIGN AND DEVELOPMENT 35 1 V SYHN
N # Password
INFORMATION COMMUNICATION AND TECHNOLOGY | FINANCE AND ADMINISTRATION 34 0 0O
0 Yuri
QAZ a a [ Mice Test Department © Theme
_— 9 . [ workflow
o @ Logout
EDC 4 0 - 001
E - B 1 [ test holiday
[ 87867
YHN 1 0 [ test sc
] 3 0
1 test dept name 0 [
2 JasmineTest 0 0
3 department schedule 0 o
4 VISITORS 2 4
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Controller

Personnel G )
..o 0)

Access Control Disable
Payroll ( @ Disable

Visitor
Meeting @ )

MTD

e
o
3.2 Feedback
r4
Click next notification ,you will see the following interface.
Feedback
Mame* Country®
Email*
Type® | Suggestion & Module® Personnel v
Description® Bug
Others

Attachment JERIEES]
=

You can fill in your information, select a module (such as personnel), submit your suggestions for the
module or bugs, etc., you can attach attachments, click submit, and we will receive your feedback

4 Personnel Module
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4.1 Personnel list attendance record

Click Personnel - > Employee - > enter the following interface.

You can view the employee's punch-in record and punch-in method

Eﬂﬂ Personnel @’ . v

» q = e Employee
v & Bockmarks~ Y Filter v
Add Delete Import Personnel Transfer App More 2 D M e =
Empiayee -

Employee D % First Name % Department Position  Employment Type Hired Date APP Status Area
HPP 2061 Department = = 2011-01-01 o Not Authorized,G4 -2 W

2 S Department 2 = 2022-03-01 ° Not Authorized ZONE 2,ZONE 3,G4 -2 H5 w

3 zc Department ) 5 2022-03-28 ® Not Authorized ZONE 3,H5

4 o) Department qusx = 2022-03-28 ) Not Authorized ZONE 3
Fid Department quisx - 2022-03-29 ° ZONE3 \mf
zF Department qusx - 2022-03-29 ® ZONE 3 S W
6 Department gaz 2 2022-03-29 ® ZONE 3 o]

8 H Department gaz = 2022-03-29 ° ZONE3 i

9 z Department y 2 2022-03-29 ® ZONE 3 of

10 10 Department y 2 2022-03-29 ® ZONE 3 W
YA ! y . 2022-03-29 ° ZONE3
vB : y - 2022-03-29 ® ZONE 3 |mf

14 VD ! y = 2022-03-29 ® ZONE 3 W

HPP 2061

Employee ID First Name Punch Time Punch State Verification T... Work Code
HPP 2061 2022-05-11 18:29:13 Check In GPS 1
HPP 2061 2022-05-05 16:00:00 Check In Password
HPP 2061 2022-04-28 13:57:12 CheckIn Password
HPP 2061 2022-04-27 16:26:16 Check In Password
HPP 2061 2022-04-26 14:47:58 Check In Password
HPP 2061 2022-04-26 14:42:46 CheckIn Password
HPP 2061 2022-04-25 09:00:00 Check In Password

HPP 2061 2022-04-24 07:52:00 Check In Password

HPP 2061 2022-04-21 18:17:00 Check Out Password

Total 96 Records n 5 > 20 v

5 Attendance Module

5.1 shift schedule change notification

When the check in/check out time of the normal timetable assigned by the employee changes, the
employee will receive an email reminder
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Click Attendance- > Shift- > Normal timetable to enter the following interface.

Add Normal Timetable X
MName* Work Hours Assign To®
Basic Settings BreakTime Settings Unscheduled Time Settings Overtime Rule Rule Settings
Check-In*  09:00:00 Check-Out™  18:00:00 Cross 0 Days
Check-In Start  08:00:00 Cross | O Days Check-Out Start  17:00:00 Cross 0 Days
Time™ Time™
Check-In End = 10:00:00 Cross | O Days Check-OutEnd =~ 19:00:00 Cross O Days
Time™ Time™
WorkDay* 1.0 Days Color Settings
*Notice
1.All the cross-days setting is based on check-in.
' . . . .
When the employee's shift changes, an email reminder will be sent to the employee
Click Attendance- > Shift- > Shift to enter the following interface.
Add X
Shift Name* Auto Shift
General Setting
@ Timetable Unit*  Week Cycle* 1
Name Check-in Check-Out  Break Time Sun Mon Tue Wed Thu Fri Sat
9-18 norm...  09:00:00 18:00:00 60 3 flex 9-18.5 n...  flex2 9-18 no.. 001
9-18 nobr...  09:30:00 17:30:00 30
9-18.5 nor... | 08:00:00 18:30:00 90
flex1 04:00:00 21:00:00
flex2 00:00:00 00:00:00%"
001 08:00:00 18:00:00 60
Total 14 Records 20 ™
*Notice
1. Select the shift on right side by choosing the timetable from the left side.
Cancel

When an employee's schedule is added or deleted and then re-arranged, the employee will receive
an email reminder. The following four schedule types all have email reminders
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B Schedule Assignment

Department Schedule
edule
Employee Schedule

Temporar

Visitor Module

Visitor QR code to upload visible light photos

Click Visitor - > Reservation - > Reservation to enter the following interface,after scanning the QR
code with your mobile phone, click to enter the interface

Visitor & J’ . i

Entry Registration Visitor Reservation

& 8ookmarks~ T Filter ~
Z L9 m e

Workflow Builder Approval Status  Approval Comment  Approval Time Last

Last Name % Certification Type % Certification

]| Falser Chen 3 398 = Bl 2022-03-30 15:21:02  adn

— S QR Code X .

]| willen Shang 2 368 - SaE 2022-03-301524:37  adn
e | | I

]| yuri wu 1 363 - 2022-03-31 10:46:53 | test.

(S i |22 - 2022-04-06 09:32:20 adn

[ e 1 230 = 2022-04-07 17:19:56  test

[]]aag 1 Q - 2022-04-07 17:23:35 | test
i L

Jla a 2 \% - 2022-04-1218:11:31 | adn

[ ]| 4254 1 . - 2022-04-1218:17:53  test
,4_? CRefresh &Download -

[C1| 54645 545 1 1 - 2022-04-1810:03:50 | test

— b | 1

(2 R G i = 2022-04-21 16:22:25  adn

e 1 A oF 2 - 2022-04-21 16:27:48  adm

= | Confirm Cancel F

& 1 125 l Confirm IIRCS | = 2022-05-06 15:56:42  adn

O 2 3 (16Q00 interview | 2022-05-06 16:00:00 M = 2022-05-06 15:49:31 | adn

Click the camera icon to take a photo and upload a visible light photo
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Visitar Information

Certification Type ¥ ——

Certification Mo. *

First Mame

Last Name

Gender ——

Company

Entry Information

Visit Date *  202#-03-05 (9:00:00

Visitor Quantity * 1

6.2 Visitor bio template auto delete

Click Visitor - > Configuration - > Parameter Settings to enter the following interfaceturn on
Automatically Delete Visitors’' Bio-template, and set the save time in the input box at the back
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Entry Registration Visitor

& Base setting

Visitor

Reservation Parameter Settings

QR Code Reservation®  Pending

€8 configuration Automatically Delete (Y )

Visitor's Bio Template™

Start of Visitor Code | 1

Automatically Delete | 1
After”

Days

= Accessible Setting

Total 506 Records n 51

Submit

6.3 Accessible Setting

Employee Q Employee
Employee ID First Name &

1 HPP 2061

2 BEE

3 zc

4 Fio]

5 zE

Last Name Department
Department
Department
Department
Department

Department

Click Visitor - > Configuration - > Parameter Settings to enter the following interface,the selected
person can be selected as the interviewee when the visitor scans the QR code to register

Entry Registration Visitor

# Base setting

OR Code Reservation”  Pending

© configuration Automatically Delete (Y )

Visitor's Bio Template™

Visitor

Reservation Parameter Settings

Start of Visitor Code 1

Automatically Delete 1
After”

= Accessible Setting

Employes Q Employee

1 HPP 2061
2 S

3 zc

4 pir]

5 zE

Total 506 Records “ 51

Employee ID First Name

Last Name Department
Department
Department
Department
Department

Department
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