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Without the prior written consent of ZKTeco, no portion of this manual can be copied or forwarded in any
way or form. All parts of this manual belong to ZKTeco and its subsidiaries (hereinafter the "Company" or
"ZKTeco").

ZK is a registered trademark of ZKTeco. Other trademarks involved in this manual are owned by
their respective owners.

This manual contains information on the operation and maintenance of the ZKTeco equipment. The
copyright in all the documents, drawings, etc. in relation to the ZKTeco supplied equipment vests in and is
the property of ZKTeco. The contents hereof should not be used or shared by the receiver with any third
party without express written permission of ZKTeco.

The contents of this manual must be read as a whole before starting the operation and maintenance of the
equipment supplied. If any of the content(s) of the manual seems unclear or incomplete, please contact
ZKTeco before starting the operation and maintenance of the said equipment.

It is an essential pre-requisite for satisfactory operation and maintenance that the operating and
maintenance personnel are fully familiar with the design and that the said personnel have received
thorough training in operating and maintaining the machine/unit/equipment. It is essential for the safe
operation of the machine/unit/equipment that personnel have read, understood and followed the safety
instructions contained in the manual.

In case of any conflict between terms and conditions of this manual and the contract specifications,
drawings, instruction sheets or any other contract-related documents, the contract conditions/documents
shall prevail. The contract specific conditions/documents shall apply as a priority.

ZKTeco offers no warranty, guarantee or representation regarding the completeness of any information
contained in this manual or any of the amendments made thereto. ZKTeco does not extend the warranty of
any kind, including, without limitation, any warranty for design, merchantability or fitness for a particular
purpose.

ZKTeco does not assume responsibility for any errors or omissions in the information or documents which
are referenced by or linked to this manual. The entire risk as to the results and performance obtained from
using the information is assumed by the user.

ZKTeco in no event shall be liable to the user or any third party for any incidental, consequential, indirect,
special, or exemplary damages, including, without limitation, loss of business, loss of profits, business
interruption, loss of business information or any pecuniary loss, arising out of, in connection with, or relating
to the use of the information contained in or referenced by this manual, even if ZKTeco has been advised of
the possibility of such damages.

This manual and the information contained therein may include technical, other inaccuracies or
typographical errors. ZKTeco periodically changes the information herein which will be incorporated into
new additions/amendments to the manual. ZKTeco reserves the right to add, delete, amend or modify the
information contained in the manual from time to time in the form of circulars, letters, notes, etc. for better
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operation and safety of the machine/unit/equipment. The said additions or amendments are meant for
improvement /better operations of the machine/unit/equipment and such amendments shall not give any
right to claim any compensation or damages under any circumstances.

ZKTeco shall in no way be responsible (i) in case the machine/unit/equipment malfunctions due to any non-
compliance of the instructions contained in this manual (i) in case of operation of the
machine/unit/equipment beyond the rate limits (iii) in case of operation of the machine and equipment in
conditions different from the prescribed conditions of the manual.

The product will be updated from time to time without prior notice. The latest operation procedures and
relevant documents are available on http://www.zkteco.com

If there is any issue related to the product, please contact us.

ZKTeco Industrial Park, No. 32, Industrial Road,
Tangxia Town, Dongguan, China.

+86 769 - 82109991

+86 755 - 89602394

For business-related queries, please write to us at sales@zkteco.com.

To know more about our global branches, visit www.zkteco.com.
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ZKTeco is one of the world’s largest manufacturers of RFID and Biometric (Fingerprint, Facial, Finger-vein)
readers. Product offerings include Access Control readers and panels, Near & Far-range Facial Recognition
Cameras, Elevator/floor access controllers, Turnstiles, License Plate Recognition (LPR) gate controllers and
Consumer products including battery-operated fingerprint and face-reader Door Locks. Our security
solutions are multi-lingual and localized in over 18 different languages. At the ZKTeco state-of-the-art
700,000 square foot ISO9001-certified manufacturing facility, we control manufacturing, product design,
component assembly, and logistics/shipping, all under one roof.

The founders of ZKTeco have been determined for independent research and development of biometric
verification procedures and the productization of biometric verification SDK, which was initially widely
applied in PC security and identity authentication fields. With continuous enhancement of the development
and plenty of market applications, the team has gradually constructed an identity authentication ecosystem
and smart security ecosystem, which are based on biometric verification techniques. With years of
experience in the industrialization of biometric verifications, ZKTeco was officially established in 2007 and
now has been one of the globally leading enterprises in the biometric verification industry, owning various
patents and being selected as the National High-tech Enterprise for 6 consecutive years. Its products are
protected by intellectual property rights.

This manual introduces the operations of the ZKBio Time Cloud

All figures displayed are for illustration purposes only. Figures in this manual may not be exactly consistent
with the actual products.
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1. Why ZKBio Time Cloud?

Handling data of multiple companies on a single platform is now hassle-free. You can access the data
securely using a single login from anywhere around the world. Our ZKBio Time Cloud software aids in
organizing and planning each process in a classic way that assimilates specific activities and delivers the
output in no time. Our software eases the tracking of employee productivity and regulates the ways to
advance our managerial effectiveness and workforce management.

Our cloud software is built on a powerful architecture that integrates several modules, which permits you
to manage huge numbers of Personnel/Employees/Staff on a single platform. All you need is to set up your
organization, then add the Biometric Devices, and then add the Users/Employees with their shifts & payroll.

You can integrate the Device into our Software Application, which enables you to retrieve instantaneous
Reports and also eases you in the importing and exporting of the data.

Our software gathers all the distinct information and gives you the best interactive view of the data and
records on a single interface.

Here in our documentation, you will find more information on how to create an admin, set up the system,
and configure your organization.
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Demo Instruction

A person can be added to three different companies. The first company will be his/her own Company (Sign
Up and Sign In), and the person becomes an admin. In the second company, he can be added as an
associate/company (any designation). In the third company, he can be a vendor as well.

Vendor role can be set using the link Join as vendor

User Role can be set using the link Create User
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Application Login

Sign Up as an Admin

Open the ZKBio Time Cloud application in the browser. Once the ZKBio Time Cloud sign-in page appears,
click on Sign Up and follow the steps below to create a new account.

E
({)ZKBioTimeCloud
Sign in to your account
Welcome back!
LR
ol 1 -
T & &
&5
3@3«
< 9 & ®
y - )
[0 remember password Forgot password?

Biometric and personnel-
management solutions
provider

Click here
to Sign Up

Not an admin? LOGIN AS AN EMPLOYEE

Don't have an cccount.i SIGN UP l

Copyright ©2025 ZKTECO CO, LTD. All rights reserved.

= Enter Email Id and Mobile Number.
= (Create a password as per given conditions.
= (Click to agree on the terms and service of ZKBio Time Cloud and click on Sign Up.

()ZKBioTimeCloud
Sign up for your account
Fill all the
- = 1 required
o n i
] ﬁ - details .
Pl
- 5
\}h o o 000 | e ord
* ) o}
Biometric and personnel-
management solutions & ©
provider

By signing up to BioTime Cloud, | agree to the

Term of Service & Privacy Policy

Click the checkbox
to agree to the

Terms and
Conditions Already have an account? SIGN IN

Click to
Sign Up

Copyright ©2025 ZKTECO CO, LTD. All rights reserved.
= The approval email is sent to your email ID. Open the email and click on Activate Account.
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Activate Account

() ZKBioTimeCloud

Dear user,

Click here to activate
account

Thank you for signing up! To complete your registi
please click the button below to proceed:

Activate Account

If you did not request an account with us, please disregard this email or contact

our support team if you have any concems.

Best regards,
ZKBio TimeCloud Support Team

Download our app for a seamless experience:

Follow us for updates:
{ [

If you need any assistance, feel free to reach out to our support team:

india@rkteco.com

Copyright 82025 Z¥Teco. Al rights reservad.

= After clicking Active Account, you will be redirected to the webpage shown below. Click on Create
a New Company.
= Enter a new company name and click on Continue.

#)ZKBioTime Cloud

Create o company

Pagell13 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

New Company Created

Congratulatiens! Your company. ANISH, has been successfully created on ZKBio TimeCloud.

Here are the details of your new company:

« Company Name:

+ Company Domain: 1
= Country:

= Timezone:

= Created On:

Start managing attendance, fracking employee performance, and utilizing our robust features to simplify workforce

management.
Go to Dashboard

Thank you for choosing ZKBio TimeCloud! We're excited to support your success.

Best regards,
ZKBio TimeCloud Support Team

Download our app for a seamless experience:

Follow us for updates:

= Once the company name is entered, you will be redirected to the home page, which is the Admin’s
dashboard.

[ZKBioTimeCloud Company Complements FEmployce Device GPS  Aftendance Access Reports  System

Apps W™ @ DEMO
.

@@ TotalEmployee @) 4 NewlyJoin Total Device D Total Mobile = REALTIMEDATA

- &, [o, s

Present Check In Staffi% & Qty) Absent Staff No Check In (% & Qty)

. On Time W Approved Leave

W Late Arrival Unapproved Leave

rep—

Work Hours Today .

00 0700 0800 000
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3.1 Login/ Sign in as Admin

1. Clickon ® icon to Visit Homepage of ZKBio Time Cloud.

2. Clickon % icon to Change Language.

o Click here to choose your
e B

({)ZKBioTime Cloud

Click here to
visit home
web page

Change language Sign in to your account
Welcome back!
-
| English I
yl Espanol(Mexican) 2 tmo
B
Tarkge
v
! ) & Password ®
) — B
[0 remember password Forgot password?

Biometric and personnel-
management solutions

e “

Not an admin? LOGIN AS AN EMPLOYEE

Don't have an account? SIGN UP

Copyright ©2025 ZKTECO CO, LTD. All rights reserved.

* Open the ZKBio Time Cloud application in your browser. Create an account as per instructions. In the
Sign In page, enter the Email ID and Password then click Sign In.

@
(1)ZKBioTimeCloud
Sign in to your account
Welcome back!
& Password (o]

Password [0 remember password Forgot pq

Click here to
Sign-in

Biometric a
managems
provider

Not an admin? LOGIN AS AN EMPLOYEE

Don't have an account? SIGN UP

Copyright ©2025 ZKTECO CO,, LTD. All rights reserved.
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Forgot/Reset Password

In case the admin forgets the password and if enters the wrong password, it shows like this “Login failed,
Username or Password is wrong”. Then admin needs to reset password

Click on the Forgot Password option as shown below.

@

({)ZKBioTime Cloud

Sign in to your account

Welcome back!

s 0y 0
el W -
T 7
3bi:
< & Click here to

change password
in case if you
forgot password

I 0

Biometric and personnel- O Rremember password Forgot password?

management solutions
A “

Not an admin? LOGIN AS AN EMPLOYEE

Don't have an account? SIGN UP

Copyright ©@2025 ZKTECO CO,, LTD. All rights reserved

Enter the email ID. A reset email will be sent to the provided email address. Open the email and click
on "Reset Password.

Reset Password

T &

{JZKBioTime Cloud

Dear user

Ve Nave recened @ MUES! 10 158t yOUr D45
proceed

S ——— = =

Enter a new password and confirm the new password.
Click on Reset Password. You will be redirected to the Sign-In page once the password is reset.
Enter your email ID and enter the newly created password and click on Sign In.
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Biometric and personnel-
management solutions
provider

Biometric and personnel-
management solutions
provider

B

(1)ZKBioTime Cloud

Reset password

Enter the new
password and
confirm

RESET PASSWORD 4

Back to Sign In

Copyright ©2025 ZKTECO CO, LTD. All rights reserved.

W
({)ZKBioTime Cloud
Sign in to your account
Welcome back! e N
Enter Email ID
and Password
- Lcom i
() eesennens oY
[ RrRemember password Forgot password?

Not an admin? LOGIN AS AN EMPLOYEE

Don't have an account? SIGN UP

Copyright ©2025 ZKTECO CO, LTD. All rights reserved.

Note: If a company does not have any company location information and time zone, a pop-up will appear

when clicking on the location @ icon, there the user to configure the company information.

If the user wants to set a different time zone, they can configure it on the company information page. It will
be saved in the selected time zone and reflected throughout the entire application.

e Click on [Location], enter a location name and click on the search button. Click [Confirm] a successful

message will appear.

Pagell7
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[ZKBioTimeCloud  Company Complements FEmployce Device GPS  Aftendance Access Reports

Company Settings

B8 Company Information ~ Company Logo Company Information
Company Settings ish

28 Company Structure v

[+

& Organization Chart v
Click to upload the company logo

Company Information in Report

Do not display -

Dimensions 200 x 73.

(Only supports jpg. jpeg. and .png) Company Address

System

Apps W @ ANISH

Company Phone

Do sot display -

Phoenix Market City. Whitefield Road, Devasandra Industrial Estate. Mahadevapura, Bengaluru, Kanataka 560048, Inc @

Comi F—
Tndia Asia/Caleuta -
Karnataka Bengaluru

Email Signature

Email Signature
Option 1 Option 2
Map Location
Q .
Kol
4 Bagaluru e olar
Nelamangala
3 T§Jw21 udukul
oshorie Hoskote Hudukuli
Madavara T e o 2o
Bilatie] =
s
Malur
Snedd Tekal Banga
Bengaluru o8 teser
e 230TiedRT)
eneRes Varthur
275 S3pF0°
Haralur Budikote
Kumbalgodu Kothnur B3¢l @ 2008aes
Kamas
X Sonvioed Py
Bagalur
Bommasandra (ST
\dadi Kaggallpura e, Yo
Bidad 0oL,
Dad 8riOe) Jigani 40
2ric3
m— Hosur
g’% I Anekal &I Vepp
oogie Harohalli esleger Keyboard shortcuts Map data 2025 | Terms  Report a map error

Discard ‘

Note: If an admin wants to change the company location, they need to click the [Location] button, enter
the location name, and click the search button. After that, clicking [Confirm] will display a success message

indicating that the company location has been changed.
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Dashboard Views

Admin

In ZKBio Time Cloud, the dashboard is designed to provide a quick summary of employees’ attendance with
pre-made default gadgets representing the details along with Real Time Monitoring features.

The data is shown in numerical and statistical way through pictorial representation which helps users to get
quick log on employee attendance.

(ZKBioTimeCloud Company Complements Employee Device GPS  Attendance  Aceess Reports  System  Apps W @& DEMO

@@ Toal Employee
-n

@) 4 NewlyJom Total Device Total Mabile £ REALTIMEDATA
at Lo, _

Present Check In Staff{% & Qty) Absent Staff No Check In (% & Qty)

Work Hours Today

Numerical data is shown for details such as, Total Employee, Newly Join, Total device and Total Mobile.

Graphical data is shown such as, Present Check In Staff, Absent Staff No Check In, Work Type (Number
of employees working from home or Office in a day), Justified Incidents (Types of leaves of absentees).

After login, the below shown dashboard appears. This is the homepage of ZKBio Time Cloud software. If you
want to go back to the dashboard from any other interface, then click on the ZKBio Time Cloud icon

(1)ZKBioTime Cloud

at the top left corner.

Pagell9 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

(ZKBioTime Cloud

Company ~Complements Employee Device GPS  Attendance  Access Reports  System  Apps W @ LNISH
Available Modules
Click here to switch
@@ ToulEmployee @)4 NewlyJoin Total Device Total Mobile B== REALTIME DATA o other company
ah i, Lo, 0

Present Check In Staff{% & Qty) Absent Staff No Check In (% & Qty)

Approved Leav
Unapproved Leave
- sen

Graphical
representation of
Attendance data

Work Hours Today

@@ Total Employes [ )] + Newly Join Eu Total Device D Total Mobile
)] 299 ] 0 2 56

Total Employees: Reflects the total number of employees in the system. As more employees are added, this
number will update accordingly.

Newly Join: Displays the number of employees who newly joined. This count will increase as new
employees join.

Total Device: Indicates the total number of devices. This figure will update as new devices are added.

Total Mobile: Shows the number of employees who punched in late. This will change when employees
check in after their scheduled start time.

Key Visuals
Present Check-In Staff (% & Qty)

This chart will update based on real-time punch-ins. It shows the proportion of staff who have checked
in on time (green) or arrived late (orange). As employees punch in, these percentages will reflect the
updated status.
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Present Check In Staff{(% & Qty)

B On Time
B Late Arrival

Absent Staff No Check-In (% & Qty)

Displays the percentage and number of employees who haven't checked in. The pie chart differentiates

between approved incidents, unapproved incidents, and absent staff. This will update dynamically as
employees either check-in or are marked absent.

Absent Staff No Check In (% & Qty)

B Approved Leave
Unapproved Leave
B Absent

Real-Time Monitoring:

o This area could potentially show live updates, logs, or more detailed information as employees punchin

or change their attendance status.

Real Time Monitoring

== emploD

‘“-a = T7:26:05
‘* tabs: Cheekin
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Work Hours:

This chart would display the punch which has the attendance code of different work types for each day
of the week, from Monday to Sunday. The employees check in and their work types are logged, this chart
will show the distribution for the selected date or range (in this case, "Today").

Work Type This Week v

[=1

:
2024-10-14 2024-10-15 2024-10-16

g
s
%]
=]
ra
P

-10-17 2024-10-18 2024-10-19 2024-10-20

Leave:

This section would reflect incidents where employees had approved incidents, such as medical leave,
personal leave, or other justifiable reasons. Once incidents are logged, the chart will show the
percentage or number of justified incidents, with a detailed breakdown of approvals.

Justified Incidents

Note: Click on ®ZKBiOTimECIOUd to enter Dashboard interface.

Profile

The dashboard has an icon designed to assist admin/user/vendor which includes basic features like About,
Help, Language, Tutorial, Get Support, Guide, and Logout.

About

In Profile, click on About which displays information about the system such as Software Version and
License Information as shown below.
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[MZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @ ANISH D
- anish@ritecodev.com
'Y ) Total Employee .)+ Newly Join r Total Device Total Mobile &= REALTIME DATA Owner
-, - 0 0 0

Present Check In Staff{% & Qty) x @ Help

¥ Language
. On Time
Ow Change Password
o Lo Arrhal ZKBio TimeCloud
Unknown(3d6eeTca)-Build:2025-02-18 19:11:15 % Guide

Company Identify Code

() Sign Out
fec2eT50cea8 11e9980242c0a81006 [Ty

License to ANISH Qi)
Activation Date Feb 19 2025
Expiration Date Apr 20 2023
Employee Usage 0/1000
Device Usage 0/10

Mobile App Usage 0/50

App Download

Work Hours Play Store  App Store

Power by ZKTeco
Copyriht €025 ZKTeco. Al sights reserved.

08

06

04

02

00:00 0100 0200 0300 04:00 050 6: 7 08:00 1000 11:00 1200 134X 400 15 0 170 00 0 20: O 2:00 2

Help

Click on your profile and select Help, which directs to the webpage containing the updated user manual
that explains the application in detail.

[MZKBioTimeCloud Company Complements Employce Device GPS  Aftendance Access Reports  System  Apps " @& o‘:l
. st
@@ TomlEmployes @) 4 Newlylon E:I Total Device D Total Mobile £ REALTIMEDATA Super Admin
bl 111 - 2 56
@ Abou
Present Check In Staff{% & Qty) Absent Staff No Check In (% & Qty) e
Fn Language
= On Time

W Approved Leave

. Lote Arrival Unapproved Leave
[T

Work Hours

O= Change Password

% Guide

() Sign Out

600 0700 0800 0300 1000 1100 1200 1300 1400 1500 1600 1700 1800 1900 20:00 2100 220

Language

To change the language, click on profile and select Language. Select your preferred language from the list
and click on Confirm.
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[WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps - &% 10 l:'
a mush
@@ Toul Employee @) 4 Newlyloin r Total Device D Toral Mobile £ REALTIME DATA Super Admin
-mR 99 - 0, 6
@ Avout
Present Check In Staff(% & Qty) Absent Staff No Check In (% & Qty) @ Help
@
EOnT I Approved Le
e Frme O= Change Password
W Late Arrival Unapproved Leave
. Absent B Guide
() SignOut
Language
English &
e Espatiol(Mexican)
L
Work Hours
Tirkge v

Change Password

Click on the profile and select

o -

Password to navigate to the password reset page. Enter the old password,

new password, and confirm the new password, then click [Confirm].

[ZKBioTimeCloud  Company Complements Employe
@@ ToulEmplovee @) 4 NewlyJoin
-n -

Present Check In Staff{% & Qty)
Work Hours
1
08
06
02
0 T T T T
0300 0400 0500 0600 0700 0800 0

Guide

200 1000 1100 1200

c Device GPS  Aftendance Access Reports  System  Apps - & 10 |:|
mush.
.G:l Total Device D Total Mobile = REALTIME DATA Super Admin
2 56
(@O Abou
Absent Staff No Cheek In (% & Qty) @ Help
¥ Language
[2)
% Guide
() SignOw
Lod
Lod
Enter the Okd ®
password,new password
then click confirm

After Admin signs into the application, the dashboard page is displayed. This guide outlines the initial steps

to set up the company, includi
the company setup process.
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[@ZKBioTimeCloud  Company Complements FEmployee Device GPS  Aftendance  Access  Reports  System  Apps - & 0':'
a mush
otal Employes Newly Join otz ice Fotal Mobile &= REALTIMEDATA Super Admin
;.‘;;El 2{.0{] :u';alDr\ D'ls"al{hl Ipe
(@O Abou
Present Check In Staffi% & Qty) Absent Staff No Cheek In (% & Qty) @ Hep
W Language
. OnTime W Approved Leave O Change Password
W Late Arrival Unapproved Leave
Py 2]
(1) SignOur
Work Hours Today -
o 00:00 ’ 01:00 CEJCVIZSI)‘, 04:00 ’ 05:00 ’ 06:00 ! 07:00 ! 08:00 ! 09:00 ! 'C‘f\C‘I 1:00 ’ 1200 1300 1400 1500 ’ 16:00 ' 17:00 ' 18:00 ' 19:00 ' 20:00 ! 21:00 ! 22:00 ’ 23:00
Clickon icon, select Guide. Click on each icon one by one and fill in the required details.
Guide
» STEP1
» STEP2
» STEP3
Click on each icons and
» STEP4 fill the required details
I Don't show this again
Back to Dashboard
After completing each step, click on icon and select Guide again to proceed to the next step. Once all

steps are completed, click on Back to Dashboard.
Logout

Click on profile, select Logout to exit from the application.
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(MZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps

o JE

@@ Toul Employee @) 4 Newlyloin r Total Device D Total Mobile
_mR g - 0 2 56
Present Check In Staff{(% & Qty) Absent Staff No Check In (% & Qty)
E On Time B Approved Leave
W Lete Arrival Unapproved Leave
- Absent
Work Hours

Today

3.3 Join a Company

REAL TIME DATA

mush
Super Admin

(@ About

(@ Help

Fp Language

O= Change Password
= Guide

e () SignOut

e Tojoin another company as an associate/ user or partner, click on Join a Company. Then enter the
company name you want to join. After the Admin of the requesting company approves the request,

this company will be listed on your company page.

@ZKB[OT[meCIoud Company Complements Employee Deviee GPS  Amendance Access Reports System

Click here to
1 open menu

@@ Total Employee @) 4 Newlyloin Total Device D Total Mobile
-n g - [o 2 56
Present Check In Staff(% & Qty) Absent Staff No Check In (% & Qty)

I On Time I Approved Leave

. Late Arrival Unapproved Leave

W Absent

Enter the Company Identify code that
user wants to join. Then,send the

request admin of 'Demo’ will get request

notification via email

Join a Company

Company Identify Code *

Work Hours [ S ——————

o= -

08

04

Switch Company X

B2 ANISH

Click here to join a
new company

% Join 2 Company

B, Create new Company
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User Join Company Approval

= ZKBio TimeCloud (Z % Reply #, Replyall > Forward ¢
To: @ Wed 3/18,
[{)ZKBioTimeCloud
Dear user,
) has requested to join your company, £777"", on ZKBio TimeCloud.

Flease review the request and take the appropriate action. You can approve or reject this request using the links below:

Best regards,
ZK.Bio TimeCloud Support Team

Click here to
accept

Download our app for a seamless experience:

* Google Play

Follow us for updates:

DEEE

& The join company request has been approved.

Biometric and personnel-
management solutions
provider

Below is the joined company’s view in the admin account.
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[HZKBioTimeCloud Company Complements Employee Device

@@ TotalEmployee [ )]

- 300 -

Present Check In Staff(% & Qty)

8 On Time
B Late Arrival

Work Hours

r Newly Join

GPS Attendance Access

:u Total Device Total Mobile
2 57

Absent Staff No Check In (% & Qty)

B Approved Leave
Unapproved Leave

8 Absent 0%

100%

Today

User Manual

Reports System Apps W & DEMO

== REALTIME DATA

Note: In the initial stage, users have limited dashboard access. If the company admin needs to provide
access to additional modules, they must add the user to a group and provide access through the user

module.
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Common Features

Export

Click on * icon to export the reports. Reports can be downloaded in formats like PDF, Excel, CSV, and
TXT. Select any of the format types from the drop-down list, fill in the required fields, and then click on
Confirm to export the report.

@ZKBioTimeCIoud Company Complements Employee Device GPS Attendance Access Reports System Apps W & DEMO

Transaction 9

liil

Date Period Start Date End Date
B Reports % 2 ) Employee - This Week - 03/09/2025 (B -  o03/15/2025 B m c

CSV Export
Report Library o ibepaat Employee ID Employee Na..  DepartmentNa.. Punch Date Punch Time Punch State Work Code G

Excel Export
Choose any of the format
to download the report

Calculate
g > [ R&D

¢ Configuration v > [ clobal
> [JJ R&D center

PDF Export

mT Export

©

PDF Export

PDF Export

Export Scope *

Current Page

Page Size *

Default

Crientation *

Default

Export Style Set the
required

Default
parameters

Page Wise

No

—Tpor Frerypton ™ =

9 Piscord
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Excel Export
Excel Export
a
xce
Export Scope *
Current Page -
Export Style
Default -
Page Wise
No -
Export Encryption *
Default -
v
CSV Export
CSV Export
Export Type r
Ccsv

Export Scope *

Current Page -

v
[ [
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TXT Export

Pagel3l

TXT Export

T

Export Scope *

Current Page

o [
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Company

Company Information

Company Settings

Company settings have the company’s details, such as Company logo, Name, and company’s information
such as, Phone, Country, Time zone, Province/State, Address, City, and Email Signature. Fill in all the required

details and click on Submit to add company details.

(UZKBioTime Cloo

Company Settings

82 Company mation e Company Logo
Company Settings e
2 Cor v

pany Structure

[+

Click to upload the company logo

&% Organization Chart

Dimensions 200 x 75

(Only supports jpg. jpeg, and png)

Complements  Employee  Device  GPS

Company Information

Demo

Company Information in Report

Do not display

Company Address

Email Signature

Attendance  Access  Reports

System  Apps

Do not display

Note: To activate the subscription plan, it will be based on the selected country.

Company Structure

Company Structure includes Department, Position, Area, and Holiday Location.

Pagel32
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Complements  Employee Device GPS  Aftendance  Access Reports  System  Apps

'™ # DEMO
= Department
#2 Company Information ~ Y n 2 & & m D C
Company Setungs [J  Depastment Code Depantment Name Superior Employes Count Resign Coust Acti
[ Department 1 0 V|
Department
Positi o 2 R&D 0 /8
Position
Area
Rowsperpage: 10« 120f2 (1] 1

Department

In Department, the list of all Department with details such as Department Code, Department Name,
Parent, Employee Count, Resigned Count, and Action. Organizations can Add, Import, Export,
Personnel Transfer, Edit, and Delete department as required.

@ZKB'\QTimecloo Complements Employee Device ~GPS  Aftendance Access Reports System  Apps W # DEMO

= Department

# Company Information A Y u 2 & & m S C
Company Setrings [0  Depactment Code Depanment Name Superior Emgloyae Goust Resign Couat Actin

Depanment 1 1
[m] 2 s
? R&D 0 L]

Position 0 /7 i
Area
Location

&, Organization Chart v
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Add

Click on &8 icon, fill the required fields and click on Save to add a department.

The following field parameters are described below:

Department Code: Enter the department Code.

Department Name: Enter the department name.

Superior: Select the parent department name from the drop-down list.

(ZKBioTimeCloud

8 Company Information v Y

Company Complements Employee Device

Department

GPS

[ oo e J )
D
[t |e
Position 641
Area
Location

& Organization Chart v

Superior

Personnel Transfer

Attendance  Access  Reports  System

Apps

™ @ DEMO

enzcamrac

Discard

0E

Clickon = icon to transfer personnel as per requirement. In the Personnel Transfer dialogue box select an
employee which gets reflected in the right-side column. Click on Confirm to transfer selected personnel.

(MZKBioTime Cloud

Company

Department

8B Company Information v Y

Complements  Employes  Deviee  GPS

CXEmrmm | Jpe—

=10
Position

'O

1

Select the department
code

& Organization Chart

1 row selected.

Pagel34

Aftendance  Access Reports  System

Apps

'™ @ DEMO

m 9 C
Department Name Superior Employee Count Resign Count Action
Depanment 1 (] V|
RED 0 0 |
Personnel Transfer
2 Q@ l Employee ] 1 Selected
[0 Department Employee ID First Name Last Name Employee ID First Name Last Name
O r&D
e 3200363 ot 3200363 vt
Rowsperpage: 10 » 1101 1| pa
0 w Dicat
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Import

Organization can download the list of departments in the company to their device. Click on

&

icon, then

click on Download Template, add data in the template, and then click on Choose file, select the file to be
imported. Click on Save to import the file and check in downloads.

[ ZKBioTimeCloud

Company Settings
prryc——y | 1 ]

mpany Complements Employee Deviee  GPS

Department

Y

Department / Import

# Upload | No file sclected e

Department e
Position
Arca

Location

& Organization Chart v

Export

Attendance  Access  Reports

No

Template Demo:  Download Template

@

A

1 Department Code * %

0001
0002

Description:

1. The header in the template file is required.

2. The columns header with ~ * * are required fields.

3. The columns header with % are unique fields.

B

Department Name = %

s

E

Apps

W & DEMO

1

Bl

a0

Lls m DH C

e Disced

=

Superior Department Code

Rows perpage. 10 = 1-20f2 n 1 Pag

Select [Company Structure] > [Department] clicks on [Export] % jcon, to enter into the export interface.
An example to export employee list and the export options are shown below:

(1)ZKBioTimeCloud

8 Company Information ~

Company Settings

282 Company Structure

=10

Position
Area
Location

& Organization Chart v
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Department

v

[0  Depanment Code Depanment Name
o o

Department

o : R&D

Attendance  Access  Reports  System

Superior

Apps

Employee Count

W @ DEMO

e
BO- :[ooec

CSV Export

Resign Count Action

Excel Export

o o PDFExport |F B

TXT Export |
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L [

CSV Export
Excel Export
PDF Export

TXT Export

File Type: If you want to export the file in Excel format, select Excel Export.

Excel Export

Default

Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.
Select “Encryption” whether it should be default or password

Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,
as shown in the figure below:

B Employee Document_20250218043247 xlsx
Open file

Edit

3

Click on the ¢ icon under 'Action’ to edit the department details and information. Edit the details, then
click 'Save' to apply the changes.
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[MZKBioTimeCloud  Company Complements Employee Device GPS

Department

#8 Company Information v Y

[ JEg—
Department e
o Department

Position

Department Name

Area Department / Edit

Departmest Code

1

Location

&% Organization Chart v

Department

Delete

Attendance  Access Reports System  Apps

Superior Employee Count

1

'™ # DEMO

ﬂ:aﬁunoe

Resign Count Action
© [

To delete a department in the Company Structure. Select the department Id and click on W icon under

Actions to delete the department.

@ZKBioTimeCloud  Company Complements Employee Device —GPS

Department

8 Company Information Y

121 Company Strucruse o [0 Depantment Code
@
o Department

Posttion

Depanment Name

o : R&D

Arca
Location.

& Organization Chart v

Position

Atftendance  Access Reports System  Apps

To delete the multiple
department at once select the
department code and click here

™ @ DEMO

Superior Emploes Count Resign Count Action
. J o
0 ° ' |
Delete
Are you sure 1o delete this record?
-
Rowsperpage: 10« 120f2 B 1 | Page

In Position, the list of all Position with details such as Position Code, Position Name, Parent, Employee
Count, Resigned Count, and Action. Organization can Add, Import, Personnel Transfer, Edit, and Delete

position as required.
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@ZKBiQTimgcho Complements Employee Device GPS  Atftendance  Access Reports System  Apps

= Position
# Company Information ~ Y

Company Settings [ Position Code Position Name Superior
222 Company Structure e

[ Position
Department
" a Developer
Area
Location

& Organization Chart v

Add

Click on & icon, fill in the required fields and click on Save to add a position.

(HZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports  System  Apps

Position

€8 Company Information ~ Y

& C any St .
21 Company Strucrure o e

Department

=10
Ar

ea

Position Name *

Location. o

A&, Organization Chart  ~ |

The following field parameters are described below:
Position Code : Enter the position code.
Position Name: Enter the position name.

Superior: Select the parent position from the drop-down list.

Pagel38

Employes Count

'™ # DEMO

Resign Count Action

i 7

° V|
W @ DEMO

e 2 & 4 m O C
ers:ard‘
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Personnel Transfer

Clickon = icon to transfer personnel as per requirement. In the Personnel Transfer dialogue box select an
employee which gets reflected in the right-side column. Click on Confirm to transfer selected personnel.

(UZKBioTimeCloud  Company Complements Employee Device GPS  Attendance  Access  Reports  System  Apps W @ DEMO

Position

8 Compmy etormmion v ¥ BO=: ¢ woec
© o ruce - . — . e

Department _
| Position 1 (] V|

=0 9
s

Personnel Transfer

2 @ Employee n 1 Selected

[0 Deparment Employee ID First Name Last Name Employee ID First Name Last Name

[ r&D
e 3200363 utut 3200363 utut

Select the position
code

& Organization Chart

Area e

Location.

Rowsperpage: 10 1-lofl

1 row selected 1 Page
o

Import

Organization can download the list of positions in the company to their device. Click on L icon, then click
on Download Template, add data in the template, and then click on Choose file, select the file to be
imported. Click on Save to import the file and check in downloads.

[MZKBioTimeCloud  Company Complements Employee Device GOPS  Attendance Access  Reports  System  Apps

Position

# Company Information v Y

@
Position / Tmport

Department

Position e * Upload  No file selected 9
Orene
Area S
No -
Location. o
& Organization Chat Template Deme: # Download Template
A B ©
1 Position Code * % Position Name * % Superior Position Code
0001 oo
0002 s
Description:
1. The header in the template file is required.
2. The columns header with * * * are required fields

3. The columns header with "% are unigue fields.

Pagel39 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Export

&
Organization can Export the list of positions in the company to their device. Click on icon, select the

file format to be exported and then customize the export report file. Click on Confirm to Export the file and
check in downloads.

(HZKBioTimeCloud Company Complements  Employee  Device  GPS  Aftendance  Access  Reports  System  Apps W @& DEMO
= Position e
@ Coopm o < ¥ BO: :Llo s c
Position Name Superior Employee Couat Resign Count CSVExport |y ion
Excel Export
Department e |
o Position. 1 o PDFExpon | B
2
Developer o N TXTEsport o o
Area
Location y .
Excel Export

Default -

Rowsperpage: 10 + 1-20f2 n 1

Edit

Clickon “" icon under Action to edit the position details and information. Edit the details and click on Save
to save the changes.
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Complements Employee Device GPS  Attendance Access Reports  System

WZKBioTimeCloud  Company

= Position
v Information ~ Y
(@ comm s | @) O reiseces — e
Department o
1 Position.
2]
A Position / Edit
Area
Location

& Organization Chart v

Position o

Delete

Apps

'™ # DEMO

Employes Coust

12082 (1] 1| Page

Rowsperpage: 10 =

Select the position code and click on ﬂ icon to delete bulk or click ® icon under Actions to delete the

individual position.

(UZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance Access  Reports
= Position
88 Company Information v Y
[Pr— - R
Department
o o Position
=l
2 Developer
Area o
Location
&% Organization Chart v
Delete

Area

System

Apps

To delete the multiple position at -
once select the position code ™ @ DEMO
and click here
2 & & m DL C
Employee Count Resign Count Action
' 0
0 ] V|

1-20f2 B 1| Page

Rows perpage: 10 =

In Area, the list of all Area with details such as Area Code, Area Name, Superior, Device Count, Employee
Count, Resign Count, FP Count, Face Count VL Face Count and Action. Organization can Add, Import,
Export, Personnel Transfer, Edit, and Delete area as required.
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Add

Click on &8 icon, fill the required fields and click on Save to add an Area.

(UZKBioTimeCloud  Company Complements Employee Deviee  GPS  Attendance  Access Reports  System  Apps W @ DEMO

Area

8% Company Information v Y

2&: Company Structure o
Area / Add

= & & m Do C

e - —

Department —
Postien a7381
@
Location Area Name * o
& Omganization Chart v
Superior .

The following field parameters are described below:
Area Code: Enter the area code.

Area Name: Enter the area name.

Superior: Select the parent area from the drop-down list.
Personnel Transfer

Clickon = icon to transfer personnel as per requirement. In the Personnel Transfer dialogue box select an
employee which gets reflected in the right-side column. Click on Confirm to transfer selected personnel.

[MZKBioTimeCloud  Company Complements Employee Device GPS  Attendance  Access Reports System  Apps '™ @ DEMO

Area

8% Company Information v

v BO0=: « =0 ¢
[ comany s | @ e e Eopgscom | nuncren socoms s o Wrsscom -
1

Department _
Not Authorized 1 1 0 ] 0 ] V|
Position
el e 17 Personnel Transfer s u
Location Select the area
code oA Q Employee 1 Selected
& 0 Chart
[0 Department Emplovee [D First Name Last Name: Employee [D First Name Last Name
O r&D

e 3200363 utut 3200363 utut

Rowsperpage: 10+ 1-1of1

1 row selected.

G | 1] page
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Import

Organization can download the list of areas in the company to their device. Click on L icon, then clickon
Download Template, add data in the template, and then click on Choose file, select the file to be imported.
Click on Save to import the file and check in downloads.

ZKBioTime Cloud Company Complements Employee Device GPS  Aftendance  Access Reports  System  Apps

'™ # DEMO
. A [3)
#8 Company Information v ¥ n =3 & m H C
122 -
SE— oRx -
Department
Position
Tverere
=10 [ :
Location e
& 0 Chart " Template Demo: # Download Template
A B c
Area Code ™ % Area Name * % Superior Area Code
0001
0002 oo
Deseription:
1. The header in the template file is required.
2. The columns header with * *  are required fields.
3. The columns header with % are unique fields.

& '
Organization can Export the list of areas in the company to their device. Click on icon, select the file

format to be exported and then customize the export report file. Click on Confirm to Export the file and
check in downloads.
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@ZKBiQTimQCloud Company Complements Employee Device GPS  Aftendance  Access Reports  System  Apps '™ # DEMO

— Area e
=
oot ¥ B0- [z o ©

Company Settings

[ AraCode AteaName Superio Deviee Comnt Employee Count Resign Count FP Count Face Coust ViFsceton] OOV B L n
222 Company Structure 0 Excel Export
o Not Auttorized 1 1 0 0 0 0 o PDF Export u
Department
. [m 287 Not Authorized Excel Export 0 0 TXTExport |, o
Position
=6
Location

B, Organization Chart e -

Edit

Clickon Z icon under Action to edit the area details and information. Edit the details and click on Save to
save the changes.

(ZKBioTimeCloud  Company Complements Employes Devise GPS  Attendance Access Reports  System  Apps W & DEMO

Area

® comminn » | ¥ go-::0oc
5

Compary Setung

O s Code Area Name Superior Device Count Emploee Count Resign Count FP Conmt Face Count VLFace Count Actio

12t Company Structure

n
Not Authorized 1 1 0 0 [ 0 e [}
Department

Position Area / Edit e - Ducxs |
e e Code

Location

s Name *

& Orgamzation Chart v Not Authorized

Delete

Select the Area code and click on ﬂ icon to delete bulk or click ™ icon under Actions to delete the
individual area.
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@2ZKBioTimeCloud  Compay Complements Employes Device GPS  Attendance Access Reports  System  Apps To delete the multiple area at W @& DEMO
once select the area code and
click here
Area

2 Company Information ~ Y

Company Sertings [0 AreaCoge Area Name Superios Device Count Employee Couat Resign Count FP Count Face Couat "VLFace Count Action

o (m ! “Not Authorized 1 0 0 0 0 elﬂ

o e 2987 Not Authorized 1 0 0 ] 0 [ S0

Department

Position

)

Location

& Organization Chart v Delete

Are you sure o delete this record?

Rowsperpage: 10 = 12062 n 1

Location

In Area, the list of all Holiday Location with details such as Location Code, Location Name, Parent,
Employee Count, Resigned Count, and Action. Organization can Add, Import, Personnel Transfer, Edit,
and Delete holiday location as required.

Add

Click on &8 icon, fill the required fields and click on save to add an Area.

(UZKBioTimeCloud  Company Complements Employee Device GPS  Attendance  Access  Reports  System  Apps ™ @ DEMO

Location

8 Company Information ~ v

Company Settings

Location / Add

Lecation Code

Department 778500

Position
rea Location N o
=10

& Organization Chart

The following field parameters are described below:

Location Code : Enter the location code.
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Location Name: Enter the location name.

Parent: Select the parent location from the drop-down list.

Personnel Transfer

Clickon = icon to transfer personnel as per requirement. In the Personnel Transfer dialogue box select an
employee which gets reflected in the right-side column. Click on Confirm to transfer selected personnel.

(1ZKBioTimeCloud  Company Complements Employee Device

Location

8 Company Information ~ Y

Company Settings Location Code

& )

[0 Department
O r&D

1 row selected

Export

goE: - o c

[ ]

o= -

Organization can Export the list of locations in the company to their device. Clickon — icon, select the file
format to be exported and then customize the export report file. Click on Confirm to Export the file and

check in downloads.
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WZKBioTime Cloud

Company ~Complements Employee  Device  GPS  Aftendance  Access Reports  System  Apps

‘= # DEMO
Location

88 Company Information Y

BO-[l=oc
Company Settings [0  Location Code n

Location Name Parent

TSV E:
Employee Count Resigned Count xport

Acti
Excel Export
o Lecation. 0 ] o PDF Export L3N |
Department
TXT Export
Posttion Excel Export
Area
e
S Orzanization Chant ~
ExporSeops *
Current Page -
Exgort Eocryption ™
Default
Rowsperpazer 10 = I-lofl 1

o -
Edit

Click on the # icon under 'Action’ to edit the location details and information. Edit the details, then click
'Save' to apply the changes.

(MZKBioTimeCloud  Company Complements Employce Device GPS  Attendance  Access  Reports  System  Apps

W @& DEMO
Location

8 Company Information ~ Y

BO- -
Company Settings
[0  Lecation Code

Location Name

Employes Count Resigned Count

o Action
ot

Location

Department

: L
Position Location / Edit

e i
Area Location Code *
1
Location.

&% Organization Chart

Parent

Delete

Select the Location code and click on ﬂ icon to delete bulk or click ® icon under Actions to delete the
individual holiday location.
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(UZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access
= Location
€2 Company Information A ¥

Company Scttings [0  Location Code Location Name
e | @)

o Location

Department

Position

Arca

& Organization Chant v

Pagel48

To delete the multiple location at

R s A ‘ -
cports System - Apps once select the location code ¥ @ pevo
and click here
=2 & m 9H C
Parent Employee Count Resigned Count Action
v v (3]0
Delete

Are you sure to delete this record?

Discard
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5.3 Organization Chart

5.3.1 Organization Chart

The organization's workflow is illustrated in the chart shown below.

[MZKBioTimeCloud Company Complements Employee Device GPS  Attendance  Access Reports System  Apps

W @ DEMO

- Demo
8 Company Information ~ a1

Company Settings
222 Company Structur ~

¥ © Department R&D
Department -1 a0 \
Position -
Click on
Area

department to
view the list

Location e
& Organization Chart o

[t @

Rowsperpage: 10 ~
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Complements

Configuration

Our Configurations module helps you efficiently manage employee document verification, simplifying your
workflow and reducing confusion about submitted and pending documents.

On the Configuration module, you can add the type of Document and unique ID based on your
organization’s requirements.

Holiday

s| Employee Device GPS  Attendance Access  Reports  System  Apps W @ DEMO

[@ZKBioTime Cloud ro

Holiday

cv BO: : o ¢
O wame Stan Date Duration Working on Holiday Calculate as Location Action
O o 2025-02-19 1 Contribution Location |

L Type

& Type

Work Code

Add Holiday

Select [Complements] > [Holiday] click on [Add] & icon then enter the required details and click [Save] to
add a holiday.

(ZKBioTimeCloud  Company Employee Device GPS  Aftendance  Access Reports  System  Apps W § DEMO
= Holiday
& Configuration -~ ¥ en L 4 m O e
Holiday / Add o swe |
E
Leave Type Name *
Training Type
Work Code Location*
Start Date * (i \
e Enter the required
! details
Contribution
. .
Edit Holiday

»

Click on the Edit Holiday icon 7" in the same row of the under action to be edited.
After entering the required details, click [Save] to save the details.
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[MZKBioTimeCloud  Company Complements

Employee  Device

Start Date

2025-02-10

GPS

Attendance  Access  Reports  System  Apps

Dusation

— Holiday
88 Configuration ~ Y
O Name
Employee Document
]
Leave Type
Training Type Holiday / Edit
Work Code Nar
]
-
37

Contribution

Edit the required
details

Export a Holiday

Users can export the holidays by following the path below.

Working on Holiday Calculate as

Contribution

® @& DEMO

BO0: - oo c

Location Action

0 [
o i

Select [Complements] > [Holiday] click on [Export] < icon, enter into the export interface. An example
of an export employee’s list and the export options are shown below:

({)ZKBioTimeCloud  Company Complements

Holiday

8 Configuration ~ Y
=10 o .-
Employee Document
Leave Type
Training Type

Work Code

Employee  Device

Start Date

GPS

Attendance  Access Reports  System  Apps

Working on Holiday Calculate as

Contribution

File Type: If you want to export the file in Excel format, select Excel Export.
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Excel Export

Current Page

Default

'™ @& DEMO

g0 :[:c- o ¢

Location 5V Espor potiom
Excel Expont

Location e PDFExpont |* W
TXT Export
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Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.
Select “Encryption” whether it should be default or password

Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,
as shown in the figure below:

B: Employee Document_20250218043247 xlsx

Open file

Delete a Holiday

Select the corresponding Holiday Name and click on ﬂ icon to delete bulk or click u iconunder
Actions to delete the individual holiday.
Click [Confirm] to delete the selected record.

[MZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports System  Apps To delete the multiple holiday at ‘W @ DEMO
once select the holiday name

and click here
Holiday

on L & m H C
i o Name Stan Date Duration Working on Holiday Calculate as Location Action
Employes Document
e 5 20250219 1 Contribution Location E
Leave Type

Training Type

Work Code

Delete

Are you sure to delete this record’
o —

Employee Document

Our Employee Document interface allows you to manage paperless documents more proficiently and
retrieve them in no time.

It also maintains concealment by providing access only to the relevant Employees and also manages in
purging trivial documents.

On the Complements module, click Configurations, and then click Employee Document to go to the
Employee Document Interface.
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(WZKBioTimeCloud  Company 00)'=: Device GPS  Aftendance Access Reports System  Apps W @ DEMO

Employee Document

Y

Holiday

[0 DocumeatNo

Document Title Action
[3)

a o

paystip
Leave Type
Training Type

Work Code

Rowsperpage: 10« 1lofl (1] 1

Add Employee Document

Select [Complements] > [Employee Document] click on [Add] &8 icon then enter the required details and
click [Save] to add an employee document.

(1ZKBioTimeCloud C'ompanyolcycc Device GPS  Aftendance Access Reports System  Apps

W § DEMO
— Employee Document
B Configuration ~ Y
Holiday
- Employee Document / Add
2
Leave Type Document No. *

Training Type

Work Code Document Title *

Enter the required
details

Edit Employee Document

5

Click the document No or ¢ in the same row of the action under to be edited.

After entering the required details, click [Save] to save the details.

Page|53 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud

User Manual

Company ~Complements Employee Device GPS  Attendance

(ZKBioTime Cloud
Employee Document

%2 Configuration - Y

Haliday [  DocumentNo.
Employee Docoment o
[
Leave Type
Training Type Employee Document / Edit

Access  Reports  System

Work Code
1

payslip

Import Employee Document

Edit the required
details

Document Title

'™ # DEMO

Action

0L
o -

Select [Complements] > [Employee Document] click on [Import] = icon then select the existing data
and upload the data, and then click [Save] to import the employee data.

(JZKBioTimeCloud  Company o:7y:: Device  GPS  Aftendance  Access  Reports  System  Apps

Employee Document

8 Configuration - Y

Holiday

Employce Document / Import
Employes Document
Leave Type # Upload | No file selected

Training Trpe Ovarein®

Work Code

Template Demo: 3 Dowaload Template | o

A

1 Document No. = %

0001
0002
Description:
1. The header in the template file is required
2. The columns header with * * * are required fields.

3. The columns header with "% are unique fields.

Export Employee Document

Select [Complements] > [Employee Document] click on [Export]

1@

B
Document Title * %
o000

o

icon, enter into the exportinterface.

An example of an export employee’s list and the export options are shown below:
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(ZKBioTimeCloud  Company | ¢ o:luyac Device GPS  Attendance Access Reports System  Apps W @ DEMO

Employee Document

8 Configuration -~ Y ue m o
Holiday [0 DocumeatNo. Document Title CSVEport |, ction
Employes Document e o Excel Export
- o payslip PDFExpon |© W

e Type
TXT Export
Training Type
Work Code
& M
@t T
CSV Export

Excel Export
PDF Export

TXT Export

File Type: If you want to export the file in Excel format, select Excel Export.

Excel Export

Current Page

Default

Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.
Select “Encryption” whether it should be default or password

Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,
as shown in the figure below:

B Employee Document_20250218043247 xlsx
Open file

Delete Employee Document

Select the corresponding document number and click on ﬂ icon to delete bulk or click ™ icon under
Actions to delete the individual document number.
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ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Rcports  System  Apps To delete the multiple document W @ DEMO
at once select the document
code and click here

Employee Document

3 Configuration ~ Y

Holiday

—— 1
1 payslip Vs
Leave Type

Work Code

Document No. Document Title Action

Delete

o3

6.1.3  Leave Type

(WZKBioTimeCloud  Company s omyn Device GPS  Aftendance  Access Reports  System  Apps W @ DEMO
= Leave Type
0 - BO: - -
Holiday [ LeaveName Report Symbol Leave Color Action
Employee Document
[0 sickLeave sL . |
Work Code [0 Matemity Leave ML . |
(] Compassionate Leave coL . s i
[0  AnnvalLeave AL . P |
[J Business Trip BT . |

Rowsperpage: 10 1-6of6 1 | Page

Add Leave Type

Select [Complements] > [Leave Type] click on [Add] icon then enter the required details and click
[Save] to add an incident type.
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(ZKBioTime Cloud ('Dmo Employee Device GPS  Aftendance Access Reports System  Apps W # DEMO

Leave Type

 Cutpion ¥ eED: - - -
Holiday
Leave Type / Add e

Leave Name *

Work Code 1

hours

Yes

Enter the required
details

W #000000

The following field parameters are described below:
Leave Name: Enter the Leave name.

Minimum Unit; Select the Unit from the dropdown list
Unit: Select the unit from the dropdown list
Round-Off: Select the Yes or No for Roundoff

Report Symbol: Enter the report symbol of

Leave Color: Select the color code from the list.

Edit Leave Type

Click on the 4 icon under the Action column to edit the leave.
After entering the required details, click [Save] to apply the changes.

(MZKBioTimeCloud  Company Complements Employee Device GPS  Attendance  Access Reports  System  Apps ™ @& DEMO

Leave Type

[0 LeaveName Report Symbol Leave Color

[0 sickLeave sL

Leave Type / Edit o | Discard

Sick Leave

S
m Z

Work Code

hours - e
. N

Edit the required
details

SL

Il 000000
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Export a Leave Type

e

Select [Complements] > [Leave Type] click on [Export] icon, and enter into the export interface. An
example of an export employee’s list and the export options are shown below:

[@ZKBioTimeCloud  Company | Complements GPS  Aftendance  Access Reports  System  Apps W™ @ DEMO

Leave Type

#} Configuration ~ Y B m o C

Holiday

CSV Export

.~
z
E
4
g

2
E
£
=
a5

Action

Excel Export

o PDFExpon | © B

TXT Export |

Casual Leave CAL

Training Type

Work Cade Maternity Leave M

Compassionate Leave coL

\r
[ ]

Anmual Leave AL

0O 0o oooo o

Business Trip BT

g
N,

L [

CSV Export
Excel Export
PDF Export

TXT Export

File Type: if you want to export the file in Excel format, select Excel Export.

Excel Export

Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.
Select “Encryption” whether it should be default or password

Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,
as shown in the figure below:

B Employee Document_20250218043247 xlsx

Open file
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Delete a Leave Type

Select the corresponding Leave type name and click onﬂ icon to delete bulk or click ® icon
under Actions to delete the individual leave type.

ioTi Company Complements Employee Device GPS  Attendance Access Reports  System  Apps To delete the multiple leave type | w @ nevo
10 lime Clou ipany ' pioy P ¥ PP! &
at once select the leave type
and click here
= Leave Type
& ~ ¥ L& m D C
Holiday N
N B LeaveName Repart Symbol Leave Color Action
Employee Document
Olz] - “ B (3]0
]
" - [0 CasvalLeave CAL . V|
[ Matemity Leave ML . V|
[0 Compassicnate Leave coL . P |
[] An;uaLeve AL Delete . V|
[ Business Trip BT o deles ord? . |
o -
. .
Click [Confirm] to delete the selected record.
Training Type
[{)ZKBioTimeCloud ('no: ts | Employce Device GPS  Attendance  Access Reports  System  Apps '™ @& DEMO
— Training Type
p]@ - Bo: - - -
Holiday [0 Training Neme Minsmum Unst Unit Round OFF Report Symbal Action
Employee Document
[0 Tramingoo1 1 Hour i 123 N |

Work Code

Add Training Type

Select [Complements] > [Add Training Type] click on [Add] icon then enter the required details and
click [Save] to add a holiday.
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[WZKBioTimeCloud Company Complements Employee Device

= Training Type

8 Configuration ~ Y

Affendance  Access  Reports  System

Holiday . .

Training Type / Add
Employee Document
Leave Type Training Name *
Work Code Minirum Unit *

Round Off *

Report Symbol *

~

Edit Training Type

»

Enter the required
. e details

Apps

'™ & DEMO

eEn: - - -
o

o Click on the Training Type Name or 7 icon in the same row of the under action to be edited.

o After entering the required details, click [Save] to save the details.

(ZKBioTimeCloud Company Complements Employee Deviee

Training Type

&8 Configuration ~ Y

Attendance  Access Reports  System

Hliday []  Training Name Minimum Unit Unit
Employee Document
[0  Trainingo01 1 ‘Hour
Leave Type
Work Code Teaiing Neme *
Training001
1
Hour -
Rownd OF* \ 9
Yes. -
Report Syzb Edit the required
123 details

Export a Training Type

Apps

Select [Complements] > [Training Type] click on [Export]
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Round Off

Yes

W @ DEMO

BO: coc

Report Symbol Action

e[
e —

icon, enter into the export interface. An
example of an export employee’s list and the export options are shown below:
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(MZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @ DEMO
= Training Type e
@ oo~ 7 BOLl- - -
Holiday []  Training Name Minimum Usit Uit Round O Report Symbol CSVExport | 4 ion
Employes Document Excel Expont
[  Trainingoo1 1 Hour Yes 123 9 PDF Export [ ]
TXT Export
Work Code
L [
QLT
CSV Export

Excel Export
PDF Export

TXT Export

File Type: if you want to export the file in Excel format, select Excel Export.

Excel Export

Default

=
Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.

Select “Encryption” whether it should be default or password

Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,
as shown in the figure below:

B Employee Document_20250218043247 xlsx
Open file
Delete a Training Type

Select the corresponding Training type name and click on ﬂ icon to delete bulk or click u icon
under Actions to delete the individual Training type.
Click [Confirm] to delete the selected record.
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@ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reporis System  Apps To delete the multiple work code

‘™ @ DEMO
at once select the work code
and click here
= Training Type
2 Configuration ~ Y & m H C
N W ‘Traming Name Minimum Unit Umt
Holiday . e

Round Off Report Symbol Action
Employee Document

e Traming001 1 Hour Yes 123 e @
Leave Type
] @)

Wark Code

Delete

Are you sure to delete this record?

6.1.5 Work Code

[HZKBioTime Cloud Com.o

GPS  Aftendance  Access  Reports  System  Apps

W @ DEMO
= Work Code
== > N B0-:s-c¢
Holiday [ WorkCode Work Code Name Last Activity Action
Employee Document
a o Onsite 2025-02-18 13:22:35 P |
Leave Type

Training Type

[ @)

Add Work Code

Select [Complements] > [Work Code] click on the [Add] @8 icon then enter the required details and click
[Save] to add an attendance code.

@WZKBioTime Cloud co

= Work Code

7

Employee Device GPS  Aftendance  Access Reports  System  Apps

W & DEMO

8 Configuration -~ Y

Holiday
Work Code / Add

Employee Document

Leave Type Work Code *

Training Type

Work Code e Work Code Name *

Enter the required
details.
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Edit Work Code

Click on the Work Code or # icon in the same row of the under action to be edited.
After entering the required details, click [Save] to save the details.

(JZKBioTimeCloud  Company Complements Employee Deviee GPS  Attendance  Access Reports  System  Apps W @& DEMO
= Work Code
 cospn + T BO- :- o ¢
Holiday [ Work Cose Work Code Name Last Activity Action
Employes Document
o Onsite 20050218 13:22.35 9 [}
Leave Type

Work Code n Work Code *

1

[ R

Edit the required
details

Export a Work Code

& . .
Select [Complements] > [Attendance Code] click on [Export] icon, enter into the export interface.
An example of an export employee’s list and the export options are shown below:

ioTi Company ~Complements Employee Device GPS  Attendance  Access Reports System  Apps W i DEMO
ioTimeClou: pany F ploy p ¥ pp: =
- Work Code e
@ cotpene ~ D-Llc o c
Holiday [ WorkCode Work Code Name Last Activity CSVExport | 4 en
Employee Document e Excel Export
. o Onsite 2005.02.18 132235 PDFEsport |© B
cave Type
N N TXT Export
raining Type
Work Code o

& [

CSV Export
Excel Export
PDF Export

TXT Export

File Type: If you want to export the file in Excel format, select Excel Export.
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Excel Export

Current Page

Default

Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.
Select “Encryption” whether it should be default or password

Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,
as shown in the figure below:

B Employee Document_20250218043247 xlsx
Open file
Delete a Work Code

Select the corresponding Attendance Code Name and click on ﬂ icon to delete bulk or click ®
icon under Actions to delete the individual Attendance Code.

@ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps To delete the multiple work code W @ DEMO
at once select the work code

and click here
‘Waork Code

& il

Configuration ~ Y = & m 9 C
Holiday - . . . §
o ‘Work Code ‘Work Code Name Last Activity Action

Employee Document

e 1 Onsite 2025-02-18 13:22:35 e@
Leave Type
Training Type
Work Code o

Delete

-4

Are you sure to delete this record?
o -

Click [Confirm] to delete the selected record.
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Employee

Employee

Employee

@ZKBioTimeCloud ~ Company (“""'ﬂ:o Device  GPS  Attendance  Access  Reports  System  Apps W & DEMO

Employee

[0 EmployeeD First Name Department Positien Email Area Fingerpeint Face Palm VL Face Action

O 3200363 utut Department Position nootir@lsyx24.com Not Autherized - - - - Fal O]

38 Approval Workflow v

Add Employees

Select [Employee] > [Employees] > [Add Employees] click on [Add] icon then enter the required
details as follows Profile, Account Settings Personal Information, Device Settings, Attendance Settings,
Document Settings, Mobile Settings, WhatsApp Settings, and click [Save] to add employees.
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WzKBioTimeCloud  Company Cnﬂwlo Device  GPS  Attendance Access Reports  System  Apps -
= Employee
~ ¥ ) -
2 I
Resign
Profil -
38 Approval Workflow Profile T
Account Settings —

Personal Information Employee ID Email

Device Settings

Aftendance Setting First Name * Last Name | @ !

Document Setting it
Mobile App Sett h%
ovile fpp Semngs Mobile Date of Toining o} .. ;
WhatsApp Settings s---
Photo
Department * - Area* -
Position * - Location -
OutDoor Mg - Employment Type -
Account Settings
M Web Login » AppLogin
Personal Information
Birth Dare i) Local Name Aadhaar No.
Motorcycle License Contact Tel Office Tel
Automobile License Religion City
Pernmanent Address Posteode Gender -
Enter the :
required details
Passport NO Nationaliry
Device Settings
Verification Mode - Device Privilege - R
Device Password Card NO. | @ ;
Encoll Device s L
Bio-photo

Attendance Setting

Enable Anendance - Enable Holiday -

Workflow Role -

Document Setting

+ Add Document

Dotument Valid up to Email Alert Alert Before (Day)

Norows

Mobile App Seftings
AppRaie

Joyee . B Mobile At Punch

WhatsApp Seftings

W Enable Whatsapp Alert

M Exception » Punch

Supervisor Mobile
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Profile

On the Add window, under Profile, you can enter the following data.

Profile

Employee ID * Ermnail *

First Name * Last Name @
Mobile Date of Joining (3

Phot

Department * v Areq * v

Paosition * v Location -

CutDoor Mng - Employment Type -

A brief note about the columns displayed on the Employee Interface.
Employee ID: Enter the identity number of each Employee.
Email: Enter the Electronic Mail ID of each Employee.

First Name: Enter the First name of each Employee.

Nick Name: Enter the defined common name of each Employee.
Last Name: Enter the Last name of each Employee.

Mobile NO: Enter the Mobile number of the Employee

Date of joining: Enter the joining date of each Employee.
Department: Select the Department names of each Employee.
Area: Select the located Area of each Employee.

Position: Select the Position name of each Employee.

Location: Select the location of each Employee.

Outdoor Mng: This function is for the employees who visit the client's place for business/service purposes.
It tracks the attendance and location of the employees who have been to the client's location. It is primarily
used by sales, support, and service teams when compared to other teams.

Employment Type: Select the required Employment Type Permanent or Temporary for the Employee,
based on the Employment discussion.

Photo: Click on the photo to upload the image of the Employee.
Account Setting

Web Login: if web login is enabled, the employee can access the software via the web interface.
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App Login: if app login is enabled,

Note: The Reset Client ID function is used in situations where the mobile app has an anti-passback feature
enabled. This feature ensures that after an employee log in and performs a clock-in on a specific mobile
device, they can only continue to clock in from that same device.

If the employee wishes to use a different phone to clock in, they must contact the administrator to reset the
Client ID, allowing the app to register the new device for attendance.

Personal Information
On the Personal Information tab, you can update the Employee's specific data.

Personal Information

Birth Date Local Name Aadnhaar Mo.
2020-03-14 = madhu 12345678909
Motorcycle License Contact Tel Office Tel
Automobile License Religion City
zenacr
Permanent Address Postcode | | -===== -
Passport NO. Nationality

Birthday: Enter the Employee's birth date. User can generate the Birthday report in Attendance Module.

Aadhaar No: Enter the Employee's 12-digit unique identification Aadhaar number issued by the
government.

Motorcycle License: Enter the Employee's driving authorization number issued by the government.
Automobile License: Enter the Employee's driving authorization number issued by the government.
Contact No.: Enter the personal or official contact number of the Employee.

Mobile: Enter the alternative or the wireless cellular phone number of the Employee.

City: Enter the Employee's city name.

Permanent Address: Enter the Employee's permanent address.

Email: Enter the Employee's official Email ID.

Birthday: Enter the Employee's birth date. User can generate the Birthday report in Attendance Module.
Office Tel: Enter the Employee's Office desk contact number.

Religion: Enter the religious practice of the Employee.

Gender: Select the sociocultural expression of the Employee from the drop-down list.
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Passport No.: Enter the Employee’s official travel document number issued by the government.
Nationality: Enter the legal Nation or the Country name of the Employee.

Postal Code: Enter the postal code number of the Employee.

Device Settings

On the Device Settings tab, you can set the Employee's Device Registration data.

Device Settings
Verification Mode Device Privilege

Fingerprint Only - Registrar -

Device Password Card NO. @

Enroll Device
Bio-photo

Verification Mode: This will be the mode of authentication through the device. Select the Employee's
Device verification mode from the list.

Device Privilege: Select the Device authorization type of the Employee.
Card No.: Enter the Card number which will be used for authentication of the Employee.

Device Password: Set the personnel password for the device. The black-and-white T&A device supports
passwords with only five digits. The color-screen T&A device supports passwords with only eight digits.
Passwords with digits exceeding the specified length are cut out by the system automatically. When you
change a password, clear the old password in the text box and then enter the new password.

Enroll Device: This field is automatically updated with the Device Serial Number after the Employee is
registered in that Device.

Attendance Settings

On the Attendance Settings tab, you can set up the presence and absence settings for the Employee.

Attendance Setting

Enable Attendance Enable Holiday
Enable hd Enable v
Workflow Role -

Enable Attendance: The attendance will be enabled by the Employee by default. You can disable the
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attendance by selecting No from the list.

Enable Holiday: The holidays will be enabled by the Employee by default. You can disable the holidays by
selecting No from the list.

Workflow Role: Select the required request process administration flow for the Employee.

Document Setting
On the Document tab, you can update the verified or submitted document details of the Employee.

This option gets enabled only when the new Employee is added successfully.

Document

Document * -

Email Alert

No b

Click here to add Enter_ the
document required

Alert Bef D
document ert Before (ey)

detatils 0

* Document | No file selected

d piscara

On the Employee Interface, click the Add icon, fill in the required employee details, then click on
Document Settings to enter and update the necessary document information for the selected employee.

Note: Please make sure that the specific Documents' ID, to be submitted, is already added in the console.
Employee Documents: Enter the Employee Document ID
Valid Up to: Select the Employee's submitted or verified document's validity.

Email Alert: Select either YES or NO from the drop-down list to acknowledge when the document's validity
ends.

Alert Before: To notify you about the expiry date of a specific document, select the number of days in the
'Alert Before' field.

%+ Document

Click button to upload the required documents then click Confirm, to save the
updated information.
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Mobile App Settings

On the Mobile App Settings tab, you can set mobile application access for the Employee.

Mobile App Settings
App Role

Maobile Att Punch

Reset Client

App Role: Here you can select the privilege of the Employee on the mobile application interface as
"Employee" or "Administrator".

Employee v

Mobile Att Punch: This feature is used to restrict the usage of credentials to a single device. When it is
enabled, you will be logged out of the current device, and you can login into another device.

Note: The Reset Client ID function is used in situations where the mobile app has an anti-passback feature
enabled. This feature ensures that after an employee log in and performs a clock-in on a specific mobile
device, they can only continue to clock in from that same device.

If the employee wishes to use a different phone to clock in, they must contact the administrator to reset the
Client ID, allowing the app to register the new device for attendance.

WhatsApp Settings

On the WhatsApp Settings, you can set WhatsApp application access for the Employee.
WhatsApp Settings

@ tnable Whatsapp Alert

@ cxception @ Funch

Supervisor Mobile

WhatsApp Alerts: If this action is enabled for Organization WhatsApp message, it automatically reports on
the Employee's mobile, about the organization message through push notification. The Status will be in
Inactive/No mode by default, and you can select Yes to enable it for the Employee if required.

Punch Option: This action allows the Employee to punch for attendance through the WhatsApp message
link. This option will be in disabled/No state by default, and you can select Yes to enable it for the Employee
if required.

Exception Option: It lets the Employee send or notify their Organization message or status through the
WhatsApp application. The Status will be in disabled/No mode by default, and you can select Yes to enable
it for the Employee if required.
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Click Confirm, to save the updated information.

Edit Employees

Click on the 4 icon to edit the employee's details.
After Editing the required details, click [Save] to apply the changes.
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OrxGiTmecions coves confg) 2]

Employee

2% Employes ~ Y n =4 k] :
Employee e [0 EmployeelD Fiirst Name Department Position Fmail Area Fingerprint Face Patm VL Face Action

Resign

Device GPS  Aftendance  Access Reports  System  Apps W @& DEMO

[
(e
B
@
Q

O 32006 uiat Department Bosition nootir@ly2h.com  Not Authorized - - -
& Approval Workflow
Employee / Edit e E Dy
Profile Profile -
Account Settings : Eaal
Personal Information nootir@lsyx24.com
Device Settings First Name *
Attendance Setting utot Last Name @
Document Setting
Mobile App Settings
op Sertng Maobile Date of Joining ]
Whats/App Setings
Photo
ot Authosized -
- Locat: -
Mng Employment Type
Disable P — -
Account Settings
» WebLogin » AppLogin
Personal Information
Birth Date o] Local Name Aadhaar No
Motoreycle License Contact Tel Office Tel
Automobile License Religion City
Edit the s
. . Permanent Address Postcode P -
required details
Enroll Device

Bio-photo
Attendance Setting

Ensble Atiendan Ensble Holide

Enable v Enable

Workflow Role

Document Setting

Document Valid up to Email Alert Alert Before (Day)
WhatsApp Settings

Norows

Mobile App Settings

AppRoke
B» Mobile Att Punch

Employee -

WhatsApp Seftings

I Enable Wharsapp Alert

2 Exception » Puach

Supervisor Mobile

Import Employee

Organizations can download the list of employees in the company to their device. Select [Employee] >

1
[Employees] clicks on [Import] ~— icon, then click on Download Template, add data in the template, and
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downloads.

then click on Choose file, select the file to be imported. Click on Confirm to import the file and check in

[DZKBiOTimEC\Oud Company Complements Employee Device  GPS  Aftendance  Access  Reports  System W™ @ DEMO
— Employee
&% Employee ~ Y P 4 m 9 C
o [0 Employeed Farst Name Department Position. Email Face VL Face Action
Resign Import Document
0O 3200363 uiut Department Position. nootir@lsyx24.com Not Authorized - . Fa o)
38 Approval Workflow + Import Photo
Employee / Import e ﬁ Discard
# Upload | No file selected
No
Template Demo: # Download Template | o
A B c D E G H 1 K L M
Employee ID*  First Last Department Pasition Date of Card Area Mobile Birth Aadhaar No.
1 . 5 - 8 Gender Email * %
* Name * Name Code * Code * Joining NO.* Code * * Date *
0001 XXX 1 2024-01-01 12345 1 M 18911111111 1@1.com 12345
3 0002 XX 1 1 2024-01-01 12346 1 M 18911111112 2@1 com 23456
Description:

1. The header in the templa
2. The columns header with
3. The columns header with

ile is required.
are required fields.
* are unique fields.

Import Document

Click on icon, then click on Import Download, add data in the template, and then click on Choose file,
select the file to be imported. Click on Save to import the file and check in downloads.

(UZKBioTimeCloud  Company Complements Device  GPS  Attendance  Access  Reports  System  Apps ™ @ DEMO
Employee
Jrp—— N 0 - 4 mo c
[0 Employeeld First Name Department Position Email Area Fingerprint Face P Import Employee VL Face Action.
O 320038 ot Department Position B0CRIsYX24.c0m Not Authorized - Fal RO
8 Approval Workflow Import Photo
Employee / Import 0 Discard
# Upload | Nofile selected
o - e
No -
Template Demo: # Downlead Template | o
A B @ D E
1 Document No. * Employee ID Valid up to Email Alert * Alert Before
0001 1 2024-01-01 Yes 3
0002 1 2025-11-08 No
Description:

1. The header in the template file is required.
2. The columns header with ™ = ~ are required fields.
3. The columns header with * % " are unique fields.
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Import Photo

Clickon

icon, then click on Import Photo, add data in the template, and then click on Choose file, select

the file to be imported. Click on Save to import the file and check in downloads.

(UZKBioTimeCloud  Company Complements FEmployee Device GPS  Attendance
= Employee
A% Employes ~ Y
o [0 Employeem First Name Department Position
Resign
O 3emea wtut Department. Position

. Approval Workflow  ~

Employee  Import Photo

@

Access  Reports  System  Apps

Email Area Fingerprint

nootir@lsyaddcom Mot Autborized

s
Ne

Ignore Ermor*
No
Nofice:

1.The name of photo must be employee ID.
2.The size of photo maximum 25kb.
3.The employee photo must be .jpg format

Department Transfer

W @ DEMO

Face P Import Employee VL Face Action

Import Document

O ] "

This function lets you transfer the Employees between Departments or the Sub departments within the

(MZKBioTimeCloud Company Complements Employee Deviee GPS  Attendance
= Employee
A% Employee - Y
[ @ - ,
iployee ID First Name Department Positicn
Resign
ot Department Position

9 3200363
S Approval Workflow

1 row selected
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Access Reports  System  Apps

Email Area Fingerprint

'™ # DEMO

o Department Transfer VL Face Action

Position Transfer

‘nootir@lsyx24 com Net Authorized B KO
Move To New Area 789
Copy To New Area
Holiday Transfer
Pass Probation
Resignation
Department Transfer
O Department
O Rr&D
E
Select the required
department
Rowsperpage: 10« 1-1ofl 1 | Page
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Transfer Employees Department or the Sub-department

On the Employee interface, select the required Employees from the list to move to another
Department or the Sub-department.

Clickon = icon then select the Department Transfer from the dropdown list.to transfer the selected
Employees.

On the Department field, select the required Department or the Sub-department from the drop-
down list.

Click Confirm, to ensure and transfer the selected Employees to the required Department or the Sub-
department.
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Position Transfer

(UZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance Access Reports  System  Apps W @ DEMO
= Employee o
2% Exployee R u # o4 i L mH C
o Employee ID First Name Department Position Email Area Fingerprint Face  Department Transfer VLFace Action
O [——]
9 3200363 iut Department Position Dootir@lsyx2d.com Not Authorized - - Pl EO!
3¢ Approval Workflow Maove To New Area
Copy To New Area
Holiday Transfer
Pass Probation
Pesition Transfer Resignation
O Postion
O Developer \ e
Select the required
position
1 row selected Rows perpage: 10 = -1of1 n 1

Transfer Employees Position or the Sub position

On the Employee interface, select the required Employees from the list to modify their Position or
Sub position.

Click on = icon then select the Position Transfer from the dropdown list to transfer the required
Employees' existing Position or the Sub position

On the Position field, select the required Position or the Sub position from the drop-down list.

Click Confirm, to ensure and move the selected Employees to the required Position or the Sub-
department.

Move to New Area

This function lets you shift the Employees from the existing Area or the Sub-area to another Area in different
location.
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[@ZKBioTimeCloud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps W i DEMO

= Employee o

PR BO0E: - : + oo e
o Employee ID First Name Depastment Position Email Area Fingerprint Fxe  Department Transfer VLFace Action

Resign Postion Transfer

e 3200363 ot Department Posttion nootir@lsyx24 com Not Authorized - - Fa O]
2 Approval Workflow o Move To New Area

Copy To New Area
Move To New Area Holiday Transfer
Pass Probation

Resignation

Select the
area

1 10w selected Rows perpage. 10 ~ I-lofl n 1 | Page

Transfer Employees Area or the Sub-area

On the Employee interface, select the required Employees from the list to modify their Area or the
Sub-area.

Click on = icon then select the Move to New Area Transfer from the dropdown list to shift the
required Employees' existing Area or the Sub-area

On the Area field, select the required Area or the Sub-area from the drop-down list.

Click Confirm, to ensure and shift the selected Employees to the required Area or the Sub-area.

Copy to New Area

(UZKBioTimeCloud  Company Complements Employse Device GPS  Attendance Access Reports  System  Apps W™ @ DEMO

Employee e
Sime  n aoE: - :
o Employee ID First Name Department Postien Email Area Fingerprnt Face Department Transfer VL Face Action

Resign Position Transfer

9 3200363 ot Department Position oootr@lyx2M.com Nt Authorized - V4l O]

Move To New Area

(|

Holiday Transfer

¢ Approval Workflow

Copy To New Area
Pass Probation

Resiguation
Area* -

r

e‘ Select the area l

—
G Confim Discard
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Transfer Employees Area or the Sub-area

On the Employee interface, select the required Employees from the list to modify their Area or the
Sub-area.

Click on — icon then select the Copy to New Area from the dropdown list to shift the required
Employees' new Area.

On the Area field, select the required Area or the Sub-area from the drop-down list.

Click Confirm, to ensure and shift the selected Employees to the required New Area.

.
Holiday Transfer
(WZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports  System  Apps W @ DEMO
= Employee e
~ Y u #oaA 0 & m H C

Employee ID First Name Department Position Email Area Fingerprint Face  Department Transfer VLFace Action

Resign Position Transfer
3200363 utut Department Position ‘nootir@lsyx24 com Not Authorized - PR O]
Move To New Area

Copy To New Area

e Holiday Transfer

Pass Probation

& Approval Workflow

Holiday Transfer
Resignation

™~
Select the
6 location

e -

110w selected Rowsperpage: 10 = I-lofl (1] 1 | Page
Transfer Employees Location or the Sub-Location

On the Employee interface, select the required Employees from the list to modify their Location or
the Sub-Location.

Click on = icon then select the Holiday Transfer from the dropdown list to transfer the required
Employees' existing Location or the Sub-Location

On the Holiday Transfer field, select the required Location or the Sub location from the drop-down
list.

Click Confirm, to ensure and migrate the selected Employees to the required Location or the Sub
location.
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Pass probation

[MDZKBioTimeCloud

Employee

&% Employee ~ Y

[==1Q

Resign

e 3200363
38 Approval Workflow

Employee ID

Company Complements Employee  Deviee  GPS

Attendance  Access  Reports  System
First Name Department Positicn Email
utut Department Positien. nootir@lsyx24 com

Pass Probation

e to pass the

Apps

Area Fingerpeiat

‘ot Autherized

W @& DEMO
u WA L& m D C
Face D:pan.rnrni Transfer VL Face Actioa
Position Transfer
Fa o)

Move To New Area
Copy To New Area
Holiday Transfer

O]

Resignation

« On the Employee interface, select the required Employees from the list to pursue as their position

permanently.

« Clickon " icon then select the Pass Probation to give the selected Employees, a permanent or

regular role.

» Click Confirm, to grant the selected Employees' job to a permanent role.

Resignation

This function lets you authoritatively terminate,

based on your organization standards.

(ZKBioTime Cloud

Employee

&% Employee - Y

@
Resign
2 3200363

. Approval Workflow

Employee ID

1 row selected
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Company ~Complements Employee  Device  GPS

First Name Department Position Email

ot Department Position ootisZisyx2d.com

Resignation

Attendance  Access  Reports  System

Apps

Area Fingerprint

Not Authorized

relocate the Employees' regular or permanent position

‘W @ DEMO

BOE = = ¢«

Fae  Department Transfer VLFace Action

m o ¢

Position Transfer
Move To New Area
Copy To New Area
Holiday Transfer

Pass Probation

o

Excessive absences

erstion Exd Data *

18

Disable

Enter the required
details
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Employees' Resignation

On the Employee interface, select the required Employees from the list to terminate or transfer their
position permanently.

Click on — icon then select the Resignation from the dropdown list to officially terminate or
transfer the selected Employees.

On the Resignation Date field, select the last working day of the Employee, on the Resignation
Type, select the mode of Resignation and enter the report generation end date.

On the Attendance field select Enable to calculate attendance till the last working date or select
Disable to stop the attendance calculation and on the Reason field, write the reason for resigning
or transferring the selected Employees.

Click Confirm, to grant the selected Employees either the transfer or the resignation from their
responsibility.

Enable/Disable Mobile App Access to Employees

On the Employee module, click Employees to enable or disable Mobile Application Access to Employees.

Enable App

This function lets you allow the Employees to operate our Application Software on the mobile device.

(UZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance Access Reports  System  Apps W @ DEMO
= Employee 0
BO-FH: =050
First Name Department Position Email Area Fingerprint Face o Enable App VL Face Action
Disable App
utut Department Position Dootir@lsyx24.com ‘Not Authorized - PR O]
Enable App
App Login
e Out
oEa
1 ted Rows per ps 1 -1 of 1 n 1

Enable Mobile App
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On the Employee interface, select the required Employees from the list to permit the use of
Application Software in their mobile device.

Clickon # jcon then select Enable from the dropdown list to function the Application Software on
the selected Employees' mobile device and select the Mobile App Login, Mobile Att Punch, Mobile

Outdoor Status.
Click Confirm, to allow the selected Employees to operate the Application Software on the mobile

device.

Disable

The disabled function lets you disallow the Employees to operate our Application Software on the mobile

device

(UZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance Access Reports  System  Apps W @ DEMO
= Employee o
2% Emplogee P ¢ u = L : & m o C
o Employee ID First Name Department Position Email Area Fingerprint Face Enable App VLFace Action
Resign o Disable App
9 3200363 utut Department Position nootir@lsyx24.com Not Authorized - PR O]
& Approval Workflow
Disable App
App Login
e Mobile Ant Punch
Mobile Outdoor Status
o [E=m-
Rowsperpage: 10 v I-lofl (1] 1 | Page

Disable Mobile App

On the Employee interface, select the required Employees from the list to deny the use of
Application Software in their mobile device.
Click on i jcon then select Disable from the dropdown list to stop the Application Software on

the selected Employees' mobile device.
Click Confirm, to disallow the selected Employees to operate the Application Software on the mobile

device.
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Resynchronize to device

(UZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance Access Reports  System  Apps W @ DEMO

Employee

2% Exployee . ¥ u = @ oa L& m o C
[ @) > | e

Department Position Email Area Fingerprint Face o Action
Resign Re-upload from device
9 3200363 utut Department Position acotir@lsyx24.com Not Authorized - Faa O]
& Approval Workflow

Delete Biometric

Resynchronize to device

Are you sure you want to resynchronize

1 row selected Rows perpage: 10 -l of1 n 1 | Page

Resynchronize Employee Data from Software to Device

On the Employee interface, select the required Employees' data from the list to sync or merge with
the Device.

Clickon  icon then select Resynchronize to device from the dropdown list to sync or merge the
selected Employees' data to the Device.

Click Confirm, to sync the selected Employees' data to the Device.

Re-upload from device

@ZKBioTimeCloud Company Complements Employee Deviee GPS  Attendance Access Repors System  Apps W @ DEMO

Employee e

2% Employes ~ v u = omooa L m o C
b gD | Fm e _— -

Fingerprint Face Ps Resynchronize o device Action
Resign o Re-upload from device
e 3200363 vt Department Position nootir@lsyx24 com ‘Not Authorized - P O]
98 Approval Workflow v Delete Biometric
Re-upload from device
Q|-
o= -
1 1ow selected Rows perpage: 10 = 1-1ofl (1] 1 | Page
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Re-upload Employee Data from Device to Software

On the Employee interface, select the required Employees' data from the list to sync or merge from
the Device.

-

Clickon ° icon then, click Re-upload from device, to sync or merge the selected Employees' data
from the Device.

On the Device field, select from the drop-down list either All, to sync or merge the selected
Employees' data from all the connected Devices, or select Specified, to sync or merge the selected
Employees' data from the specific Devices only.

On the Device field, if you select Specific, then on the Serial Number field enter the serial numbers
of the Devices from which you need to sync the Employees' data to the Software.

Click Confirm, to sync the selected Employees' data from the Device to the Software.

Delete Biometric

({)ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps

Employee

First Name Department Position Email Area Fingerprint Face

utut Department Position nootirZlsyxMcom Nt Authorized

Delete Biometric

“ ~_ 0
Enter the
required details
No -

No

oE=a -
1 10w selected Rows perpage: 10 ~ I-lofl n 1 | Page

Delete Biometric Template from the Device

On the Employee interface, select the required Employees from the list to delete their Biometric
Impression from the Device.

Clickon ° icon then, click Delete Biometric to delete the retained Biometric Impression of the

selected Employees from the Device.
On the Fingerprint, Face, Finger Vein, VL Face and Palm drop-down list boxes, select Yes, to delete

the retained Biometric Impression or select No, to keep the same (it is No by default).
Click Confirm, to remove or delete the unrequired Biometric Impressions of the selected Employees.
Click Confirm to remove the selected Work Codes from the Device.
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Export

et

Select [Employee] > [Employees] clicks on [Export] icon, to enter into the export interface. An
example of an export employee’s list and the export options are shown below:

[@ZKBioTimeCloud  Company Complements Employee Device GPS  Attendance  Access Reports  System  Apps '™ @ DEMO
= Employee e
JE— .Y Ban-:= - : m o C
. CSVE
o Employee ID First Name Department Position Email Area Fingerprint Face Patm VL Face XPOM | nction
Resign Excel Export
. ) 3200363 umt Department Postion soolr@ieycom  NotAuthorized - e POF Export | W D
& Approval Workflow v
TXT Export
1 row selected Rowsperpage: 10 = i1 of1 n 1

&

CSV Export
Excel Export
PDF Export

TXT Export

File Type: if you want to export the file in Excel format, select Excel Export.

Excel Export

Default

Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.
Select “Encryption” whether it should be default or password

Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,
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as shown in the figure below:

B Employee Document_20250218043247 xlsx
Open file
Delete

Select the corresponding Employee Id and click on ﬂ icon to delete bulk or click ® icon under Actions to
delete the individual Employee Id.

(DZKBioTimeCloud  Company Complements Employee Deviee GPS  Aftendance Access Reports  System  Apps To delete the multiple Employee " @& DEMO
— at once select the Employee ID
and click here
. Employee
A% Employee - v =2 & m DH ¢
o Employes ID Firat Name Department Positicn. Email Area Fingerpriat Face Palm VL Face Action

Resign

e 3200363 utut Department Position nootin@lsyx24.com Not Autherized E - - - 9 E Fo)

3 Approval Workflow

Delete
Are you sure to delete this record?
1 row selected Rows perpage: 10 = 1-lof1 1] 1 | Pag

Click [Confirm] to delete the selected record.
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Resign

This function lets you authoritatively terminate and relocate the Employees' regular or permanent position
based on your organization's standards.

(()ZKBioTimeCloud  Company Cnmlﬂdo

GPS  Aftendance Access  Reports  System  Apps

W @& DEMO
— Resign
rren? BO: : 8 « ooc
Employee [0 Employee D First Name Department Position Resign Date Resign Trpe End Date Of Report Ge. Attendance Resign Reason Action
=10
O s3omes e Department Position 2025-02-18 ‘Excessive absences 2025-02-18 Disable S0
& Approval Workflow
Add Resign
(UZKBioTimeCloud  Company Complements Employce Device GPS — Atfendamce  Access  Reports  System  Apps W @ DEMO
—_ Resign
28 Eployes P e # 2 B & m D C
Employee
Resign / Add Discard
. Approval Workflow Eemployee * -

Enter the
required details

Resign Reason 4

Rowspapage: 10~ I-lofl [ ] 1| Page

On the Resign interface, click on the icon to add the Employees' information for resignation.

On the Add window, select the required Employees' names from the list.

The selected Employees' names will be reflected on the drop-down list.

Use the Employee ID and Name to search for the required Employees in the drop-down list.

On the Resign Date field, select the last working date of the selected employees.

On the Resign Type field, select the kind of resignation from the drop-down list.

On the Disabled Attendance field select Enable to calculate attendance till the last working date or
select Disable to stop the attendance calculation.
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On the Resign Reason field, based on the type of resignation write the reason for resigning the

selected Employees.
Click Save, to update the resignation details for the selected Employees.

Delete
The delete function lets you remove or discard the existing resignation details of the Employees from the

@ZKBioTimeCloud Compay Complements Employee Device GPS  Attendance Access Reports System  Apps To delete the multiple resign at W @ DEMO
once select the Employee ID
and click here
= Resign
- Y #= & B & m H ¢
Employee ID Furst Name Department Position Resign Dale Ead Date Of Repart Ge. Attendance Resign Reason Acti
o 9 3200363 utut Department Positic 2025-02-18 2025-02-18 Disable e E
38 Approval Workflow
Delete
Arse you sure to delete thas record'
oEm

Delete the existing Department or a Sub Department

On the Resignation interface, select the required Employees' resignation details from the list.
Select the corresponding Employees' resignation details and click on ﬂ icon to delete bulk or click
¥ icon under Actions to delete the individual Employees' resignation details.

Click Confirm, to delete the selected Employees' resignation details from the list.

Rehire

On the Employee module, click Resign and then click Rehire to reinstate the terminated Employee’s

Account.

Rehire function lets you revive or restore the Employees from the resignation list.
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({)ZKBioTime Cloud

Resign

il

= 1@

38 Approval Workflow v

Company Complements Employee Device  GPS

Depantment

Department

Attendance  Access Reports  System  Apps
Position Resign Dat Resign Type
Position 025-02-18 Excessive absences
Rehire
&) =

Reinstate the Employees from the Resignation list

End Date Of Report Ge

2025-02-18

W & DEMO

(3
F n L B & m O C

Attenx Resign Reason Action

-

Disable Vs

On the Resignation interface, select the required Employees from the resignation list.

Click on Rehire ™ icon, to restore the selected Employees from the resignation list.

Click Confirm, to restore the selected Employees from the resignation list.

Import

Company ~Complements ~ Employee  Device

(WZKBioTime Cloud

Resign

~ Y

Resign / Import

Attendance  Access  Reports  System  Apps

36 Approval Worklow * Upload | Nofile selected

End Date Of Report Generation *

2024-01-01

2024-01-01

~
Template Demo: # Download Template I o
A B c
1 Employee ID * Resign Date *
NO.1 2024-01-01
NO2 20240101
Description:
1. The header in the template file is required.
2. The columns header with * * * are required fields.

3. The columns header with "% * are unique fields.

D

Resign Type *

1

1

Import a new update the existing Employees' Resignation details

. . . . +
On the Resignation interface, click on *~
Employees' resignation details.

W @i DEMO

m 9 cC

2]
n £ H &
oma--

E F
Attendance Resign Reason *

e

true

Import icon to import a new or update the existing

Click Download Template, to view and imply the same structure format specified on the template

document.

Please make sure that the document which is to be imported follows the guidelines specified in the

description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.
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Based on the import type, there are two options available in the Existing Data field.

Choose Overwrite, if the existing Employees' resignation details on the Software needs to be
updated with the imported document.

Choose Ignore if the modification is not required for the existing Employee data on the Software.

Click Save, to ensure and import the saved data file to the software.

Export

4
Select [Employee] > [Resign] clicks on [Export] ~ icon, to enter into the export interface. An example of
an export employee’s list and the export options are shown below:

(MZKBioTimeCloud Company Complements Employee Deviee <GPS  Aftendance Access Reports System  Apps W # DEMO
_ Resign e
= J & B0+ - oldo o e
Employee [] Employeed First Name Departmen Position Resign Date Resign Type End Date OfReport Ge...  Attendance ResignReasa| ©5F SO | 4 von
(1] Excel Expon
: ) 0O 300 ut Department Position 2025-02-18 Excessive absences 20050218 Disable e PDFExport |* B
3 Approval Workflow v
TXT Export
Rows perpage: 10 = 1-1ofl (1] 1
& [
QT
CSV Export

Excel Export
PDF Export

TXT Export

File Type: if you want to export the file in Excel format, select Excel Export.
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Excel Export

Default

Select the “Current Page" to export the data for the current page.

Select "All" to export all the data.

Select “Encryption” whether it should be default or password

Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,

as shown in the figure below:

B: Employee Document_20250218043247 xlsx

Open file

Disabling Employees' Attendance

On the Employee module, click Resign, and then click to Disable the Employee’s Attendance.

Disable Attendance

Disable Attendance function lets you end the attendance calculation for the resigned or the transferred

Employees based on your organization standards.

[)ZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance  Access Reports  System  Apps W™ @ DEMO

_ Resign o
- R ¢ BO: (e8]« oo c

Employee Employee ID First Name Department Position Resign Date Resign Trpe End Date Of Report Ge. Attendance Resign Reason Acti
[=-1@

3200363 e Depanment Position 2025-02-18 ‘Excessive absences 2025-02-18 Disable P |
8 Approval Workflow +
Disable Attendance
o= -
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Disable attendance for the Employees

On the Resign interface, select the required Employees from the resignation list.

Click Disable Attendance icon, to stop the attendance calculation of the selected Employees
from the resignation list.

Click Confirm, to disable or end the selected Employees' attendance calculation from the resignation
list.

Edit
The edit function lets you edit the existing resignation details of the Employees from the list.

[MZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports System  Apps W # DEMO

Resign

-~ ¥ BO: : 8 ¢+ moec
Employee ID First Name Department Position. Resign Date. Resign Type End Date Of Report Ge Attendance Resign Reason Action
3200363 utat Department Position 20250218 Excessive absences 2025-02-18 Disable e i
Resign / Edit ol Discard

—
3200363 utut
2025.02-18 ]
Excessive absences

“
2025-02-18 =]

Enter the required
9 details

Disable

Edit the existing Department or a Sub Department

On the Resign interface, select the required Employees' resignation details from the list.

Click Edit # to edit the selected Employees' resignation details.
Click Save, to apply changes to the selected Employees' resignation.

Approval Workflow

Our Approval Workflow module eases you to manage the most complex process with a dedicated
approval administration plan, so you need not invest time sticking to emails, tracking down records for
auditing purposes, sharing Excel or Word documents and making phone calls.

This completely evades the impossibility of tracking the progress of the request and increases the
transparency in your organization.

On the Approval Workflow module, you can create a request and approver process flows, for Employees,
Leads, and Managers to submit requests for approvals or to track the approval workflow and the progress
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of the approval, which eases the Auditors to get the complete records of every request.

Role

Our Role interface eases you to assign more than one employee for a single or the multiple workflows with
the approval authority which equips greater flexibility and helps to reduce the number of requests left
pending without approval.

On the Employee module, click Approval Workflow, and then click Role to go to the Role Interface

(@ZKBioTimeCloud  Company (_'mmple Employce| Device GPS  Attendance Access Reports  System  Apps W # DEMO

Role

Employee [0 ReleCode Role Name Description Total No. of Employees Action

On this Interface, you can add a new or delete the existing approver Roles and even enables you to switch
or move a new or assigned Employees between Roles.

Some common examples of approver Roles include “Senior Manager”, “Manager”, “Team Lead”, “HR” and
more.

The following field parameters are described below:
Role Code: Displays the unique Role code number.

Role Name: Displays the Role name.

Description: Displays a brief explanation about the Role.

Total No. of Employees: Displays the total Employee countin a Role.

Creating the Roles [Add]

Add function lets you create an approver Role, with the description of the Role, and unique Role Code in
your Organization.
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(JZKBioTimeCloud  Company Complements Employce Device GPS  Attendance Access Reports  System  Apps

W @& DEMO

= Role

Enter the required
details

Create a new approver Role

On the Role interface, click Add & icon to create a new Role.

On the Role Code field, enter the unique Role Code for the new Role.
On the Role Name field, enter the name of the new Role.

On the Description field, provide the details about the new Role.
Click Save, to update the newly created approver, Role.

Deleting the Roles

The Delete function lets you remove or discard the existing approve Role from the list.

(ZKBioTimeCloud  Company Complements Employce Device GPS  Aftendance  Access Reports  System  Apps To delete the multiple roles at W @ DEMO
once select the role code and
click here
= Role
A% Employee - Y =2 & m H C
Employee Role Code Role Name Description Total No_ of Employees Action
Resign
2 IET o o 3100
& Approval Workflow
=10
Flow
Node Delete
Are you sure to delete this record?
o[Ea| -
1 1ow selected

Rows perpage: 10 = 1-1ofl (1] 1
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Delete the existing approver Roles

On the Role interface, select the required approver Roles from the list to delete.
Click Delete ﬂ to delete the selected approver, Roles.

Select the corresponding approver Roles from the list and click on ﬂ icon to delete bulk or click ®
icon under Actions to delete the individual approver Roles details.

Click Confirm, to delete the selected approver Roles from the list.

Edit the Roles

The Edit function lets you edit the existing approver Role from the list.

(@ZKBioTimeCloud  Company Complements EFmployee Device GPS  Attendance  Access  Reports  System  Apps W @ DEMO
= Role
P s—— -~ v B0O:- :ooc
Employes [0  RoleCode Role Name Description Total No. of Employess Action
Resign
o - oot 0 e §
$8 Approval Workflow ~
=10 Rl / Edit O
Flow Fole Code®
Nod !
— N
001 Edit the required
details

Edit the existing approver Roles
On the Role interface, select the required Roles from the list to edit.

Click Edit 7, to edit the selected approver, Roles.
Click Save, to edit the selected approver Roles from the list.

Personnel Transfer

Clickon " icon to transfer personnel as per requirement. In the Personnel Transfer dialogue box select an
employee which gets reflected in the right-side column. Click on Confirm to transfer selected personnel.

Pagel9 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud

User Manual

(WZKBioTime Cloud

= Role

&% Employee -~ Y
Employes Rote Code
Resign

1
9 Approval Workflow

Flow

Node

1 row sclected

Export

Company ~ Complements Employes

Personnel Transfer

& Q

[0 Department

O r&D

Device
Role Name:
st

Emplovee

Eumployee ID

GPS  Aftendance  Aceess Reports  System  Apps

Description

P

First Name Last Name Employee ID
ot 3200363
Rowsperpage: 10~  1-lofi

Select [Employee] > [Approval Workflow] > [Role] click on [Export]
interface. An example of an export employee’s list and the export options are shown below:

(HZKBioTime Cloud
= Role
&% Employee ~ Y
Employes Role Code
Resign
1

98 Approval Workflow &

Flow

1 row selected

File Type: If you want to export the file in Excel format, select Excel Export.

Pagel|9%

Company Complements  Employes

D

evice GPS

Role Name

test

Attendance  Access  Reports  System  Apps

Description

001

& [

CSV Export
Excel Export
PDF Export

TXT Export

'™ # DEMO

m 9 C
Total No. of Employees Action
o s 0

First Name LastName

1 | Page
6 conm M

o

icon, to enter the export

™ @ DEMO

=
n:rm@c

CSVE:
Total No. of Employees XPOrt | pction

: ©

Excel Export

PDFExport | F W

TXT Export

Rowsperpage: 10 =

ot 1| Page
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Excel Export

Default

=
Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.

Select “Encryption” whether it should be default or password

Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,
as shown in the figure below:

B: Employee Document_20250218043247 xlsx
Open file

Flow

Our Flow interface facilitates for you to generate an end-to-end approval process which creates an
automatic routing that transfers the request from one approver to the other does not require any manual
supervision and drives down any unstructured approval progression.

On the Employee module, click Approval Workflow, and then click Flow to go to the Flow Interface.

(UZKBioTimeCloud  Company <_'m|p1=o Employee | Device GPS  Aftendance  Access Reports  System  Apps '™ @ DEMO

Flow

Request Type Requester Position Department Action

Manual Log Developer P |

Rowsperpage: 10 i-1of1 (1] 1 | Page
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On this Interface, you can add a new Flow, delete the existing Flow, create, or delete approver nodes, and
assign or adjust employees for different request types.

Some common examples of approval Flow include “Compensation Leave Approval”, “Medi-Claim Approval”,
“Holiday Approval”, “Travel Approval” and more.

The following field parameters are described below:

Flow Code: Displays the unique Flow code number.

Flow Name: Displays the Flow name.

Start Date: Displays the start date of a Flow.

End Date: Displays the end date of a Flow.

Request Type: Displays the reason or the type of request of a Flow.
Requester: Displays the person requesting it.

Position: Displays the selected Employees’ Position.

Department: Displays the selected Employees’ Department.

Edit the Flow

Edit function lets you edit the existing approval Flow from the list.
Edit the existing approval Node

On the Flow interface, select the required approval Flows from the list.

Click Edit 4 icon, to edit the selected approval Flows.
Edit the required details and click Save, to apply the changes to the Flow from the list.
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= Flow
P - Y O:°2=:«oo0c
Employee O FlowCode Flow Name Start Date End Date Request Type Requester Positic Department Action
Resign
0O s fghfy 20250219 20050220 Manual Log Developer i
3 Approval Workflow o
. Flow / Edit e Discart
~10
fog fghy
Node
act D EadDate*
Manual Log 2025-02-19 = 2025-02-20 (0]
Developer Edit the required
details
Node Number Node Name
12345 i PR,

Deleting the Flow

Rows per page: 10 =

-lof1 [ 1] 1 | Page

The delete function lets you remove or discard the existing approval Flow from the list.

[JZKBioTimeCloud Company Complements Employse Deviee
= Flow
&% Employee ~ Y

Employee Flow Name

e Flow Code
Resign
38 Approval Workflow [}
Role
®

Node

fghiz

Delete the existing approval Node

GPS

Attendance  Access  Reports

Start Date End Date

20250219 20250220
Delete

System

Apps

To delete the multiple Flow at
once select the flow code and
click here

W & DEMO

¢ On the Flow interface, select the required approval Flows from the list.

e Select the corresponding approver flow from the list and click on ﬂ icon to delete bulk or click ®
icon under Actions to delete the individual approver flows details.

¢ Click Confirm, to delete the selected approval Flows from the list.
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Add for Department
The Add for Department function lets you Add the department to the Flow.

(@ZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance Access Reports  System  Apps W & DEMO

E Flow
UEQ s s m o C

Flow / Add

Resign
3 Approval Workflow o Flow Code * Flow Name *

Role
(o] End Date * (]

Request Type * - Start Date *
=6 ——

Node

Department

+ Add Node
ode Name E

Node Number

Enter the required
details

No rows

e On the Flow interface, click on the &4 icon to enter the Add for department interface.
o Enter the required details and click Save, to add the department.

Add for Position

The Add for Position function lets you Add the position of the employee to the Flow.

[MZKBioTimeCloud  Compay Complements Fmployee Device GPS  Attendance Access Reports  System  Apps '™ @ DEMO

©
~A Y u.ﬁ.:.xmnlsc

an Employee
Emglayee
Flow / Add e Discard

Resign

[3% Aoproval Workflow o Flow Cade* Flow Name *

Role

=0

Node

Flow

- Start Date * (o] End Date * ]

Request Type *

Position
+ AddNode \ o

Node Number

Enter the required

Node Name
details

Norows

Rowsperpage: 10 = i-iof 1 [ ] 1 Page

e On the Flow interface, click on the B icon to enter the Add for position interface.
o Enter the required details and click Save, to add the department.
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Add for Employee

The Add for Employee function lets you Add the employee to the Flow.

@ZKBioTimeCloud Company Complemeats Employec Device GPS  Atiendance  Access  Reports  System  Apps W & DEMO

Flow o
2% Employee ~ ¥ ﬂ & A IE L& m B ¢
Eaplosee e Add (5] —

% Approval Workflow o Flow Code * Flow Name *
Role B &
e Request Typ Start Date End Date
N2
Node Number ‘Node Name Enter the required
details
*e
On the Flow interface, click on the =* icon to enter the Add for employee interface.
Enter the required details and click Save, to add the department.
Export

+
Select [Employee] > [Approval Workflow]> [Flow] clicks on [Export] ~ icon, to enter into the export
interface. An example of an export flow list and the export options are shown below:

(MZKBioTimeCloud  Company Complements Employse Device GPS  Attendance  Access Reports  System  Apps W™ @ DEMO

Flow e
u.’ag:.unoc

&% Employee - v
" . CSV E:
Employee [0 FowCode Flow Name Start Date End Date Request Type Requester Position Department XPOrt s ction
Resien Excel Export
R O e fehfy 2005-02-19 20250220 Manual Log Developer PDF Export ]
& Approval Workflow  ~
TXT Export
Role
=1
Node

L [

CSV Export
Excel Export
PDF Export

TXT Export
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File Type: if you want to export the file in Excel format, select Excel Export.

Excel Export

Default

Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.
Select “Encryption” whether it should be default or password

Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,
as shown in the figure below:

B Employee Document_20250218043247 xlsx
Open file

Node

On this Interface, you can view and modify the individual Nodes created for each flow and adjust the
approvers or notifiers and the acknowledgment scopes of each Node.

MZKBioTimeCloud  Company cmpmo Eamployee GPS  Attendance Access Repors System  Apps W @ DEMO

O  workiiow Name Node Number Node Name Approver Notifier Approver Seope Notifier Seope Action

The following field parameters are described below:

Workflow Name: Displays the Workflow name.

Node Number: You can keep the existing Node Name provided under Flow or modify it if necessary.
Node Name: Displays Employee name of request approval.

Approver: Displays the Employee's Position of request approval.
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Approver Scope: Displays the Employees’ Department scope of request approval.
Notifier: Displays the notifiers of a request process.

Notifier Scope: Displays the notifiers’ scope of a request process.

Edit Node

On the Node interface, click Workflow Name on the Workflow Name column to modify the required
Workflow.

(UZKBioTimeCloud  Company Complements Employse Deviee GPS  Attendance  Access  Reports  System  Apps W @ DEMO
— Node
2% Emplo ~ Y 4 m DH C
Exmpl [0 Werkilow Name INode Number Node Name Approver Notifier Approver Scope Notifier Scope Action
Resign
[0 fanfy 12345 hiii o
38 Approval Workflow  ~
Role Node / Edit o Discard
Flow Nods Numbe e Name
=0 |- .
Appr
\ppro P

Edit the required
details

Node Number: The system takes the Node Number of each Node by default and cannot be modified.

Rowsperpage: 10+ 1-lefl a 1| Page

Node Name: You can either keep the existing Node Name, which was provided under Flow or can modify if
required.

Approver: You can select more than one approver from the drop-down list for each Node.

Approver Scope: You select either Own Department or All from the drop-down list for the approval
acknowledgment.

Notifier: You can select more than one notifier from the drop-down list for each Node.

Notifier Scope: You select either Own Department or All from the drop-down list for the notification
acknowledgment.

Click Save, to update the modifications.
Approval Workflow Setup Process
1. Define Roles:

Go to the Role section.
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Create and assign the following roles:

= Employee
» Team Leader
= HR Manager

Make sure each role is linked to the correct users in the system.
2. Create the Approval Flow:

Navigate to the Flow section.

Click Add Flow.

Name the flow, e.g., Leave Request Approval.
Select the module it applies to (e.g., Leave Request).
Click Save to create the flow structure.

3. Add and Configure Nodes (Approval Steps):
Node 1: Team Leader Approval

» (lick Edit Flow, then Add Node.

= Name: Team Leader Approval.

» Approval Type: Role-Based.

*= Assign Role: Team Leader.

» (Optional) Set condition: e.g., "If leave duration > 2 days".
» (lick Save.

Node 2: HR Manager Approval

* Add another Node.
= Name: HR Manager Approval.
» Approval Type: Role-Based.
» Assign Role: HR Manager.
» Set condition if needed (or leave it always required).
» (Click Save.
4, Final Process Flow:

The approval now follows this sequence:
* Employee submits request —
= Team Leader reviews —
= HR Manager gives final approval.

Export

Organization can Export the list of departments in the company to their device. Clickon — icon, select the
file format to be exported and then customize the export report file. Click on Confirm to Export the file and
check in downloads.

Pagell04 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual
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O empscH EMPSCH EMpSCH Approver 23 101 TestingManual ... o POF Export a
® Approval Workflow n
o [J 535 Schedule sl Excel Export TXT Export
Export Typ: a
Flow [0 schedulemk sl 7
Excel
e 0 manuallog 535 T v
Export Scope *
O teavemk Al e Current Page - 7
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Device
Device

Our Device simplifies you to mount and manage the Biometric Devices in your Organization, providing the
necessary configurations to track and maintain employee time and attendance data.

On the Device, you can set instructions to the Devices, and add, remove, or modify Devices and its locations.

On the Device module, click Device to go to the Device module.

Device

Our Device interface allows you to set up and administrate the Biometric Devices and their locations of your
organization.

On the Device module, click Device, and then click Device to go to the Device Interface.

On this Interface, you can add a new device, modify, or delete the existing devices, manage the existing
Device locations, Transfer data and more.

@ZKBlOTImEC]OUd Company Complements Employee UPPs  Attendance Access Reports  System  Apps W @& DEMO

Device

(2] o
| [0 Device ~ | Y ﬂ G = a X E" 4 m DO C
=10

= Serial Number Device Name Area Device IP Status Last Activity User Count FP Count Face Count Palm Cor
Device Command
O 7es43w2q2 hgeg Not Authori: ®
E Message v
76543w2q13 hege 2y87 ®
&= Data ~
© Lo v
X Configuration ~
»
1 row selocted Rowsperpage: 10 v 1-2of2 B ora

The following field parameters are described below:

Serial Number: Displays the unique Serial Number of the Device. By default, the company name will get. It
displayed as default when there is no Company added.

Device Name: Displays the Device Name.
Area: Displays the Device's Area Name.

Area Code: Displays the Device's Area Code.
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Device IP: Displays the Device IP address.

Real IP: Displays the Real IP address.

Product Type: Displays the product type.

Device Model: Displays the Device Model.

Time Zone: Displays Time Zone.

Firmware Version: Displays Firmware or Device Version.

Push Version: Displays Push Version.

Status: Displays the Device (Active or Inactive) Status.

Last Activity: Displays the Device's last activity date.

User Count: Displays the User count registered in the Device.

Card Count: Displays Card Count.

User Photo Count: Displays User Photo Count.

Att Photo Count: Displays Attendance Photo Count.

Fingerprint Count: Displays the registered Fingerprint count stored in the Device.
Face Count: Displays the registered Face count stored in the Device.

Palm Count: Displays the registered Palm count stored in the Device.
Transaction Count: Displays the total transaction count of the Device.

Last Sync: Displays Last Sync time and date.

Command: Displays the total Device command count stored in the Device.
Enable Access Control: Displays the state of Access Control (Enabled/Not Enabled).

Company Name: Displays the Device’s company name.

Add Device
In the Add Device feature, there are two ways to add a device.

1. Manually add the device( click add and then input the device series number to add the device). Refer
to ADD Device.
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2. Auto Add Device: Simply enter the employee’s domain name into the device, and it will be
automatically added to the software.

On the Device module, click Device Management, and then click Device, enter into the device interface.

Add the Device manually

On the Device interface, click on Add icon to add the newly mounted device to the software.

®Z|(B|0T|me Cloud Company Complements Employee Device  GPS  Attendance Access Reports System  Apps W @& DEMO
= Device e
Tt = K ¥ T
L Device ~ Y A ¢ = @ x B & m H C
o D Serial Number Device Name Area Device IP Status Last Activity User Count FP Count Face Count Palm Con
Device Command
Device / Add o Dot
E Message ~ “

= Data v

® Log ~ o i ’ B

X Configuration v

Enter the required
details

00 of 0 1 Page

The following field parameters are described below:

Device Name: Enter the unique Device Name.

Serial Number: Enter the Device Serial Number.

Device IP: Enter the Device IP specified in the Device, under Network Settings.

Area: Select the mounted Area name of the Device from the drop-down list.

Time zone: Select the common standard of the specified Area from the drop-down list.

Registration Device: Select from the drop-down list whether the Device is for User Registration or not.
Attendance Device: Select from the drop-down list whether the Device is for tracking Attendance or not.
Connection Request Interval: Enter the time-interval for the Device's pulse oscillation.

Transfer mode: Select from the drop-down list whether to transfer the Device data in real-time or to be
sent at the predefined time.

Enable Access Control: Select an option Yes or No to control the device.
Transfer Interval: Add the device transfer intervals.

Transfer Time: Set the device transfer time.
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Click [Save] to save the newly mounted Device to the software.

Delete the Device

Delete function lets you remove or discard the existing Devices from the software.

ks
[MZKBioTimeCloud Company Complement: Employee Device GPS  Attendance Access Reports System  Apps . . W DEMO
U To delete multiple at once click here
- Device
8 Do .y ?El@’_“":*m@c
o = Serial Numbar Device Name Area Device I[P s Lasz Activity User Count FP Count Face Count Palm Coum ‘Transaction Co. Last Sync Command Coumt Action
Device Command
QF -~ -~
B Messaze
=0 O  esawagls bazz 287 ] P |
= Dan v
© Lot -
£t Confizuration v

Bulk delete

Are you sure to delete selected records?

o S

Delete the existing Devices

e Onthe Device interface, select the required Devices to be removed from the list.

« Clickon Delete ® icon, to remove the selected Devices.
o Click Confirm, to remove the selected Devices from the list.

Add New Area
The New Area function lets you create a new name for an Area or a Sub area with a unique Area Code.

@ZKBioTimeCloud Company Complements Emplovee Device GPS  Aftendance Access Reports System  Apps W @ DEMO

Device e

. +
L0 Device - v u
o B Serial Number Device Name Area Device IP Status  Last Activity UserCout  FPCount FaceCount  PalmCoust  Tramsacion Co... LastSyme €

Device Command
e T6543w2ql2 heee Not Authori: O g
B Message v

0

= (@& X B & m H cC

= Data - O 7esesw2qis Bezg 2987 Add new area
© Loz v
Area Code
£ Configuration -
o Area Name * |
Superior . Enter the required

details

o=
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Create a New Area

@
On the Device interface, click on Add New Area icon to create a new Area or a Sub-area name.
Enter a unique Area Code (by default it takes the next Code number from the Area interface) and
the required Area Name.

Onthe Parent field, select the required Area name from the list to define as the Parent area, if creating
a new name for a Sub area.

After entering the details, click Confirm to save and update the newly created Area or the Sub area
name.

Clear All Command

Clear All the Command function lets you clear all the commands or instructions from the Device.

@ZKBioTimeCIoud Company Complements Employee Device GPS  Attendance Access Reports  System

LA Device

o B SerialNumber Device Name Area Device IP Status  Last Activity

Device Command

B Message
= Data

© Leg

£ Configuration -

Apps ™ @ DEMO

Device

@
~ Y BGEL‘.XE&DII@C

User Count FP Count Face Count Palm Count Transaction Co.. Last Syme T

e 76543l heee ot Authori 0] !
~ D !

76543m2q13 - 2487 ®

Clear Commands

Are you sure to clear all the Commands?

On the Device interface, select the required Devices from the list to clear all the commands.

Click on Clear all the Commands ~ icon, to clear all commands from the selected Devices.
Click Confirm, to clear all the commands of the selected Devices.

Clear Data

Clear Data clears away or erases the stored data from the Devices.
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PP~
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= Compan! Complements  Employee Device GPS  Attendance  Reports  Access  System 3 @  GAYATRI
Cloud2.0 pany p ploy P Y YL &
P
& Device Management Device 9
=10 ]
v r @ 4 G [E2 £ o] [u1] &
Device Command
< Message & | Number.. Device Name.. Area Area Co.. Device.. Stat. LastActiv.. UserCo.. Fingerprint Co.. Face Co.. Pall plured Photo |Co... Comma..  Action
£ Data 9.-2q12 tfyht Bangal.. 201 - ° - - - - - - 0 & W
D log

o Configurations

Functions available under Clear Data

Clear Attendance Data
Clear Captured Photo
Clear All Data

Clear Attendance Data

This function lets you clear or erase the stored Attendance information from the Device. Clear or erase the
stored Attendance data

[ZKBioTimeCloud  Cempany Complements Employee Device GPS  Attendance Access Reports System  Apps W @ DEMO

Device e
. 4+ =
— I an- - <[]
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Start Time
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i N
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On the Device interface, select the required Devices from the list to clear or erase the attendance
data from the Devices.

Click on Clear Data * icon, from the dropdown list click Clear Attendance Data to clear or erase
the attendance data from the selected Devices.

Select the desired period and click Confirm, to clear or erase the attendance data from the selected
Devices.
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Clear Captured Photo

This function lets you clear or erase the Employees captured attendance Photo from the Device. Cleared or
erased the captured attendance photo.

ZKBioTi | Company Complements Employee Device GPS  Attendance Access Reports System  Apps - DEMO
10 Time Clou pany p! ploy P ) PP =
— Device )
£ Desice -~ Y B¢ - <[x]Jc + m o c
o B sericlNumber Devics Name Area Devicz [P Status Last Activity User Count FP Count FaceCount Clear Aftendance Data onCo..  Last Syme [
Device Command 4 Clear Capture Photo
| 76543m2q12 hzee Not Authori B 0
B Messaze ve e = st @ Clear All Data
[0 76543m2q13 hgzz 2087 ® 0
= Data N
© Lot .
¥ Configuration - Clear Capture Photo
Are you sure to clear the capture of selected device(s)

On the Device interface, select the required Devices from the list to clear or erase the Employees
captured attendance Photo from the Devices.

Click on Clear Data * icon, from the dropdown list, click Clear Captured Photo to clear or erase
the Employees captured attendance Photo from the selected Devices.

Click Confirm, to clear or erase the Employees captured attendance Photo from the selected Devices.

Clear All Data

This function lets you either clear or erase all the stored data from the Device. Clear or erase all the stored
data.

@ZKBioTimeCIoud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps ™ & DEMO
_ Device
= 3
C Device R ¢ B¢ - «[x]g « m o c
o B Serial Mumber Device Name Area Device [P Status  Last Activity User Count FP Count Face Count ~ ClearAttendance Data o Last Syme [
Device Command Clear Capture Photo
M| 7es43m2an2 heee ot Auth i 2
B Message ve e = s © B Ciear All Data
—— O 76543w2q13 hees 2487 ® 0
&= Da v
® Log . Clear All Data
£ Confizuration . Are you sore to clear all the data in device?

On the Device interface, select the required Devices from the list to clear or erase all the stored data
from the Devices.
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On the Clear Data * icon, from the dropdown list click Clear All Data to clear or erase all the stored
data from the selected Devices.

Click Confirm, to clear or erase all the stored data from the selected Devices.

Syncing data with device

Data Transfer lets you send the stored data from the Device to the Software. Functions available under Data
Transfer.

Upload User Data from Device
Upload Transaction from Device
Sync Data to Device

@ZKBiQTimeCIQud Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @ DEMO

Device e
B Devies .Y B¢ =-[:]xc ¢ ooec

T N .
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&= Data v
© Log v
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Upload User Data from Device

This function lets you upload the User's or the Employee's data from the Device to the Software. Upload the
User data from the Device to the Software.

[ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @ DEMO
_ Device e
L Device ~ Y nG’:—xEﬂ&,m}@c
o B Serial Number Devics Name Area Devica TP Status  Last Activity User Count  FP co Upload user data from device | yansaction Co. . Last Syme I
Device Command Upload transaction from device
e M| 76543w2q12 beeg Mot Authori i 0
B Message v e @ Syne data to device
[] 765432413 heze 2487 ® 0
= Data .
© Leg v N
Upload user data from device
L Configuration v

Enter the
required details

]
i
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On the Device interface, select the required Devices from the list to upload the Users or the

Employees' data to the software.
K

Click on Data Transfer (@ icon, from the dropdown list, click Upload User Data from Device to
upload the Users or the Employees' data from the selected Devices to the software.

On the Upload User Data from Device window, select from the drop-down list either All to upload
all the Users or the Employees data or select Specified to upload only the specific Users' or the
Employees' data.

If you select Specified, on the Employee ID, enter the unique Identity number of the Users or the
Employees whose data needs to be uploaded from the selected Devices to the software.

Click Confirm, to upload the Users' or the Employees' data from the selected Devices to the software.

Upload Transaction from Device

This function lets you upload the Device transactions to the software. Upload the Device transactions to the
software.

@ZKB|OT|me Cloud  Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @ DEMO
— Device e
L Device ~ Y n&)—:x G & m © cC
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Device Command o Upload transaction from device
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&= Data v
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& o N Transaction ™
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Enter the
e E— required details

On the Device interface, select the required Devices from the list to upload the transactions to the
software.

Click on Data Transfer ‘e icon, from the dropdown list click Upload Transactions from Device
to upload the transactions from the selected Devices to the software.

On the Upload Transactions from Device window, select from the drop-down list either to upload
all the transactions or select Specified to upload only the specific transactions from the selected
Devices to the software.

If you select Specified, on the Start Time and the End Time fields select the required time to upload
the specific Device transactions to the software.

Click Confirm, to upload the selected Devices' transactions to the software.
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Sync Data to Device

This function lets you synchronize or update the data from the software to the Device. Sync Data to the
Device

@ZKBiQTime Cloud  Company Complements Emplovee Device GBS Atftendance Access Reports System  Apps W @ DEMO
— Device e
— NE B0 -[El«c oo c
o B SerizlNumber Device Name Area Device IP Stams  LastActivity UserCoust  FPCount  Uploaduserdatafromdevice  yamsacionCo..  LastSyme o
Device Command Upload transaction from device
M| 7es43w2a2 heee Mot Auth i 0
B BE] e © (1)
O 76543w2q13 0
&= Data v
Sync data to device
@© Loz .
Employee Photo
£ Configusation . 0 Bapley a
[] Fingerprint [0 Face
(] Paim [] Finger Vein

On the Device interface, select the required Devices from the list to sync the Employee Data
from the software.

Click on Data Transfer icon, from the dropdown list click Sync Data to Device to sync or
update the Employee data from the software to the selected Devices.

On the Sync Data to Device window, select the required data, by switching the toggle button
to either Yes or No for the data options (Employee, Photo, Fingerprint, Face, Palm, and Finger
Vein).

Click Confirm, to sync or update the selected data from the software to the selected Devices.

Device Operations

Device Menu allows you to perform other specific Device functions via software.

@ZKBioTimeCIoud Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @& DEMO

Device 2
L Device ~ Y n@*:—;:x.gm@e
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Device Command Read Information
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Capture Setting.
© Loz v Upgrade Firmware
* Configuration ~ Daylight Saving Time
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Functions available under Device Menu

Reboot

Read Information
Enroll Remotely
Duplicate Punch Period
Capture Setting
Upgrade Firmware

Day Light Saving Time

Reboot

This function lets you restart or reset the Device. Reboot the Device

[ZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Repors  System  Apps W @ DEMO

L Device

Device

@
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—
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Device Command Read Information
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Capture Setting

Reboot
Q© Log ~ Upgrade Firmware
& Configeetion . Are your sure to reboot selected device? Dayliht Saviag Time
e- i

On the Device interface, select the required Devices from the list to restart or reboot.

Click on Device Menu G icon from the dropdown list, click Reboot to restart or reboot the
selected Devices.

Click Confirm, to restart or reboot the selected Devices.

Read Information

This function lets you read or pull Device information. Read Device Information
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[ZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Repors  System  Apps W @ DEMO
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L Device ~ ¥ n(}’ = (4 x.ﬁ m 9 C
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- Are you sure to read information from selected device(s)?

e Dt

On the Device interface, select the required Devices from the list.

Click on Device Menu
selected Devices information.
Click Confirm, to read the selected Devices information.

Enroll Remotely

C icon from the dropdown list, click Read Information to read or pull the

This function lets you communicate with the Device via software, for Employees Bio registration.

[ZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Repors  System  Apps W @ DEMO
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£t Configuration ~ Biomemic Trps * Daylight Saving Time
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Enter the required
details

Enroll Remotely via Software

On the Device interface, select the required Devices from the list to communicate for Bio registration.

Click on Device Menu

G icon from the dropdown list, click Enroll Remotely to start registration.
On the Enroll Remotely window, enter the following.

Bio Type: From the drop-down list, select the type of Bio-registration. At present, the Fingerprint and Face
option is available for registration.
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Employee ID: Enter the Employee's ID for registration.
Finger: Select the required hand and finger for use from the drop-down list to register.

Click Confirm, to communicate to the selected Device for registration.

Duplicate Punch Period

This function lets you indicate the Employees about the duplication of the punch on the Device by setting
the time duration.

E.g. If the Duplicate Punch Period is set to 2 minutes, and the employee punch twice at 18:00 and 18:01,
then the system will only consider the punch at 18:00, the punch at 18:01 will be considered as duplicate
punch and will not be reflected in the report.

[ZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Repors  System  Apps W @ DEMO

Device

@
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(] 76st3w2als beee 2,87 ® 0 Dugplicate Punch Peried
&= Data ~
Capture Setting
Q@ Log ~ Upgrade Firmware
€3 Configuration v Daylight Saving Time
Duplicate Punch Period
e Du Pu
1 B
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On the Device interface, select the required Devices from the list.

Click on Device Menu K
on the selected Devices.

On the Duplicate Punch Period field, set the time (minutes) until which the Device should consider
the repetitive punch as Duplicate Punch.

Click Confirm, to set the time on the selected Devices.

icon from the dropdown list, click Duplicate Punch Period to set the time

Capture Setting

This function lets you set the image-capturing mode in the Device. Some devices let you capture the photo
of the employee during verification.
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[ZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Repors  System  Apps W @ DEMO
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On the Device interface, select the required Devices from the list to set the mode.

G

Click on Device Menu
the selected Devices.

icon from the dropdown list, click Capture Setting to set the capturing mode in

On the Capture field, select the required capture mode from the drop-down list.

Do not capture: The Device will not capture the image.
Capture photo but don’t save: The Device will capture the photo but will not save in the Device.

Capture and Save: The Device will verify the captured photo and save it even if the verification is not
successful.

Save only when verification is successful: The Device will save only those photos whose verification was
successful.

Save only when verification is failed: The Device will save only those photos whose verification is failed.

Click Confirm, to set the mode on the selected Devices.

Upgrade Firmware

In case if you need to upgrade the Firmware for whatsoever reason, then this function lets you upgrade or
enhance the Firmware of the Device. You must have an upgraded firmware file before operating this
function.
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On the Device interface, select the required Devices from the list to upgrade the Firmware.

Click on Device Menu C icon from the dropdown list, click Upgrade Firmware to upgrade or
enhance the Firmware of the selected Devices.

On the Upgrade File field, click Choose file to select the configuration file from your PC to upgrade.

Click Confirm, to upgrade the Firmware of the selected Devices.

Day Light Saving Time

Daylight-Saving Time is a function to adjust the official prescribed local time to save energy. The unified
time adopted during the implementation is known as the "DST". Typically, regions that use daylight saving
time adjust clocks forward one hour to standard time close to the start of spring in the summer to make
people sleep early. It can also help with conserving energy. In the autumn, the clocks are set back to get up
earlier. Various countries have different regulations. Daylight Saving Time is now used in nearly 70 nations.
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On the Device interface, select the required Devices from the list to set the mode.
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Click on Device Menu G icon from the dropdown list, click Daylight Saving Time to set the daylight-
saving time in the selected Devices.

On the Daylight-Saving Time field, enter the required details from the drop-down list.

Click Confirm, to enable the selected Device.

Export

4
Select [Device] > [Device Management] >[Device] click on [Export] = icon, to enter into the export

interface. An example of an export employee’s list and the export options are shown below:

ﬂ&m@

Jpload CSV Export
Excel Export
2025-0  ppF Export

9025-0 TXT Export

File Type: If you want to export the file in Excel format, select Excel Export.

Excel Export

Expare Scops *

Current Page -

Expor Encryprion *

Default -

-

Select the “Current Page" to export the data for the current page.

Select "All Data" to export all the data.
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Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,
as shown in the figure below:

| 8| Employee 2019-11-04-15-03-38_export.xlsx

Edit the Device

Edit function lets you edit the existing device details from the software.

[©ZKBioTimeCloud ~ Company Complements Emplovee Device GPS  Aftendance Access Reports System  Apps w @& DEMO
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Device [P Real Time -
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Enter the required
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Enable Access Control *

- No -
Traafer Inverval ‘Transfer Time *
10 minutes 00:00;14:05

Edit function lets you edit the existing Messages from the software.

To edit existing Messages details, perform the below steps:

On the Device interface, select the required messages to be edited from the list.
/

Click Device Name or Edit icon, to edit the selected Devices.

Edit the required details and click Save.

Device Command

Our Device Command interface facilitates you set up instructions to the Biometric Devices to take some
action.

On the Device module, click Device Management, and then click Device Command to go to the Device
Command Interface.

On this Interface, you can view and delete the Device commands that are being initiated to the Devices.
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Transfer Time Retumn Time Retum Value Action

The delete function lets you delete or remove the successful and the pending Device instructions via

software.

(f)ZKBioTime Cloud

Device Command

LT Device ~ Y

Derice e Saria] Number
o
76543u2q12 hezg

Devize Nzme

B Messaze

Public

Private
= Da v
Log "
£ Conficuration v

Delete the Device Commands

Compeny Complements Employee Device  GPS

Attendance Access Reporis  System  Apps

Comtent Commit Time
DATAUPDATE SMS MSG=s TA...  2025-02-18 14:10:11
Bulk delete
Are you sure to delate selacted records?

o -

W @ DEMO

[ To delete multiple at once click here ]

Remm Value Action

(3]0

Transfer Time Renum Time

On the Device Command interface, select the required Devices from the list to delete or remove the

instructions.

Click on Delete u icon to delete or remove the pending or successful Device instructions.
Click Confirm to delete or remove the selected pending or successful Device instructions from the list.

Clear All the Commands

Clear All Commands allows you to delete all the device commands.

Pagel|123

Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

@ZKBiQTimeCIQud Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @ DEMO
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On the Device Command interface, click on Clear Commands icon to delete or remove the all-

device commands.
Click Confirm to delete or remove all pending or successful Device instructions from the list.

Export

Select [Device] > [Device] > [Device Command] click on [Export] “ jcon, to enter into the export
interface. An example of an export employee’s list and the export options are shown below:

ﬂ.i.I]II@

Jpload CSV Export
Excel Export
2025-0 ppF Export

J095-g  TXT Export

File Type: If you want to export the file in Excel format, select Excel Export.
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Excel Export

Export Scope *

Current Page -

Export Encryption *

Default -

-

Select the “Current Page" to export the data for the current page.

Select "All Data" to export all the data.

Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully
exported, as shown in the figure below:

| 8| Employee 2019-11-04-15-03-38 _export.xlsx
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Message

Our Message module helps you to convey your Organizational announcements to the Employees. It
enables you to set messages to the Employees both as a public announcement and as a private message.

On the Message module, you can add or remove the Device Messages, select the Employees to send a
message, set the retain duration for the public announcement or private messages.

On the Device module, click Message to go to the Message module.

@ZKBioTime Cloud  Company Complements Emploves o Attendance  Access Reports System  Apps W @ DEMO

= Public
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Public

Our Public interface benefits you from setting up and convey the Organizational announcements to the
Employees.

@ZKBIOTI[T‘IE Cloud  Company Complements Employee oS Attendance  Access Reports  System  Apps ‘W @ DEMO
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Private
&= Data ~

@© Loz .

£ Configuration -

On the Device module, click Message, and then click Public to go to the Public Interface.

On this Interface, you can add a new Device, modify, or delete the existing messages, and set public
messages to the required Devices.

The following field parameters are described below:

Device Name: Displays the Device name.
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Serial Number: Displays the unique Device serial number.
Start Time: Displays the message start time.

Duration: Displays the message transfer duration.
Content: Displays the content of the message.

Last Send: Displays the time of the last sent message.
Functions available on the Public Interface

Add

Add function lets you add and set messages to the connected Devices.

@ZKBioTimeCIoud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps W @ DEMO
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Add the newly mounted Device

On the Public interface, click on Add icon to add the connected Device to set the message.
On the Add window, proceed with the following.

Device: Select the required connected Device from the drop-down list.

Start Time: On the Start Time field click and select from the calendar, to commence the created message
to Device.

Duration: Set the retainment duration for that message on the Device.
Content: Enter the message to announce.

Click Save to save the newly created message.
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Delete Public Announcements

The Delete function lets you delete or remove the successful and the pending announcements via software.

@ZKBioTimeCloud Company Complements Employee Device GPS  Aftendance Access Reports  System
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[To delete multiple at once click here }

- Public
L Device - Y El & m D C
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= Data ~
Q© Loz v Bulk delete
¥ Configuration - Are you sure to delete selected records?
o

Delete the Public Announcements
On the Public interface, select the required Device announcements to delete or remove from the list.

Click Delete ® icon to delete or remove the selected pending or successful Device announcements.
Click Confirm to delete the selected pending or successful Device announcements from the list.

Send Message to Device

Send Message to Device function, lets you send that created message announcement to the respective
Device via software.

[{)ZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @ DEMO
_ Public &
B Device . v B0:l: o o ¢
B Message - Serial Number Device Name Start Time Duation Content Last Sent Action
=o _
e 76343w2ql2 hgzs 2025-02-19 00:00:00 1 = 2025-02-18 14:10:11 /‘ n
Private
= Datz ~
Send Message
© Lo . e

£ Configuration v

Send Message to the Device

On the Public interface, select the required message announcements to send to the respective
Devices from the list.
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Click on Send Message to Device 2l jcon to send the selected message to the respective Devices.
Click Confirm to send the selected message to the respective Devices.

Edit the Device

Edit function lets you edit the existing Messages from the software.

[{)ZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance Access Reports  System  Apps W @& DEMO

— Public

L Device . Y n 3 & m 9 C

B Message ~ []  Serial Number Devica Name Start Time Duration Content Last Sent Action

=10 :
[0 7esaswqiz hezz 2025-02-19 00:00:00 1 = 2025-02-18 14:10:11 e (]

Private
e @
© Log v Devica®

% Configuration -
Start Time *

2025-02-19 00:00:00 m

1 minutes

Enter the required
details

To edit existing Messages details, perform the below steps:

On the Device interface, select the required messages to be edited from the list.

Click Device Name or 4 Edit icon, to edit the selected Devices.

Edit the required details and click Save.

Export

Click the [Export]icon = to export the employee accounts details in PDF, Excel, CSV, or TXT format.
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@ZKBioTimeCI(jud < mnplements Employee Device GPS Attendance Access Reports System Apps ™ @ SANTEST
= Public 5
[0 Device v Y ﬂ 5 m o a
B Message ~ [J  serial Number Device Name start Time Duration Content Lastsen | C5Y BPOTL {yion
Excel Export
o
PDF Export
Private
TXT Export
£= Data v
© Log -
No rows
£ Configuration ~
Private

Our private interface helps you to set up and convey the messages to the Employees privately or
individually.

On the Device module, click Message, and then click Private to go to the Private Interface.

@ZKBioTime Cloud  Company Complements Employee o Attendance  Access Reports System  Apps W @ DEMO
— Private
L Device e ~ nm L& m D C
[0 Exsployeed First Name Last Name Start Time Duration Content Last Sent Action
Public _
[0 3200363 unt 2025-02-18 12:55:00 1 hjlk Pl |
@
= Data v
© tos .

£ Configuration v

On this Interface, you can add a new Device, modify, or delete the existing Devices, and send the individual
or private messages to the required Employees.

The following field parameters are described below:
Employee: Displays the unique Employee ID.

First name: Displays the first name of the employee.

Last name: Displays the last name of the employee.

Start Time: Displays the message start time.

Duration: Displays the message transfer duration.
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Content: Displays the content of the message.

Last Send: Displays the time of the last sent message.

Functions available on the Private Interface

Add

Add function lets you add and set private messages for the Employees to the connected Devices.

Add the Employee's Resignation Details

On the Private interface, click on Add icon to add the Employees, set the message and the
duration.

On the Add window, select the required Employees' names from the list on the left.

The selected Employees' names will reflect on the right side of the Add window.

Use the Department drop-down list or the Search option (search by Employee name or Employee
ID) to search for the required Employees.

- Private e
0 Device v Y l 5 & m 9 C
B Message ~ O  Employeeld First Name Last Name Start Time Duration Content Last Sent Action
Public o
O 006 utat 2025-02-18 12:55:00 1 hilk P |
[0
&= Data ~
& oE
® Loz .
22 Configuration - Employes *
Start Time * =
~

Enter the required
details

Centent *

Start Time: On the Start Time field click and select from the calendar, to start the created message to Device.
Content: Enter the message to announce.

Duration: Set the retainment duration for that message on the Device.

Click Save to save the newly created message.

Delete private messages

The delete function lets you delete or remove the successful and the pending private messages via software.

Pagell31 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

@ZKBioTime Cloud  Company Complements Emplovee Device GPS  Aftendance Access Reports System dam W @& DEMO
To delete multiple at once click here
— Private
L0 Device v Y i@ 5 & m O C
B Message ~ e Employes D First Name Last Name Start Time Dusation Conteat Last Sent Action
Putlic

3200363 utut 2025-02-18 12:55:00 1 bilk e
= Data v
® Lo .
£ Confisuration . Bulk delete

Are you stre o delete selected records?

o=

Delete private messages
On the Private interface, select the required Employee messages to delete or remove from the list.

Click Delete to delete or remove the selected pending or successful Employee's private messages.
Click Confirm to delete the selected pending or successful Employee's private messages from the list.

Edit the Device

Edit function lets you edit the existing Messages from the software.

@ZKB|0T|meC|oud Company Complements Employee Device GPS  Attendance Access Reports  System  Apps W @ DEMO

= Private

[0 Device v Y u 2 & m 9 C
B Message ~ 0 EwmployeeD First Name Last Name Start Time Duration Content Last Sent Action

Public -
O 320033 utut 2025.02-1812:5500 1 hilk 2 WA
o
= Data v Prvate / Edit e OE‘ Discard ‘

Employes*
@ Log N4
3200363 utut X -
a Configuration ~ o
Start Time *
2025-02-18 12:55:00 G
Duration *
1 minutes
Content *
hjlk Enter the required
details

To Edit existing Messages details, perform the below steps:

On the Device interface, select the required messages to be edited from the list.
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-

Click Device Name or 7 edit icon, to edit the selected Devices.

Edit the required details and click Save.

Send Message to Device

Send Message to Device function, lets you send that created private message to the respective Device via
software.

@ZKBioTimerud Company Complements Employee Device GPS  Attendance Access Reports  System  Apps

W @& DEMO
= Private 9
- .y BOE: - -
B Message ~ Employee D Fist Name Last Name Start Time Duration Content Last Sent Action
Public _
3200363 ut 2025.02-1812:35:00 1 Bk V|
=10
= D . Send Message To Device
Are you sure to send the ]T]ES:Egi?
Q@ Log v
@ Conimaion . o]

Send Message to the Device

On the Private interface, select the required private messages to be sent to the respective Devices
from the list.

=

Click on Send Message to Device = jcon to send the selected message to the respective Devices.
Click Confirm to send the selected message to the respective Devices.

Export

Click the [Export]icon = to export the employee accounts details in PDF, Excel, CSV, or TXT format.

B.LDII@

Jpload SV Export

Excel Export

2025-0  ppF Export

5025-0 TXT Export

Pagel133 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Data
Setting up the Process Work Code

Our Data module facilitates you in obtaining, authenticating, storing, protecting, and processing required
data to ensure the accessibility, reliability, and timeliness of the data for its users.

On the Data module, you can view and maintain the registered Biodata, add, modify, or delete a Work Code
and upload transactions via USB.

On the Device module, click Data to go to the Data module.

Bio-Template
Bio-template means the templates (Fingerprint, Face, Palm, Finger Vein) registered for the Employees. Our
Bio-Template interface helps you to view the detail (mainly the major version number) information of the

Employees bio-templates. It gives an idea about the Major Version of the templates.

On the Device module, click Data, and then click Bio-Template to go to the Bio-Template Interface.

@ZKB|0T|me Cloud Company Complements Employee oS Attendance  Access Reports  System  Apps W @ DEMO
- Bio Template
=
LD Device v Y & m &
B Message e Empiayee ID First Name Last Name Bio-Type Bio Index Major Version Serial Number Update Time
= Data IS |

Bio-Template 3

Bio-Photo

Transaction

Unregistered Transaction -

= No rows

@ Log ~

2 Configuration ~

The following field parameters are described below:

Employee ID: Displays the unique identity number of the Employee.

First Name: Displays the First name of the employee.

Last name: Displays the last name of the employee.

Bio-Type: Displays the type of registered Bio-template.

Bio-Index: Displays the arrangement of the registered Bio-template.

Major Version: Displays the algorithm version of the registered Bio-Template.

Minor Version: Displays the algorithm version of the registered Bio-Template.
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Serial Number: Displays the Device serial number.

Update Time: Displays the last update time of the Bio-template.

Bio-Photo

Bio-Photo means the uploaded photos of the employees. During the initial step of adding an employee,
Admin/HR can upload employees’ photos. Apart from this, employees can also upload their photos using
mobile or scanning QR code. Our Bio-Photo interface helps you to view the registered Bio-Photo
information of the Employees.

On the Device module, click Data, and then click Bio-Photo to go to the Bio-Photo Interface.

@Z](B|0T|'me Cloud Company Complements Employee o Attendance Access Reports  System  Apps W @ DEMO

Bio Photo

D Device ~ Y u 2 & M 4 m o C

B Message N [] EmployeelD FirstName  LastName  Email Serial Num... UserPhote  Bio-Photo Register Time ~ Remark Status Approval T... Action

Bio-Template

| 2)

Transaction

Unregistered Transaction -
No rows
© Loz v

X Configuration ~

The following field parameters are described below:

Employee ID: Displays the unique identity number of the Employee.

First Name: Displays the first name of the Employee.

Last Name: Displays the last name of the Employee.

Email: Displays the E-mail ID of the Employee.

Serial Number: Displays the serial number of the Device.

User Photo: Displays the Employee's uploaded photo. (Only JPEG, JPG format)
Bio-Photo: Displays the Employee's Device captured photo.

Register Time: Displays the registered time of the Employee along with the date.
Remark: Displays the comments (Approval or Disapproval reason) updated by the admin.
Status: Displays the approval or the disapproval status of the Bio-photo.

Approval Time: Displays the time of the approval or the disapproval status.
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How to Upload User Photo via Mobile phone

QR Code

QR Code function lets you upload the user photo to the software by scanning the machine-readable code
by the camera on a smartphone.

@ ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps ‘W @@ DEMO
= Bio Photo 9
[0 Device ~ Y u 2 A &, m Cc
B Message v [J EmployeeDD FirstName  LastNeme  Email Serial Num... UserPhoto  BioPhoto Register Time  Remark Status Approval T... Action
= Data IS
Bio-Template
o

Transaction

Unregistered Transaction

@© Loz ~

2 Configuration ~

Upload Bio-photo using QR Code

On the Bio-Photo interface, click on QR Code "~
smartphone to the software.

Use the smartphone to scan the displayed readable code with the camera.

The URL takes you to the page displayed below. In case of any error kindly contact your software User
admin.

icon to scan and upload the User photo via

Import Bio-Photo

Import Bio-Photo function lets you import the User photo via software.

On the Bio-Photo interface, click on Import Bio-Photo L jcontoa photo.
On the Import Bio-Photo window, click +Upload to upload the photo from the local system.
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@ZKB#:;Time Cloud Company Complements Employee Device GPS Attendance  Access Reports System  Apps

= Bio Photo

L& Device . ¥ n
B Message ~ [0 EmployeeID  First Name Last Name Email Serial Num...  User Photo Bio-Phote Register Time ~ Remark
= Dama ~

Bio-Template Bio Photo

Bio-Photo
Upload Reset

Transaction

Unregistered Transaction
@®© Log ~
L2 Configuration ~

No ~

F— L4

No -

* Notice:
1. The name of photo must be Employee 1D,
2.The employee photo must be jpg. .jpeg. .png and .bmp format.

& a5
on

Star

= @ DEMO

4 m D

c

Approval T... Action

Overwrite: Select either Yes to overwrite or No if the overwrite is not required from the drop-down list.

Ignore Error: The filename of the Bio-Photo should be the Employee ID number. When we try to upload the
bio-photo, the system will match the filename with all the Employee IDs present in the system. If the
filename does not match with any employee ID, then the system will prompt an error “Employee (filename)

not found”. If you select Yes, then system will Ignore this error.

Click Save to save and update the Bio-Photo.

Delete User Photo

Delete function lets you delete the User photo as the registered Bio-Photo

[{)ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps

{ To delete multiple at once click here }

= Bio Photo
L0 Device v Y \@ &
B Message e [] Employe.. FirstName LlastName Email Serial Nu..  User Photo  Bio-Photo  Register..  Remark

= Data ~

101 Employeel " Delete
Bio-Template mployee andrewg...

Are you sure to delete this record?
Bio-Photo o
Transaction ] o Discard [ pa-.  none
Unregistered Transaction

; A -
© Log v \

[0 7osl Mamta haritha@.. 2025-03-.. None
& Configuration v

Delete the User Photo

H-03-..  None

999 syed basha syed@m..

¢ On the Bio-Photo interface, select the required User photo.

bd"
A B

Status

Approved

Approved

Approved

W @ SANTEST

L m DH C

Approval.. Action

2025—03—...9@

2025-03-..

2025-03-..
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On the Bio-Photo interface, click Delete to delete the User photo.
Click Confirm to save and update the Bio-Photo.

Transaction

Our Transaction interface helps you to view the recorded attendance transaction information of the
Employees.

On the Device module, click Data, and then click Transaction to go to the Transaction Interface.

@ZK BioTimeCloud Company Complements Employee w Attendance  Access Reports  System  Apps ‘W DEMO
= Transaction
L0 Device v Y t 4 m D C
B Messaze v [] EmployeeD First Name Department Punch Date Punch Time Punch State Terminal SN
|E Data ~ |9

Bio-Template

Bio-Photo

(1@
Unregistered Transaction .
No rows

@© Log v

£t Configuration v

Rows perpage: 10 ~ 0-00f0 1 | Page

The following field parameters are described below:
Employee ID: Displays the unique identity number of the Employee.
First Name: Displays the first name of the Employee.

Last Time: Displays the last name of the Employee.

Department: Displays the department of the Employee.

Position: Displays the position of the Employee.

Date: Displays the last Punch Date of the Employee.

Punch Time: Displays the last Punch Time of the Employee.

Punch State: Displays the last Punch State of the Employee.

Verify Type: Displays the Punch verification type of the Employee.
Attendance Code: Displays the last punched unique Code of the Employee.
GPS: Displays the Employee's last punched Device's GPS location.

Longitude: Displays the Employee's last punched Device's GPS longitude location.
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Latitude: Displays the Employee's last punched Device's GPS latitude location.
Area: Displays the Employee's last punched Area of the Device.

Serial Number: Displays the Device serial number.

Device Name: Displays the device name.

Upload Time: Displays the last upload time.

Actual Temperature: Displays the Actual Temperature of the Employee.
Mask Flag: Displays the flag mask of the employee.

Punch Time of Epoch: Displays the punch time of epoch.

USB Upload

If you want to upload any transaction downloaded from a device, then you can use this interface.

Upload the USB Transactions

On the Transaction interface, click on USB Upload % jcon to upload the attendance transaction
via a USB device to the software.

On the Upload File, click Choose file to choose the file from your PC or a USB Disk. This filename
should be the same as Device Serial Number. And make sure the system has the employees for
whom all you want to add transaction.

Click Confirm, to upload the attendance transaction from the USB device.

@ZK BioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps ‘W DEMO
= Transaction e
L0 Device v Y IEI & m D C
B Message v [0 Employee First Name Department Punch Date Puach Time Punch State Terminal SN
= Data ~

Bio-Template

Bio-Photo
=0

Unregistered Transaction

~ Q=
@® Loz . Flease Make Sure Upload Only dat file Extension (Example: SN_FilName dat)
£t Configuration v
o

Unregistered Transactions

Our Unregistered Transaction interface enables you to view the unrecorded attendance transaction
information of the Employees.
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On the Device module, click Data, and then click Unregistered Transaction to go to the unregistered
transaction interface.

@ZKBIOTI‘"'IQC[OUCI Company Complements Employee o Attendance  Access Reports System  Apps W @ DEMO

Unregistered Transaction

L0 Device v Y & m © C
B Message v [J PunchDate Punch Time Punch State Terminal SN Upload Time
= 2]

Bio-Template
Bio-Photo

Transaction

Unregistered Transaction e -
No rows

@ Log v

£t Configuration v

The following field parameters are described below:

Punch Date: Displays the last Punch Date of the Employee.

Punch Time: Displays the last Punch Time of the Employee.

Punch State: Displays the last Punch State of the Employee.

Verify Type: Displays the Punch verification type of the Employee.
Attendance Code: Displays the last punched unique Code of the Employee.
GPS: Displays the Employee's last punched Device's GPS location.

Longitude: Displays the Employee's last punched Device's GPS longitude location.
Latitude: Displays the Employee's last punched Device's GPS latitude location.
Area: Displays the Employee's last punched Area of the Device.

Serial Number: Displays the Device serial number.

Device Name: Displays the Device name.

Upload Time: Displays the last upload time.

Actual Temperature: Displays the actual temperature of the Employee.

Mask Flag: Displays the displays the flag mask of the employee.

Logs

Our Log module facilitates you to view the recorded events or day-to-day activities that have occurred on
the connected Devices.
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On the Log module, you can view the list of generated logs recorded on the Device. On the Device module,

click Log to go to the Log module.

Operation Log

Our Operation Log interface to view the events that took place on the connected Devices. On the Device

module, click Log, and then click Operation Log to go to the Operation Log Interface.

@ZKBIOTII'T'IEOOUCI Company ~ Complements Employee 05 Attendance  Access Reports  System  Apps

= Operation Log
[0 Device v Y
B Message v [ SerialNomber  Device Name Time Zone Administrator Action Obect Parameters Action Time

= Data v

[0 10
Operation Log e

Error Log

Upload Log No rows

¢ Configuration v

The following field parameters are described below:

Serial Number: Displays the Device serial number.

Device Name: Displays the Device name.

Time zone: Displays the Device time zone.

Administrator: Displays the total number of Admin Users of the Device.

Action: Displays the activity or the operation that took on the Device.

Object: Displays the description of the activity that took place on the Device.
Parameters: Displays the specifications of the activity that took place on the Device.
Action time: Displays the time of the action took place on the Device.

Upload Time: Displays the uploaded time of the action that took place on the Device.

Delete Operation log

The Delete function lets you remove or discard the Devices' event records via software.

W @& DEMO

B:ooec

Upload Time Action
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@Zl(BioTimeCloud Company Complements Employee Device GPS Att # SANTEST
—— To delete multiple at once click here
Operation Log
[0 Device v ¥ E +]o]e)c

B Message v B serialNu. DeviceN. TimeZone Administr. Action Object Paramet..  ActionTi.  Upload Ti. Action

£= Data v 2
E— 2 CLH82247.. SYSTEST Etc/GMT+. O Enter me... ] 0 2025-03-.. 2025-03-. eE
~

Q© Log

[J clHe2247. SYSTEST Etc/ . 0 2025-03-. 2025-03-.. [ ]
Operation Log o Delete
[J ciHe2247. SYSTEST Etc/ . 0 2025-03-.  2025-03-.. [ ]
Error Lo !
d Are you sure to delete this record?
Upload Log [J ciHe2247. SYSTEST Etc/ . 0 2025-03-.  2025-03-.. [
s [
L Configuration e [0 clHB2247..  SYSTEST Etc/ . 0 2025-03-.. 2025-03-.. [ ]

Delete the records from the operation log

On the Operation Log interface, select the required Devices' event records to remove or delete from the
log list.

Click Delete to remove or delete the selected Devices' event records from the log list.
Click Confirm, to discard or delete the selected Devices' event records from the log list.

Error Log

Our Error Log interface facilitates maintaining a record of critical errors that are encountered by the Devices
while in operation.

On the Device module, click Log, and then click Error Log to go to the Error Log Interface.

@ZKB|0T|meC|oud Company  Complements Employee oS Attendance  Access Reports System  Apps W g DEMO

= Error Log

[0 Device ~ Y u & m © C
B Message v [0 Serial Nurber Device Name Error Code Error Message Error Command Command ID Extra Message Upload Time Action
= Data ~

[@ 1@

Operation Log

=10

Upload Log No rows

£ Configuration ~

The following field parameters are described below:
Serial Number: Displays the Device serial number.
Device Name: Displays the Device name.

Error Code: Displays the unique code of the Error captured by the Device.
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Error Message: Displays the Error message.

Error Command: Displays the Error command.

Command ID: Displays the unique identity number of the error command.
Extra Message: Displays any added messages available for errors.

Upload Time: Displays the error uploaded time.

Delete

Delete function lets you remove or discard the event errors detected by the Device. The process of deleting
is the same as the operation log.

Upload Log

Our Upload Log interface facilitates maintaining a record of the transmission of Device commands and
instructions from the software to the Devices.

On the Device module, click Log, and then click Upload Log to go to the Upload Log Interface.

@ZK BioTimeCloud Company Complements Emplu_\'e G Attendance Access Reports System  Apps ‘W g DEMO
= Upload Log
D Device v Y n & mM L ¢C
B Message v [0 Serial Number Device Name Event Content Couat Error Count Upload Time Action
= Data v
Cr—
Operation Log
Error Log
[ 10

X Configuration v

The following field parameters are described below:

Serial Number: Displays the Device serial number.

Event: Displays the occurrences that took place on the Device.

Content: Displays the description of the event that took place on the Device.
Count: Displays the total count.

Error Count: Displays the total number of errors.

Upload Time: Displays the uploaded time.
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Delete Upload Log

Delete function lets you remove or discard the transmitted Device commands' logs from the software to the
Device. Delete the records from Upload log. The process of The Delete is same as in operation log.

@ZKBioTimeCIoud Company Complements Employee Device GPS Attendance Access Re| > Apps W @ SANTEST
To delete multiple at once click here
— Upload Log
=
LT Device v Y |ﬂ 4 m 9 ¢
B wmessage > B  serialNumber  Device Name  Event Content Count Error Count Upload Time Action

= Data “
ve CLHB822476041  SYSTEST Operation Log 1 0 2025-03-13 wa_.eE

© og ~

[J ctHe2247604n  SYSTEST 0 2025-03-13 18... [ ]
Operation Log Delete

[J ciHe2247604n  SYSTEST 0 2025-03-13 18... [

Error Log Are you sure to delete this record?
Upload Log o [J ctHe2247604n  SYSTEST 0 2025-03-13 18... [ ]

L
& configuration e [J clHB224760411  SYSTEST opETTTOTT oY T 0 2025-03-1318.. [
[J ciHe2247604n  SYSTEST Operation Log 1 0 2025-03-13 18... [

Export

Click the [Export]icon = to export the employee accounts details in PDF, Excel, CSV, or TXT format.

MM 9D

Upload CSV Export
Excel Export
2025-0  ppF Export

Jo05-0 TXT Export
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Configuration

Our Configurations module facilitates you to accomplish in managing the new or the existing Devices,
registration of Bio-Photo, and in the maintenance of the data, which eases your work and increases your
productivity.

On the Device module, click Configurations, and then click Configuration to go to the Configuration
Interface.

[@ZKBioTimeCloud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps w @ DEMO
B — o
L0 Device v Device . wss Device C ion Settings
B Messaze " Bio-Pagto Approval Palicy ® tration Davice
Data Retention Seting e
= D= v @ Filter Resizned @ Syoc data to device
Los -
@ Allow Auto Add @ Allow Upload New Employe)
£t Confizuration -
# Allow Name Upload @ Allow Card Upload
o
Bio-Photo Approval Pelicy
Pending - Pending
Pending - Auto Approval .
Enter the required
Dtz Retention Setting details

The software will keep the recent data according to the value set here, and set as 9999 to keep retain all the data
%999 9%
%999 9%
Enter the required
details

o

Device Communication Settings
This function lets you set up the Device signal for enroliment and data transmission.

Registration Device: Toggle Enable, to allow the newly connected Device to automatically consider as the
Registered Device.

Filter Resigned: Toggle Enable, to automatically eliminate or remove the resigned Employees from the
connected Devices.

Sync data to the device: Toggle Enable, to sync data to the device automatically.
Allow Auto Add: Toggle Enable, to automatically add the new Devices to the Software.

Allow Upload New Employee: Toggle Enable, to automatically upload the new employee from the device
to the software.

Allow Name Upload: Toggle Enable, to automatically upload the Usernames from the Device to the
Software.

Allow Card Upload: Toggle Enable, to automatically upload the Users' Card numbers from the Device to
the Software.
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Bio-Photo Approval Policy

Bio-photo refers to the employee profile picture. There are several methods to upload it. Below are several
ways to upload. This function lets you set up the approval method for the uploaded Bio-Photo.

Edit Employee: Select Auto Approved, to automatically approve the captured Bio-Photo of the
Employees.

Batch Import: Select Auto Approved, to automatically approve the batch upload of the Bio-Photo.
Mobile Upload: Select Auto-Approved to automatically approve photo uploaded via mobile device.

Device Upload: Select Auto-Approved to automatically approve the photo captured via Bio-metric Device.

Data Retention Setting

This function lets you set up Device enrolment and Data transmission.

Transaction: Provide the required number of days the transactions need to be retained.
Command: Provide the required number of days the commands need to be retained.

Device Log: Provide the required number of days the log files in the Device need to be retained.

Upload Log: Provide the required number of days the upload log files need to be retained.
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GPS

The GPS module is designed to track employees using GPS and RFID methods to obtain logs about their
check in, location movement, and access/attendance punch for limited organization through smartphone
device application. GPS module includes App Settings, Geo-Fence, and GPS Tracking.

APP Settings

App Settings include Accounts, Announcements, Notice, and Operation logs of employees to track their
movements, make announcements, and keep track of logs.

@ZKB|0T|'meC|0ud Company Complements Employee Device ondance Access Reports  System  Apps ‘W @ DEMO

Accounts

+ APP Settings A Ie u - N @ @ & m @ c

Accounts O

Q.

User Name Login Time Last Active Client 1d Mobile Token Client Category Ronning Statos Mobile App Statns Action
Announcement [}
Notice

Operation Log

Accounts

The accounts page displays details such as Username, Login Time, Last Active, Client Id, Mobile Token, Client
Category, Running Status, Mobile App Status, and Action.

@ZKBIOT"TIEC'OUCI Company Complements Employee Device Ondance Access Reports System  Apps W g DEMO
= Accounts
fe 4PP Sciiings A|0' u m N @ @ & m D9 C
e [0  UserName Login Time Last Active Cient Id Mobile Toicen Client Category Running Status Maobile App Status Action
Announcement
Notice %
Operation Log
B Geo-fence v
(8} GPS Tracking v

No rows

Push Notification

In Push Notification, the messages and circulars of organization can be sent to employees as notification
both as private and public as per requirement.
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[ZKBioTimeCloud Company Complements Employee

= Accounts

& APP Settings ~ Y

o 8 vt
Announcement e

71056

Notice .
Operation Log 7089

B seo-fence ~ 535

(8 GPS Tracking v

Force Offline

Login Time

2025-03-13 05:24:.

2025-03-13 03.05.,

2025-03-11 22:29:.

2025-03-086 03:56...

2025-03-06 00:54.

2025-03-11 04:53:.

2025-03-11 22.4414

Device

System Apps

©
0=« 2 o «

W @ SANTEST

m o C
Client Category Running Status Mobile App Status Action
I0s Active Enable i
Android Active Enable [ ]
108 Active Enable 1
I0S Active Enable 1
Android Active Enable i
Android Active Enable 1

GPS  Attendance Access Reports
Last Active Client Id Mobile Token
2025-03-13 05:24:.  SEDDES70-44DE- fekqlvafbUAkuBVI.
202

Push Notification

202 o
202 Content * Ll
202
202
202 €”| Discard

By confirming the Force Offline option, the organization can recall a mobile account login of any employee
if required. If user is active in multiple mobile phones, force offline function is used to turn the other mobile
phones inactive which lets organization to forcefully change the current active status to offline.

[{)ZKBioTimeCloud Company Complements Employee

— Accounts
& APP Settings ~ Y
[ Cpp—
Announcement
W]EE
Notice
Operation Log 0O vose
B ceo-fence ~ O =35
(@ GPS Tracking v 0 om0
O 7es7
[0 m7os2
[0 sss

Disable

Login Time

2025-03-13 05:24:..

2025-03-13 03:05:.

2025-03-11 22:29..

2025-03-06 03:56_.

2025-03-06 00:54...

2025-03-11 04:53:

2025-03-11 22.444

Device

GPS  Attendance Access Reports

Last Active Client Id Mobile Token

2025-03-13 05:24:.  5EDDES70-44DE- fcKqIvafbUAKUBVI_.

2025-03-1303:05..  aandroidid6B5791..  thTw4LlIQ_CFOhh
Force Offline IHkUXTkKS_.
Are you sure to force the device offline? KcZ00vaZ

2025-03-11 04:53:. aandroidid764cb..  da¥hGi7ZTuCgUKB..

2025-03-11224414  gondroididg85791..  fhTw4LllQ_CFOhh.

System Apps

Client Category Running Status

108 Active
Android Active
105 Active
105 Active
105 Active
Android Active
Android Active

W @B SANTEST

© ®@ & m H C
Mobile App Status Action
Enable [ 1
Enable [ ]
Enable [ 1
Enable [ ]
Enable [ 1
Enable [
Enable [ 1

Disable function helps to change an active employee’s mobile device account to the inactive state.
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WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
— Accounts e
o APP Settings P n m N . @ & m H cC

o B usertame Login Time Last Active Clientid Mobile Token Client Category Running Status Mobile App Status Action

Announcement
71056 2025-03-1305:24-..  2025-03-13 05:24..  GEDDES70-44DE-.  foKqIVATOUAKUBVI. 10§ Active Enable ]
Notice
Operation Log O 7oee 2025-03-1303 Disable I fnTwALIQ_CFOhh..  Android Active Enable ]
Are you sure to disable the device? -
B ceo-fence ¥ O sss 2025-03-11 22: 4 . {3TIG_HfKUXIkkSN. 10 Active Enable (]
GPS Tracking M O s 2025-03-06 0! o Iﬁ Discard | coywotKcZOOvgZ. 10§ Active Enable [
O s 2025-03-06 00:54.. 2025-03-06 00:54..  DBBASSDA-12C4-..  12312412341234 105 Active Enable B
O 7os2 2025-03-11 0458...  2025-03-11045%..  candroididI784cb..  daYhSI7ZTUCGUKE.  Android Active Enable ]
O sss 2025-03-1122:4414  2025-03-11 224414  candroidld685791..  fnTwALIQ_CFOhh..  Android Active Enable B
. . . ' . . .
Enable function helps to change an inactive employee’s mobile device account to the active state.
@ ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
= Accounts 3
o APP Settings ~ Y n m N & m H C
o B userName Login Time Last Active Clientd Mobile Tokan Client Category Running Status Mobile App Status Action
Announcement
71056 2025-03-13 05:24-..  2025-03-13 05:24:.. 58l Active Enable ]
Notice
Enable
Operation Log O 7oee 2025-03-13 03.05...  2025-03-13 0305 aq id Active Enable B
Are you sure to enable the device?
B ceo-fence ~ O s3s 2025-03-1122:28:.  2025-03-T 22:28: c4 Active Enable [}
) | o |
@ GPs Tracking ¥ O es0 2025-03-06 03:56.  2025-03-06 03:56.. DBl — Active Enable [}
D 7657 2025-03-06 00:54. 2025-03-06 00:54.. DB6A5S5D4-12C4- 12312412341234 105 Active Enable i
O 7os2 2025-03-11 0458...  2025-03-11045%..  candroididI784cb..  daYhSI7ZTUCGUKE.  Android Active Enable ]
O =38 2025-03-1122:4414  2025-03-11 224474  aandroidld685781.  fATwALIQ_CFORh..  Android Active Enable ]
-

Select the username and clickon ™ icon under Actions to delete the employee account.
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[DZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System
To delete multiple at once click here }

— Accounts
& APP Settings ~ Y m N @ @ & m D C
o B  userName Login Time Last Active clientid Mobile Token client Category Running Status Mobile App Status Action
Announcement
71056 2025-03-13 05:24... 2025-03-1305:24..  SEDDES70-44DE-..  fcKqIVAfDUAKUBVI. 108 Active Enable e E
Notice
Operation Log O 7oss 2025-03-13 0305:. 2025-03-130305_.  oandroidid685781.  fhTwALIQ_CFOhh..  Android Active Enable ]
B ceo-fence ~ O s3s 2025-03-1122:29-.  2025-03-11 Sn. 105 Active Enable [ ]
. Delete
@ GPs Tracking ¥ O 980 2025-03-06 03:56..  2025-03-08 gz 105 Active Enable ]
Are you sure to delete this record?
O 7esv 2025-03-06 00:54..  2025-03-08 108 Active Enable []
o
O 7os2 2025-03-11 0453...  2025-03-11 Android Active Enable ]
O s3 2025-03-1122:4474  2025-03-11224414  androidid685781.  fhTwALIQ_CFOhh..  Android Active Enable ]
. . 4 . .
=
Click the [Export] icon to export the employee accounts details in PDF, Excel, CSV, or TXT format.
[{ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
- Accounts e
& APP Settings ~ Y u m N Qe |s|lm e C
(]  userName Login Time Last Active Client Id Mobile Token Client Category Running Status Mabiie &) | C5V EPOT Lo
Announcement Excel Export
Notice O 7ose 2025-03-1305:24..  2025-03-1305:24:.  SEDDES70-44DE-.  fcKgIVAfbUAKUBVI.  I0S Active tnable | ppr Export |
- - — ) TXT Export |
Operation Log O 7oss 2025-03-13 03:05..  2025-03-130305.. oandroidid685781.  fhTwALIQ_CFOhh..  Android Active Enable (]
B ceo-fence ~ O s3s 2025-03-1122:28:.  2025-03-112228: CACTS57E-7CC5-.  13TIG_HIKUXIKKSN.. 105 Active Enable | 1
@ ©Ps Tracking ¥ [0 80 2025-03-06 0356..  2025-03-06 03:56. DBESOSES-DFB2-_  c5VWotKcZ0DvgZ. 105 Active Enable ]
O 7esv 2025-03-06 00:54.. 2025-03-05 00:54 DBBASEDA-12C4-..  12312412341234 105 Active Enable [}
7082 2025-03-1104:53..  2025-03-1104:53.  oandroididi764chb..  daYNSi7ZTUCQUKB.  Android Active Enable [l
g L}

9.1.2 Announcements

The announcements, messages, and circulars of organizations are sent to employees as private and public
notice.
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@ZKB|0TimeC|0ud Company Complements Employee Device ondance Access Reports System  Apps W @ DEMO
= Announcement
|°‘Z APP Seftings Ale u A ﬁj * m © C
Accounts [J  subjest Category Receiver Employee Id  Content Sender Syster Seader Notice Time Action
[—— 0
Notice

Operation Log
B Geofence v

(@ GPS Tracking v
- Norows

Push Public Notice

Public Notice helps to set up and convey the organization’s public announcements to the employees.

[{ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @& SANTEST
— Announcement e
& APP Settings ~ Y BE g & m 9 C
Accaunts B subject Category Receiver Employeeld ~ Content Sender system Sender Notice Time Action
[ g :
. Public Annacement  Public Message Email: syed@rackab..  syedjeelan@zktecod..  syedjeslon@zkiecod..  2025-03-11 060:22 ]
Notice 2
Operation Log [J Private Annocement ktecod. 2025-03-110612:28 [ 1
Push Public Notice 9
B ceo-fence ~ [J  increment ktecod. 2025-03-11 061338 | 1
@ ors Tracking v () Apprisal mail Subject* ktecod.  2025-03-1 067503 ]
[0 offer Letter ktecod..  2025-03-11 0616:43 [ 1
[]  KUCHPUDI ART CLASS. ktecod..  2025-03-11 067841 ]
() newmedsahe Content * 2025-03-11 063317 ]
[ tedting the web and. 2025-03-11 06:3516 1
[0 Jovacourse 2025-03-11 06:46:1 [ 1
[0 python course 2025-03-11 06:46:51 1 v
o

Push Private Notice

Private Notice helps to set up and convey the organization’s private announcements to the employees.
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@ZKBioTimeCIoud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
= Announcement
" APP Settings ~ Y n B L& m DO C
AdCounts B subject Category Receiver Employeeld ~ Content Sender System Sender Notice Time Action
.
Public Anr Public Messag Emaik i od.  syedj d..  2025-03-11 0610:22 ]
Notice
Push Private Notice 9
Operation Log [J rrivate Annocement  Public Message lcod...  syediji \@zktecod..  2025-03-11 06:12:28 | ]
Recalver * - _
B ceo-fence v O  increment Private Message lcod..  syedjeelon@zktecod..  2025-03-11 0613:38 (]
@ ©PS Tracking ~ ] Apprisal mail Privats Message Subject * cod..  syedjeslan@zktecod..  2025-03-11 06315:03 [
[ offer Letter Private Message lcod..  syedjeelon@zktecod..  2025-03-11 0616:43 [
[J KUCHPUDI ART CLASS.. Public Message lcod_  syedjeslan@zktecod..  2025-03-11 06:18:41 i
Content *
[0 newmedsahe Public Message let-.. 2025-03-11 06:3317 1
[0 tedtingtheweband.. Private Message let-.. 2025-03-11 06:3516 1
[0 Jovacourse Private Message 2025-03-11 06:46:11 1
[J python course Private Message TeoTTTTD 2025-03-11 06:46:51 1 v
. . [ .
Select the subject and clickon ® icon under Actions to delete the announcement.
@ZKBioTimeCIoud Company Complements Employee Device GPS  Attendance Access Reports System Apps oG LIS
To delete multiple at once click here
— Announcement
o APP Settings P |ﬁ B i & m 9 C
AdCounts B subject Category Receiver Employeeld ~ Content Sender system Sender Notice Time Action
:
Public Annocement  Public Message: Emaik syed@rackab..  syedjeelan@zktecod..  sysdi i 2025-03-11 na:u:tzze E
Notice
Operation Log (] Frivate Annocement  Public Message employes thenlogo..  syedjeslan@zktecod.  syedjsslan@zktecod..  2025-03-11 06:12:28 [}
B ceo-fence v O  increment Private Message 536 Delete \@iktecod-  syedjeelan@zktecod.  2025-03-11 0613:38 [
@ ors Tracking ¥ [J  Apprisal mail Privats Message 998 Are you sure to delete this record? od. syedjsslan@zktecod..  2025-03-11 0615:03 ]
O offer Letter Private Message 999 W| \@zktecod.  syedjeelan@zktecod.  2025-03-11 0676:43 i
[] KUCHPUDI ART CLASS.. Public Message KUCHPUDI ART CLASS..  syedjeslan@zktecod.  sysdjsslan@zktecod..  2025-03-11 0B18:41 i
[ TV Diihin Macornna BIT Aernin AR b7 Tt sAnR-n2n nRRa =

Export

Click the [Exportlicon “ to export the employee details in PDF, Excel, CSV, or TXT format.
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[{ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps

W @ SANTEST

— Announcement e
& APP Settings ~ Y n B 4 m 9 C
AdGounts subject Category Receiver Employeeld ~ Content Sender System Sender Notice Time | CSV EXPOrt
Excel Export
~
[] Public Annocemsnt  Public Message tmait sysd@rackab.  syscjesin@zitecod_  sysdjsslan@zktecod.  2026-03-1061 | pp Export
Notice
) ) _ ) _ | T Export
Operation Log [] Private Annocement  Public Message employee then loge..  syedjeelan@zkiecod..  syedjeelan@zktecod..  2025-03-11 061
B ceo-fence v [0 increment Private Message 536 Salaryincrement let..  syedjeelan@zktecod..  syedjeelan@zktecod..  2025-03-11 061338 ]
@ GPs Tracking h [J  Apprisal mail Private Message 999 Apprisal mail Salary . syedjeslan@zktecod.  syedjeelan@zktecod..  2025-03-11 0615:03 i
[0 offerLetter Private Message 989 In view of this news t..  sysdjeslan@zktecod.. syedjselan@zktecod..  2025-03-11 0616:43 ]
71 KUCHPUDI ART CLASS.. Public Message KUCHPUDI ART CLASS..  syedieelan@zkiecod..  syedieelan@zktecod.. 2025-03-11 061841 | ]

9.1.3 Notice

Notice function is to send and receive notice in between individual employees which displays as receiver

and sender with content mentioned.

@ZKB|0T|meC|oud Company  Complements Employee Device o::dance Access Reports  System  Apps

= e Notice

Accounts

[ Receiver Content Category Sender Send Time

Announcement

Operation Log

B Geofence ~

(8} GPS Tracking v
- No rows

Delete

Select the receiver and click on ® icon under Actions to delete the notice.

W @ DEMO

ui.D]]@G

Read Status Action
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[ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports Systemn Apg:

To delete multiple at once click here

— Notice

& APP Settings ~ Y ﬁ & m H C
AcEounts B receiver Content Category sender Send Time Read Status Action
Announcement

~
71061 rcutsgwy'. "Java2", 'star., Tlef-ala6..  2025-03-10 10:06:54 Unread %
Delete

K 535 ['category™ 0, ‘punch_ti. , llef-ala6..  2025-03-07 05:2016 Unread
Operation Lag oeny=0. P Are you sure to delete this record? s
B Geo-fence 7857 ['categery™ "JavaZ, "star. Tlef-gla6..  2025-03-10 10:06:54 Unread [
@ GPs Tracking 980 {'category "Jova?', "star.. —Tramng ATETEUA-Ta70- llet-ala6..  2025-03-10 10:06:54 Unread | 1
71062 {'category™ "JavaZ', ‘star..  Training 3dI6fb04-fa70-Tlef-ala6..  2025-03-10 10:06:54 Read [

Export

Click the [Export]icon “ to export the employee details in PDF, Excel, CSV, or TXT format.

[WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
— Notice
= 2
" APP Settings ~ Y n m o C
Accounts B Recsiver Content Category Sendar Send Time Read Status €SV Export
Announcement Excel Export N
1 71061 ['category” "JavaZ’, star..  Training 3dI6fb04-fa70-Tlef-alab.  2025-03-10 10:06:54 Unread PDF Export
Operation Log O s3s {'category’:0,"punch_ti..  Manual Log 3dI6fb04-fa70-Tlef-aloB..  2025-03-07 05:2016 unread TXT Export
B Geo-fence M O 7est {'category’ "Java2’, star..  Training 3dI6fb04-fa70-Tlef-aloB..  2025-03-10 10:06:54 unread ]
@ ors Tracking N ] 80 ['category "Java?’, "star..  Training 3d16f04-fa70-Nef-alab.  2025-03-10 10:08:54 Unread ]
O noe2 {'category’ "Java2’, star..  Training 3dI6fb04-fa70-Tlef-aloB..  2025-03-10 10:06:54 Read ]
O 535 ['category”1, 'punch_ti.  Manual Log 3dI6fb04-fa70-Tlef-alab..  2025-03-07 05:2016 Unread ]
.
9.1.4 Operation Log
The list of operation logs is displayed of user and their client with status of operation.
@ZKB|0T|meC|oud Company Complements Employee Device ondance Access  Reports  System  Apps W § DEMO
e Operation Log
|¢"‘ APP Settings ~ | Y u & m @ &
Accounts O e Client Action Action Time Status Deseribe Action
Announcement
Notice

B Geofence v

(@ GPS Tracking v
4 No rows
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Delete

Select the user and clickon ® icon under Actions to delete the operation log.

[{ZKBioTimeCloud Company Complements Employee Device GPS

o

APP Settings
Accounts
Announcement

Notice

Operation Log o

g Geo-fence

(8 GPS Tracking

Export

Operation Log

Y

O

2 [E

0O 0O 0 O

User

Client

aa idida3727a832ak.

Attendance Access Reports System{

Action

Action Time

2025203306 00:44:07

‘aandroidida3727a8!

DBBASSDA-12C4-4E

DBBASSDA-12C4-4E

Delete

Are you sure to delete this record?

6 00:44:45

6 02:38.08

6 02:42:36

DBBASSDA-12C4-4E64-9.

reset_password

2025-03-06 02:42:41

To delete multiple at once click here }

Status

Exception

Exception

Successful

Exception

Exception

@ -

Describe Action

~
Client Id nat match qﬂ
Client Id not match [ ]
successful [}
Password reset must be .. [}
Password reset must be .. [ ]

Click the [Export]icon = to export the user operation log details in PDF, Excel, CSV, or TXT format.

WZKBioTimeCloud Company Complements Employee Device — GPS

0" APP Settings
Accounts
Announcement

Notice

Operation Log o

B ceo-fence

(@ GPS Tracking

Operation Log

v

0O 0 0O 0 0 o

9.2 Geo-fence

syed

syed

Attendance Access Reports System

Client

aandroidida3727a832ab...

‘aandreidida3727a832ab...

DBBAS5DA-12C4-4E64-8.

DBBAS5DA-12C4-4E64-8.

DBEASSDA-12C4-4EB4-9..

Action

Login

Login

reset_password

reset_password

reset_password

Action Time

2025-03-06 00:44:07

2025-03-06 00:44.45

2025-03-06 02:38:08

2025-03-06 024236

2025-03-06 02.42.41

Apps

Status

Exception

Exception

Successful

Exception

Exception

W @& SANTEST

2

Bl o«

CSV Export b

Describe
Excel Export
Client Id not matck PDF Export

Client Id not matck TXT Export

successful [ 1
Password reset must be .. [ 1
Password reset must be .. 1

Geo-fencing function helps to set up limited boundaries using GPS technology to access attend punch the
employees’ clock in and out within their certain distance of worksite using GPS in their mobile device
application. Geo-fence can be added to employees and department.
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@ZKB|0T|meC|oud Company  Complements Employee Device odance Access Reports  System  Apps W @ DEMO

Geo-fence of Employee

APP Settings e Y u & m H C

| B Geofence

o

I [] Employeeld Employee Name Location Longitude Latitude Distance Start Date End Date Action

Geo-fence of Employee _
D 3200363 wtut Bengaluru, Kama 775945627 129715987 10 2025-02-18 2025-02-19 /‘ [ ]

Geo-fence of Department

(8} GPS Tracking v

Geo-fence of Employee

Employee Geo-fence is used to keep track of employees’ designated location range. This includes detailed
information such as the employer's name, location, longitude, latitude, range, start date, and end date.

Administrators can define specific geographic areas within the software as virtual boundaries, representing
the designated work zones where employees are expected to be present. Users have the ability to add, edit,
and delete an employee's geo-fence as needed.

@ZKB|0T|meC|oud Company Complements Employee Device andance Access Reports System  Apps ! g DEMO

Geo-fence of Employee

APP Settings e Y u & m H ¢

| B Geo-fence ” | O EBuployeeld Employes Name Location Longitude Latitude Distance Start Date End Date Action

Geo-fence of Employee e _
D 3200363 wtut Bengaluru, Kama . 775945627 129715987 10 2025-02-18 2025-02-19 /‘ [ ]

Geo-fence of Department

o

(8} GPS Tracking v

Geo-Fence of Employee Add

Click on @8 icon to add geo-fence to an employee, fill the required fields and click on [Save] to add.
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ZKBioTime Cloud

Geo-fence of Employee

APP Settings v Y

L3

Latitude

B Geo-fence ~ O

Geo-fence of Employee o
Geo-fence of Employee / Add

Geo-fence of Department

Employee [d Eraployee Name Location Longitude

System

Apps W @ DEMO

&l
ngmge

End Date

o

Distance Start Date Action

Discard

(@} GPS Tracking v

Enter the required S
details
Start Date * m

Latitude

The following field parameters are described below:

Employee: Enter the employee identification number.
Location: Set the location for geo-fence of department.
Longitude: Set the longitude

Latitude: Set the latitude.

Start Date: Set the Start Date from the calendar.

End Date: Set the End Date from the calendar.

Edit Geo-Fence of Employee

Clickon #" icon under Action to edit the employee geo-fence details. Edit the details and click on [Save] to

save the changes.
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@ZKB|0T|meC|oud Company  Complements Employee Device GPS  Antendance Access Reports System  Apps W @ DEMO

Geo-fence of Employee

" APP Settings v ¥ u & m H ¢

B Geo-fence ~ [0 Employeeld Employes Name Location Longitade Latitude Distance Start Date End Date Action

Geo-fence of Employee _
D 3200363 utnt Bengalurn, Kama...  77.3943627 12.9715987 10 2025-02-18 2025-02-19 /‘ []

Geo-fence of Department

(8 GPS Tracking ~ Geo-fence of Employee / Edit g 4 ‘ Discard ‘
Location ® Distance *
Bengaluru, Karnataka, India ° 10 m
fﬁz” Latitude *
77.5945627 129715987
Enter the required
details Start Date * End Date *
2025-02-18 B 2025-02-19 B

Delete

Select the employee and click on ¥ icon under Actions to delete the geo-fence of employee.

@ZKBIOTiITIE Cloud Company Complements Employee Device GPS  Attendance Access Report To delete multiple geo-fench at once
select the department and click here

Geo-fence of Employee
" APP Settings A Y & m ©H C

+
o

Accounts - .

Employes 1d Employes Name Location Longitude Latitnde Distance Start Date End Date Action
Announcement
e 3200363 vtut Bengaluru, Kama . 775943627 129715987 10 2025-02-18 2025-02-19 ,‘ E
Notice
Operaticn Log
Bulk delete

B Geo-fence ~

Geo-fence of Employee o
Geo-fence of Department °| | Discard

(8} GPS Tracking v

Are vou sure to delete selected records?

9.2.2 Geo-fence of Department

Geo-fence of department is to keep a track of department’s given location range which is displayed in detail
with department name, location. Longitude, latitude, range, start date, and end date. User can Add, Edit,
and Delete the geo-fence of department.
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@Z’(B|0T"T|ec|oud Company Complements Employee Device o::dance Access Reports System  Apps W @ DEMO

Geo-fence of Department

. APP Settings ~ Y u & m © C

Accounts [J DepartmentCode  DepartmentName  Location Longitsde Latitude Distance Start Date End Date Action
Announcement

0o : R&D W26M-T47, Chet . 77.03285559999999  10.910658 10 2025.02-19 2025-02-19 V|
Notice

Operation Log

|E Geo-fence ~ |e

Geo-fence of Employee

Geo-fence of Department e

(8} GPS Tracking v

Add Department of Geo-fence

Click on icon to add geo-fence to a department, fill the required fields and click on [Save] to add
department.

@Z’(BIOT”TIEC'OUCI Company Complements Employee Device GPS  Artendance Access Reports System  Apps ‘W @ DEMO

Geo-fence of Department

APP Settings A Y u L m © C

4
o.
Accounts . . .
[J  Department Code Department Name  Location Longitude Latitude Distance Start Date End Date Action
Announcement
D 2 R&D W26M+T47, Chet. 77.03285339999999  10.910658 10 2025-02-19 2025-02-19 ,‘ i
Notice
Geo-fence of Department / Add o - ‘ Discard
Operation Log e
pr ey
B Geo-fence ~
Department * v 9

Geo-fence of Employee o
Distanca®

Geo-fence of Department 10 m Longitude *

(8} GPS Tracking -
Latitude * Start Date * ]
Enter the required
details Fnd Date &

The following field parameters are described below:
Department: Select the department from the drop-down list.
Distance: Set the range for geo-fence of department in meters.
Longitude: Set the longitude

Latitude: Set the latitude.

Start Date: Set the Start Date from the calendar.

End Date: Set the End Date from the calendar.

Location: Set the location for geo-fence of employee.
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Edit Geo-fence

Clickon ¢ icon under Action to edit the department geo-fence details. Edit the details and click on [Save]

to save the changes.

@ ZKBioTime Cloud Company Complements Employee Device  GPS  Attendance Access Reports System  Apps W § DEMO
= Geo-fence of Department
" APP Seitings ~ Y u & m LH C
Accounts . .
[] DepartmentCode  Department Name  Location Longitude Latitude Distance Start Date End Date Action
Announcement
D 2 R&D W26M+T47, Chet 77.03285539999999 10910658 10 2025-02-19 2025-02-19 e i
Notice
Operation Log —
F-fis e e [3AH: e o P I D |
B Geofence ~ -
Geo-fence of Employee
Geo-fence of Department] o Location * Distanca*
. W26M-+747, Chettipalayam, Tamil Nadu 641021, India ° 10 m
(8} GPS Tracking -
Longitude * Latitade *
77.03285550000000 10910658
Start Date * End Date *
Enter the required 2025.02-19 (| 20250210 ]
details

Delete

Select the department and click on

@ ZKBioTime Cloud Company Complements Employee
= Geo-fence of Department
0'5 APP Settings ~ Y
Accounts Department Code  Department Name
Announcement
A=]:
Notice
Operation Log

B Geo-fence ~

Geo-fence of Emplovee

Geo-fence of Department o

(8} GPS Tracking v

Export

icon under Actions to delete the geo-fence of department.

Device GPS Attendance  Access Reports R
To delete multiple geo-fench at once
select the department and click here
4 m D C
Location Longitude Latitude Distance Start Date End Date Action
W26M=+T747, Chet.. 77.03285559999999  10.910658 10 2025-02-19 2025-02-19 /‘E
Bulk delete

Are you sure to delete selected records?

03

Dizcard

Click the [Exportlicon “ to export the department details in PDF, Excel, CSV, or TXT format.
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[UZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST

Geo-fence of Department

2
& APP Settings v Y n m © C

B Geo-fence ~ [J DepartmentCode DepartmentName Location Longitude Latitude Distance Start Date Endpate | S5V EPO |ion
Excel Export
Geo-fence of Employee
PDF Export
Geo-fence of Department o
TXT Export

(® GPs Tracking M

No rows

GPS Tracking

GPS Checking is a pivotal feature in attendance applications, designed to enhance the accuracy and
reliability of attendance management using Global Positioning System (GPS) technology.

Primarily used for managing employees under Outdoor Management, this feature allows users to input
client company details and geographical coordinates into the system, effectively registering client locations
as designated check-in points.

Once these check-in points are established, the Schedule Planner can be used to create itineraries, such as
client visits or after-sales service resolutions. Within the Outdoor Schedule module, field employees can then
be assigned to specific fieldwork schedules.

This ensures that when employees are on field duty, they can still check in, allowing attendance to be
recorded accurately. Additionally, administrators can monitor and review attendance data for field
assignments through the Schedule Report and Unschedule Report, thereby completing the field attendance
workflow and improving oversight of field operations.

EDZKBioTimeck)ud Company Complements Employee Device ondance Access Reports  System  Apps W @ DEMO

Client Details

APP Settings v Y u L& m H C

Geo-fence v [] ClientId Company Name ~ Address Branch Contact Person ContactNumber  Longitude Latitude Punch Radius Action

3! GPS Tracking ~ |9

Client Details

o e

o

Schedule Planner
Outdoor Schedule
Schedule Report No rows

Unscheduole Report

Client Details

In Client Details, the user can set up punch radius for clients and their company. The interface displays the
log for details such as Client Id, Company Name, Address, Branch, Contact Person, Contact Number,
Longitude, Latitude, Punch Radius, and Action.
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[{ZKBioTimeCloud cCompany Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST

Client Details

£ APP Settings v Y n L m O ¢

B ceo-fence o [ clientid Company Nome  Address Branch Contact Person  Contact Numb..  Longitude Latitude Punch Radius Action

@ GPS Trackin "I —

k- g [ 12544 Zkteco testing no 55, Puttapp..  Factory Surya prasad K 87867689779 77.6910073999..  12.9980624 100 P |
Client Details 2

O =233 Zktecoddev no 55, Puttapp..  testdsv Syed jeslan 7073737373 776910073999, 128860624 1000 VN |

Schedule Planner
Outdoor Schedule
Schedule Report

Unschedule Report

Client Details / Add

Click on &8 icon, fill the required fields and click on [Save] to add client details.

@ ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps ‘W @ DEMO

= Client Details

' APP Settings v Y & m H C
B Geo-fence v O  Clieatta CompanyName  Address Branch ContactPerson  Contact Numbe:  Longitude Latitude Punch Radius Action

(8} GPS Tracking ~ Client Details / Add o o| Discard ‘

Client Details o Address *
Client1d * Q
Schedule Planner
Outdoer Schedule
Company Name * Branch *
Schedule Report
Unschedule Report Contact Person * Contact Number *
Longitude * Latitude =
Enter the required
details Punch Radius * mtrs

The following field parameters are described below:
Client Id: Enter the Client Id.

Company Name: Enter the company name.

Branch: Enter the branch name.

Contact Person: Enter the name of the contact person.
Longitude: Set the longitude

Latitude: Set the latitude.

Punch Radius: Set the Punch radius for client.

Address: Enter the client’s company address.

Company Logo: Select and upload the company logo.
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Client Details / Edit

Click on ¥ icon under Action to edit the client details. Edit the details and click on [Save] to save the

changes.

[)ZKBioTimeCloud Company Complements Employee

&" APP Settings v
B Geo-fence ~
(@ GPS Tracking ~

Client Details o

Schedule Planner

Client Details

Device

GPS  Attendance Access Reports System Apps

W @ SANTEST

BD: v o c

Action

Y
] clientid Company Name  Address Branch Contact Person  ContactNumb..  Longitude Latitude Punch Radius
D 12544 Zkteco testing no 55, Puttapp_. Factory Surya prasad K B7667689779 77.6910073999 129980824 100

Client Details | Edit

e-] plseare ‘

Qutdoor Schedule Clientla® Address®
12544 55, Putt Industrial Estate Main Rd, Mah i Ny BN
Schedule Report [ ] no uttappa Industrial Estate Main laheswari Nagar, larayanapt. @
Unschedule Report Company Nams * Bronch*
Zkteco testing Factory
Coniget Person * Contact Nurmber *
%] prasad K 87667689779
Longituds * Latituds *
77.69100739999999 129960624
Enter the required Punch Radius
details 100 mtrs
Delete
Select the department and click on ¥ icon under Actions to delete the client details.
@ZI(BioTimeCIoud < nplements Employee Device GPS Attendance Access _Reports  System Apps W @ SANTEST
— 1 To delete multiple at once click here }
= Client Details
& APP Settings v Y ﬂ & m H C
B ceo-fence > [] clientid Compan..  Address Branch ContactP.. Contact.. Longitude  Latitude Punch Ra... Action
(} GPS Tracking ~ ) . .
e 45 Rajarathna  Abbigere, .. branchi sanjeeth 734906678 77.5255683 13.0762712  10000000.. elil
Client Details o
Schedule Planner
Delete

Outdoor Schedule
Schedule Report

Unschedule Report

Export

Are you sure to delete this record?

o2

Discard

Click the [Exportlicon “ to export the client details in PDF, Excel, CSV, or TXT format.
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[{ZKBioTimeCloud Company Complements Employee

. APP Settings

o«

Geo-fence

@ ©Ps Tracking

Schedule Planner

Outdoor Schedule
Schedule Report

Unschedule Report

Client Details

Y

B clientid
12544
[

9.3.2 Schedule Planner

Device GPS

Company Name ~ Address

Attendance Access Reports  System

Branch Contact Person  Contact Numb..
no 55, Puttapp..  Factory SuryaprasodK 87687689779
no 55, Puttapp..  testdav syed jeslan 7073737373

AppS

Longitude Latitude
776910073999.. 129960624
776910073999, 129960624

W @ SANTEST

P
@ali- - -

punch| CSVEXPOT oo
Excel Export

L PDF Export ]

1000 TXT Export i

In Schedule planner, an organization can plan schedule with details such as Map and text to view. Also, user
can Add, Edit, and Delete the schedule plan.

[JZKBioTimeCloud Company Complements Employee

£ APP Settings

B Geo-fence

(& GPSs Tracking

Client Details

QOutdoor Schedule

Schedule Report

Unschedule Report

Schedule Planner

Name

schdule planner

Unschedule

Syed Schdule

0O 0O 0 D0 O

weee

Add Schedule Planner

Device

endcnce Access Reports System

Apps

W @ SANTEST

Click on &8 icon, fill in the required fields and click on [Save] to add new schedule.

[{)ZKBioTime Cloud
=

£ APP Settings v
B Geo-fence v

(o
>

GPS Tracking

Client Details

Schedule Planner o

Outdoor Schedule
Schedule Report

Unschedule Report
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Company

Complements

Schedule Planner

[ Name

Schedule Planner / Add

n & MM 4 ¢ Norecord selected
—— ; p— R
Action Map  Satellite o v .
P, Yo P e
- s gy SRQ Pakitan L
7 0 g S sl T
Msh Niger Sudan )
chad
| Nigeria. o
P HEp, 5D g
ogola=
obis™ . Indi ‘s
= EEE G Gcesn e
P | &o dle Keyboardshoncuts Mag data £2025 | Terms
Device GPS Attendance  Access Reports  System  Apps ‘W @ DEMO
u 4 MM 49 € Norecord selected
o reirr fe— e
Action Map  Satellite a5 — [
- Py i Stk Keres ——
geis e Ea "" - pakistan .

Name *

Schedule

Company *

Start Time *

09-00

=

Date®
- 2025-02-19 ]

End Time *
HH:mm 18:00 HH:mm

Discard
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The following field parameters are described below:
Schedule Name: Enter the schedule name.

Company Name: Enter the company name.

Date: Enter the date.

Start Time: Enter the Start time.

End Time: Set the End time.
Schedule Planner / Edit
Click on ’ icon under Action to edit the schedule plan. Edit the details and click on Save to save the

changes.

@ZKBioTimecloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST

Schedule Planner

APP Settings v u & MM 4 C Norecordselected

o

Kazskhstan =

B Geo-fence v ] name Action Map  Satellite ¢ 4 i

o Mibaitin

@} GPS Trackin ~ N . Pakiten | B n ;
. " Mali_ Niger Sudan M -
Client Details o Chad

| Schedule Planner | Schedule Planner / Edit e o Discard

Outdoor Schedule Name *

Schedule Report {schdu\e planner \

Unschedule Report Schedule m
Company * Date *
Zkteco testing - 2025-03-07 o]
Start Time * end Time *

-
09:00 HH:mm 18:00 HH:mm
Company* pate” Enter the required
Zkteco testing - 2025-03-08 ] details
Start Time * end Time * [ ]
09:00 HH:mm 18:00 HH:mm
Delete
[

Select the department and click on icon under Actions to delete the schedule.
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[WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST e

Schedule Planner

1

' APP Settings ~ ﬂ & mm £ (& Norecord selected

B Geo-fence v O Name

(8} GPs Tracking »e@
- schdule planner
Client Details o
O

Unschedule
Schedule Planner
Outdoor Schedule 0 syedschdue
Schedule Report 0O weee Delete
Unschedule Report Are you sure to delete this record?
=
Export

Click the [Export] icon “ to export the employee accounts details in PDF, Excel, CSV, or TXT format.

@ZKBio'ﬁmeCIoud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST e

Schedule Planner

APP Settings ~ ﬂ m <9 € Norecordselected

o
TP
B Geo-fence v O Name CsVExport | o0 Map  Satellite
Excel Export :
(@} GPS Tracking ~ |
[ schdule planner PDF Export [ ]
Client Details |
[]  unschedule TXTExport |, [ ]
Schedule Planner o =
Outdoor Schedule O syedschdue -
Schedule Report [ weee Fa | - y Keyboard shortcuts  Map data ©2025 | Terms

Unschedule Report

9.3.3 Outdoor Schedule

In Outdoor Schedule, an organization can plan outdoor schedule for employees with details such as
Employee Id, First Name, Last Name, Schedule Name, Start Date, End Date, Map, and Text to view. Also, user
can Add and Delete the outdoor schedule.
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@ZKB|0TimECIUUd Company Complements Employee Device GPS o‘]anm: Access Reports  System Apps

W @ DEMO e

Outdoor Schedule

£y APP Settings ~ ﬂ 4 MM 4 € Norecord selected

" ur e LS
B Geo-fence v [[] Employes.. FirstName  Name Start Date End Date Text View Action I Map Satellite E

[@ c2s Trackice ~ B

Client Details

Schedule Planner

Outdoor Schedule e

Schedule Report No rows

Unschedule Report

Add

Click on a icon, fill the required fields and click on Confirm to add outdoor schedule.

WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps

Keyboard shortcuts  Map data §2025  Terms

W @ SANTEST e

= Outdoor Schedule
& APP Settings v ﬂ L MM ¢ ¢ Norecordselected
PR = Kazsnstsn
B Geo-fence ~ [J Employee.. FirstName MName Start Date End Date Action Map Satellite E -~
3 [ o
(2 i
@ ops Tracking - [0 s3s Malik schdulepl.. 2025-02-28 2025-02-28 [ el
Client Details e il i ngar > a..‘..\ /
Schedule Planner Outdoor Schedule | Add e
| Outdoor Schedule | o
Employee * -
Schedule Report
Unschedule Report
Schedule Planner * -
Start Date * ]
Enter the required
details
End Date * (]

Delete

Select the department and click on

o[E] -~

icon under Actions to delete the outdoor schedule.
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@ZKBioTimeCIoud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
To delete multiple at once click here
= Outdoor Schedule P
o APP Settings v m M < C Norecordselected
R s
B Geo-fence v B Employee.. FirstName  Name StortDate  End Date Action Map Satellite E -\
(@} GPs Tracking ) @
- 535 Malik schdule pl..  2025-02-28  2025-02-2)
Client Details
[0 sg99 syed Syed Schd.. 2025-03-12  2025-03-21 [}
Schedule Planner
Delete 2025-03-27 i

Outdoor Schedule

Schedule Report

Unschedule Report

Bulk Add

n O woss

Are you sure to delete this record?

Keyboard shortouts  Map dete £2025 | Terms

Users can click on [Bulk Add] to add the outdoor schedule in bulk.

[MZKBioTimeCloud Company Complements Employee Device

GPS Attendance Access Reports System Apps W @ SANTEST

" APP Settings v

B Geo-fence v

(@} GPS Tracking ~
Client Details

Schedule Planner

Outdoor Schedule o

Schedule Report

Unschedule Report

Export

Qutdoor Schedule
D Employee .. First Name Name
[ =35 Malik schdule pl..

Outdoor Schedule [ Bulk Add e

4 m <+ C Norecordselected

Employee *

Schedule Planner *

Start Date *

End Date *

s
Start Date End Date Action Map Satellite 4
2025-02-28  2025-02-28 i Qe E”"$whh
TR
-
-

Click the [Exportlicon “ to export the employee details in PDF, Excel, CSV, or TXT format.
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[{)ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
= Outdoor Schedule 2
&' APP Settings v ﬂ M ¢ C Norecordselected
T AR
B Geo-fence e [J Employee.. FirstName Name Start Date Ei CSV Export stion Map Satellite
. Excel Export
() GPS Tracking ~ )
[J &35 Malik schdulepl.. 2025-02-28" 2i| ppp Export |}
Client Details I
[ oo syed SyedSchd. 2025-03-12 2| TXT EXPOrt B
Schedule Planner
[J 7ose Vidya Syed Schd.. 2025-03-01  2025-03-27 [ ]

Qutdoor Schedule o

Schedule Report

Keyboard shoncurs  Map date 82025 | Temms

Unschedule Report

9.3.4 Schedule Report

In Schedule Report, the list of reports of schedules are displayed.

[{)ZKBioTimeCloud Company Complements Employee Device andunce Access Reports System Apps W @ SANTEST

= Schedule Report

- _ ~ Date Period —— ~ StartDate ————— —EndDate ——————

& APP Settings v 2 o | employee  ~ | Thiswe. ~ | | 03/16/2025 B - | 03/22/2025 B m s C

B Geo-fence e Employee D  Employee No.. DeparimentNo..  Date Schedule.. Company.. MapView  Checkinl. Check
> [] Department
(@ GPS Tracking ~

Client Details

Schedule Planner

Qutdoor Schedule

Schedule Report e
No rows

Unschedule Report

Export

Click the [Exportlicon “ to export the schedule report details in PDF, Excel, CSV, or TXT format.
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@ZKBioTime Cloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST
scneauie keport ~
= Employse e
. Employeel & Date Period Start Date End Date
- - - 4
o AP Settings . &8 © - Last W.. 03/09/2025 = 03/15/2025 & m c
. CSV Export
B Geo-fence v 7] Position ) p
Employee ID Employee Na.. DepartmentNa.. Date Schedule.. Company.. Map View

. 10lautomation e Excel Export

(8} GPs Tracking ~

PDF Export

Client Details

TXT Export
Schedule Planner

Outdoor Schedule

Schedule Report o
No rows

Unschedule Report

9.3.5 Un-Schedule Report

In Un-Schedule Report, the list of un-scheduled reports is displayed.

@ZKBioTimeCIoud Company Complements Employee Device nendunce Access Reports System Apps W @& SANTEST

Unschedule Report

Date Period Start Date End Data

: ; v Employee = This We.. - 03/16/2025 - | 03/22/2025 m &+ C
@ APP Settings 2 ® ploy / o} o}

B ceo-fence e " Employee ID Employee Na.. DepartmentNa.. Date Schedule.. Company.. MapView  Checkinl.. Check
> [0 Department

(@} GPS Tracking ~

Client Details
Schedule Planner
Outdoor Schedule

Schedule Report

Unschedule Report e

No rows

Export

Click the [Export]icon  to export the unscheduled details in PDF, Excel, CSV, or TXT format.
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[{)ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
= Unschedule Report 2
- Date Period Start Date End Date
& APP Settings . Employee v | | ThisWe. v | 03/16/2025 B - o03/22/2025 8 m c
&8 Q
B Geo-fence ~ Employee ID Employee Na.. Department Na.. Date Schedule.. Company.. Map View Ch CSV Export
> [J Department
. Excel Export
() GPS Tracking ~ e
PDF Export
Client Details TXT Export
Schedule Planner
Outdoor Schedule
Schedule Report
No rows

Unschedule Report o
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Attendance Management

The system can exchange data with the T&A devices and collect the attendance records. The primary
functions implemented by the attendance system include User management, management of Attendance

parameters, Rules, Shift timetables, Scheduling, Approval & Incident Management.

Work Rule

Global Rule

General rules can be applied to all the Departments. All the general attendance parameters can be set here.

@ZKBioTimeCqud Company Complements Employee Device GPS 0959 Reports System Apps

= Global Rule
&
Global Rule Week Off Settings

Overtime Settings
Department Rule

Late Rule

) shitt v Early leave Rule
Half Day Work Rule
M schedule v
Missed in Rule
& Approvals v Missed out Rule

Punch State Mapping
m Leave v
Leave Rule

App Settings

Basic Setting

Basic Settings

Punch Period *

1 Minutes

Week Off Settings

Enable Week Off

Overtime Settings

Owertime Rule *

Calculate OT -

Late Rule
Lats exceeds Consider As
540 Minutes Absent

Enable Late Times

Late more than * Consider As*

W @ DEMO

Select [Attendance] > [Work Rule] > [Global Rule] > [Basic Settings] to add the duplicate punch period.

Click [Save] to save the details.
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[JZKBioTimeCloud Company Complements

Global Rule

.
Global Rule o Week Off Settings

Overtime Settings
Department Rule

Employee Device GPS

Basic Settings e

Attendance

Access Reports  System  Apps

Punch Pariod

1

Minutes

Late Rule

) shift v Early leave Rule
Half Day Work Rule
™ schedule ~
Missed in Rule
2, Approvals ~ Missed out Rule
Punch State Mapping
m Leave v

Leave Rule

App Settings

Week Off Settings

Enable Week Off

Overtime Settings
Owertime Rule *

Calculate OT

Late Rule
Late excesds

540

Minutes

The following field parameters are described below:

—
i Select the period l

Consider Az *

Absent -

W & DEMO

Duplicate Punch Period: Set the interval period (in minutes) for duplicate punch. If it is set to 1T minute and
the user tries to punch several times within a minute, the system will only accept the first punch.

Week Off Settings

This setting is for the personnel who do not have a time schedule but have attendance punch records and
need to make time and attendance calculation.

Select [Work Rule] > [Global Rule] > [Week off Settings] to add the details. Click [Save] to save the details.

[{ZKBioTimeCloud Company Complements

Global Rule

¢
N Work Rule - Basic Settings

Employee Device GPS

Week Off Settings

Attendance

Access Reports System  Apps

Global Rule o | Week Off Settings Ie

Cvertime Settings
Department Rule

Late Rule

() shit v Early leove Rule
Half Day Work Rule
) schedule ~
Missed in Rule
& Approvals ~ Missad out Rule
Punch State Mapping
E Leave A

Leave Rule

@ tnable Week OFff

Warking on day
[ Calculate as normal work time

Calculate as nermal work time
Calculate as weekday OT
Calculate as week off OT

Calculate as holiday OT

=)
i Select the data l

App Settings

Late Rule
Lote exceeds

540

Minutes

The following field parameters are described below:

Action: Select the mode of Ac

Working On Day: Select the type of work time.

onsider As*

Absent -

Calculate as Weekday OT (Hours): Select the total hours of overtime in a week.

Calculate as Week off OT (Hours): Select the total hours of overtime in a week off.
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Calculate as Holiday OT (Hours): Select the total hours of overtime in a holiday.

#sNote: The overtime matching rule is to match from bottom to top and sort the overtime that matches the
duration for overtime calculation.

What are Overtime levels?

When an employee works more than the needed hours, the company management sets overtime levels
such that, the employee gets paid according to his worked overtime level. Overtime levels must be in hours
and must be set in such a way that OT Level 3> OT Level 2 > OT Level 1.

E.g.: OT Level 1-3 hours
OT Level 2 - 5 hours
OT Level 3 -7 hours

For each OT level, you may set distinct pay levels. Consider an employee A works for 3 hours, and employee
B works for 5 hours. The worked hours of employee A falls under Level 1. The worked hours of employee B
falls under both Level 1 and Level 2. So, employee B gets consolidated pay by considering both levels.

Overtime Setting

Select [Work Rule] > [Global Rule] > [Overtime Settings] to select the overtime Rule click [Save] to save
the overtime rule type

@ZKBioTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @& DEMO
= Global Rule o
X, Overtime Settings .
N Work Rule o Basic Settings 9
Overtime Rule
Week Off Settings
Global Rule e Calculate OT
@
Department Rule
Late Rule ) )
D Shift - Farly leave Rule Disable Overtime
Calculate OT sicle
Haif Day Work Rul Consider 2
) scheduls . alf Day Work Rule Select the type
Missed in Rule Approved OT Absent
& Approvals ~ Missed out Rule Approved OT Priority
Punch Stats Mapping S ——
@ Leave ~
Leave Rule Late mere thar Consider As
App Settings 0 Times Absent -

The following field parameters are described below:

Overtime Rule: It can be set to "Disable Overtime" to disable the overtime function. "Calculation OT"
calculates the overtime based on the attendance punch time, "Approval OT" calculates the overtime based
on the overtime application, "Approval OT Priority" preferentially calculates the overtime on the overtime
application, and “Minimum OT” calculates the minimum overtime between “Calculation OT” and “Approval
oT".

Late Rule

Select [Work Rule] > [Global Rule] > [Late Rule] to select the late rule and enable or disable the late times
and then click [Save] to save the late rule settings details.
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G]ZKBioTimeGQud Company Complements Employee Device GPS Attendance Access Reports  System  Apps ™ @& DEMO
= Global Rule
&, Work Rule ~ 3 Late Rule e
= Basic Settings

Late exceeds * Consider A5
e @ veoswes | oo e [

Department Rule

=) shift v
Schedule v
&, Approvals v
B Leave -

Overtime Settings
@
Early leave Rule
Half Day Work Rule
Missed in Rule
Missed out Rule
Punch State Mapping
Leave Rule

App Settings

Enable Late Times Absent
Lats mors than * Late
0 Times

Half Day
Early leave Rule

Early leave excesds * Conside
540 Minutes Absent
@ ctnableEarly Leave Times
Early lsave mors than * Consider as*
0 Times Absent

The following field parameters are described below:

Late exceeds: Calculate the late exceeding time period.

Consider As: Select the type of leave after the exceeding time period.

Select here

When the work-duration is less than: Enter the duration of working hours if less than the prescribed time

period.

The check-in and check-out settings are valid only when mandatory check-in and check-out are enabled in
the Shift timetable settings.

Late coming or early leaving exceeding by N minutes is counted as absence.

On-duty without check-in is counted as late arrival (absence/incomplete) for N minutes.

On-duty without check-out is counted as early leaving (absence/incomplete) for N minutes.

Early Leave Rule

Select [Work Rule] > [Global Rule] > [Early Leave Rule] to select the early leave rule and enable or disable

the early leave times and then click [Save] to save the early leave rule settings details.

WZKBioTime Cloud

Company Complements

Global Rule

&, Work Rule ~

Global Rule o

Department Rule

(5 shift v
™ schedule v
& Approvals v
E Leave ~

Basic Settings

Employee Device GPS

Early leave Rule

Attendance

Access

Reports System  Apps

Week Off Settings

Overtime Settings

Early leave exceads *

540

Consider As*
Minutes {Abaent

Late Rule
# ctnoble Early Leave Times Absent

Early lsave Rule 2

Haif Day Work Rule Farlyleve mers hen Early Leave

Missed in Rule d Timas Half Day

Missed out Rule

Punch Stats Mapping Half Day Work Rule

Leave Rule Warking duration less than *

App Settings 270 Minutes

Half Day Work Rule

Select here

Select [Work Rule] > [Global Rule] > [Half Day Work Rule] and enter the working duration time in minutes
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and then click [Save] to save the half day work rule calculation settings details.
Company Complements Employee Device GPS  Attendance Access Reports System Apps W & DEMO
= Global Rule (3 0 ES
&, Work Rule ~ . ) Half Day Work Rule ~
- Basic Settings
o Working duration less than *
ft Setti
Week Off Settings 270 Minutes
Department Rule Overtime Settings
Lata Rula Set the working
5 shift v Early leave Rule Missed in Rule time in minutes
e @] i
Missed in Rule Present -
2, Approvals ~ Missed out Rule
[ Leave v Punch Starte Mapping Missed out Rule
Leave Rule Missed out consider as *
App Settings Present -

The following field parameters are described below:

Working Duration Less than: Enter the timings in minutes for half the working day.

Missed in Rule

Select [Work Rule] > [Global Rule] > [Missed in Rule] and select the type of missed checked in then click
[Save] to save the missed check in calculation settings details.

Company Complements Employee

Global Rule

N, Work Rule ~

Global Rule o

Department Rule

Basic Settings
Week Off Settings
Overtime Settings

Late Rule

) shift ~ Early leave Rule
Hailf Day Work Rule
Schedule v v
e Missed in Rule
& Approvals ~ Missed out Rule
Punch State Mapping
E Leave ~

Leave Rule

Ann Gattinae

Missed out Rule

Device GPS

Missed in Rule

Attendance Access

Missed in consider as *
[ Present -

Present

Absent
Incomplete

Half Day

~PURCT STATE MapPg
Checkin*

Reports System Apps =™ @& DEMO

o

Select here

Check Out *

Select [Work Rule] > [Global Rule] > [Missed out Rule] and select the type of missed check out then click
[Save] to save the missed check out calculation settings details.
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Company Complements Employee Device GPS Attendonce Access Reports System Apps W @ DEMO
= Global Rule o
X, work Rule ~ Missed out Rule e 2

Basic Settings

Missed out consider as *
Global Rule o Week Off Settings
Present -

Overtime Settings
Department Rule 9

Late Rule
‘ Present
o ) R Select here
Half Day Work Rule Absent

Schedule v
Missed in Rule Incomplete !
2 Approvals v 9 Missed out Rule Half Day R
Punch State Mapping 2 3
) Leave v
Leave Rule
Overtime In * Overtime Out *
App Settings
4 5

e Punch State Mapping

Select [Work Rule] > [Global Rule] > [Punch State Mapping] and view the various types of punch then
click [Save] to save the punch count details.

({)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rel > Apps ™ @ SANTEST
= Global Rule o
& i ~
N\, WorkRule ~ Basic Settings Punch State Mapping e
CheckIn*® Check Out*
Global Rule o Week Off Settings 0 .
Overtime Settings
Department Rule
Late Rule Break Out * BreakIn*
ﬂ Shift v Early leave Rule 2 3
Schedule - Half Day Work Rule Overtime In* Overtime Out *
Missed in Rule 4 5
% Approvals ~ Missed out Rule
e Punch State Mapping .
B Leave ~ _ Leave Rule Enter the r_equwed
Leave Rule details
App Settings ® Condition for leave ™ Full Month
management
Leave caleulation start day * Leave caleulation end day *
26 < 25 <

e Leave Rule

The Leave Rule section is used to define how employee leave is calculated and managed within a specific
period. It allows the system to follow custom rules for leave tracking, ensuring it aligns with your company’s
policies.

Select [Work Rule] > [Global Rule] > [Leave Rule] and set the leave calculation start/end days then click
[Save] to save the leave rule details.
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Company Complements Employee Device GPS Attendonce Access Reports System Apps W @ DEMO

Global Rule o

N, Work Rule A ~
- Basic Settings
Breck Out * Braak In*

Global Rule o Week Off Settings 5 3

Overtime Settings
Department Rule 9

Ovartime in * Ovartime Out *
Late Rule

. 4 5
) shite hd Early leave Rule
Half Day Work Rule
schedule v
Missed in Rule Leave Rule Q
& Approvals v Missed out Rule —
Punch State Mapping i(;nn(i;tll;:nf;::euve B Full Month
E teave v 9
App Settings 25 25

Condition for Leave Management (Enabled):

When enabled (switch is blue), the system will apply conditions and rules when managing leave. This
may include checking if the employee has enough leave balance, whether the leave period overlaps with
holidays, weekends, or rest days, and whether attendance records justify the leave.

Full Month (Enabled):

When this is disabled (as in your image), the leave calculation is not tied to the full calendar month, but
instead follows a custom range defined by the administrator using the Start Day and End Day fields.
Toggle the switch to ON (blue) if you want the system to always calculate leave based on the full month (1st
to 30th/31st). Leave it OFF (grey) to define your own start and end dates.

Leave Calculation Start Day / End Day:
Start Day: This sets the beginning of the leave calculation cycle. In your image, it is set to 1, meaning leave
tracking begins on the 1st of the month.

End Day: This sets the end of the leave calculation cycle. it is set to 31, so the cycle ends on the 31st.
When “Full Month” is OFF, these fields allow you to define a custom date range for leave management. For

example, if your payroll cycle is from the 26th of one month to the 25th of the next, you would set Start
Day = 26 and End Day = 25.

App Setting

Select [Work Rule] > [Global Rule] > [APP Settings] to select the capture, Attendance, and the type of
function key. Click [Save] to save the calculation settings details.
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Company Complements Employee Device GPS  Attendance Access Reports System Apps ‘W @& DEMO

Global Rule

&, Work Rule A ) . -
- Basic Settings
Breck Out* Break In*

Global Rule o Week Off Settings 9 3

Overtime Settings
Department Rule 9

Late Ruls Overtime In Overtime Out
i 4 5
D Shift v Early leave Rule
Half Day Work Rule
Schedule v ¥
Missed in Rule Leave Rule
& Approvals v Missed out Rule sition for |
Condition for leave ™ Full Month
Punch State Mapping ‘ =
) Leave o management
Leave Rule Leave calculation start day * Leave calculation end day *
25 o 25 ]
App Settings e
_J» Capture required * J» Work code required *
_J® Punch state required @
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10.1.2 Department Rule

You can add rules for individual Departments.

Company Complements Employee Device GPS Attendance oess Reports System Apps W & DEMO

Department Rule

N Work Rule ~ | Y u & m O C

Global Rule O

Department Name Action
Department Rule e

A [ test_import_13 sefasfs Fa |
shift v
Schedule v
2 Approvals v
B Leave v

-

Add New Department Rule

Select [Attendance] > [Work Rule]> [Department Rule] > [Add] to add the required details rules for
Departments. Click [Save] to add the department rule.

Company Complements Employee Device GPS Attendance Access Reports System Apps W @ DEMO

Department Rule

§ Work Rule ~ Y & m DO C

Global Rule D Department Name Action
Department Rule o
[J test_import_13 sefasfs rau |
[ shitt
Dapartment Ruls | Add Discard
Scheduie S e— :
Gwertime Seftings
& Approvals P Name* Deportment *
£any leove Rule
B Leave Half Dy Work Rule Overtima Settings
Misseain fule e
Missea out Rule Calculate OT -
Late Rule
— Corsicer iz*
B0 Minutes Absent

Enter the
required details

Early laave Rule

Caraic

&0 Minutes Half Day

Half Day Work Rule
warting dhration less than~

270 Minutes

Missed in Rule

Wissod i considar os *

Missad out Rule 0
Mizsest out eorsicer os

Prasent, -
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For Basic Setting, Overtime Settings, Late Rule, Early Leave Rule and Half Day Work Rule, Missed in Rule,
missed out Rule please refer to the Global Rule Setting.

The following field parameters are described below:

Name: Enter the name of the department.

Department: Enter the type of department.

When late exceeds: Enter the minimum time threshold for late coming.

Min Consider As: Select the category of leave it is considered.

When early-leave exceeds: Enter the minimum time threshold for leaving early.

Min consider as: Select the category of leave it is considered.

When work duration is less than: Enter the minimum time, it is considered as half.

Calculate Missed Check-in as: Select the category being considered when the user forgets punched-in.
Calculate Missed Check-out as: Select the category being considered when a user forgets punched-out.
Overtime Rule: It can be set to "Disable Overtime" to disable the overtime function. "Calculation OT"
calculates the overtime based on the attendance punch time, "Approval OT" calculates the overtime based
on the overtime application, "Approval OT Priority" preferentially calculates the overtime on the overtime
application, and “Minimum OT” calculates the minimum overtime between “Calculation OT” and “Approval

oT".

Delete Department Rule

Select the Department and click [Delete] or click ¥ in the same row of the Department rule to be deleted.
Click [Confirm] to delete the department rule.

Company Complements Employee Device GPS Attendance Access -
{ To delete multiple department at once }

select the department and click here
Department Rule

&, Work Rule ~ Y & m DH C

Global Rule o [J Dpepartment Name Action

Department Rule
e@ test_import_13 sefasts OE
[ shift v

schedule v
Delete
2 Approvals v )
Are you sure to delete this record?
5] Leave v
o m Discard
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Edit Department

Select the Department and click [Edit] or click 4 in the same row of the Department rule to edit. Click
[Save] to edit the department rule.

@ Company Complements Employee Device GPS  Attendance Access Reports System Apps '™ @& DEMO

Department Rule

N, Work Rule ~ Y u 4 m L C

Global Rule

Department Rule o
o O s Q[ s
i v

Schedule Department Rule | Edit e e | Discara |
~

g Approvals Basic Settings Basic Sattings

e

[ Department Name Action

Gwertime Settings

& Leave R sefasls Department *
£ony leave Rule
af Doy Work Rule:

Overtime Settings

Missed in Rule ouerime fue

Missed out Rule Caleulate OT -
Late Rule
Lote excoads * Coraider fs”
] Minutes | | Absent -

Enter the
required details

Early leave Rule
P — Consider A+

&0 Minutes Half Day -

—_— Half Day Work Rule

Warking shuration less than

270 Minutes
Missed in Rule
Missed in censidar o

Prasen

Missed

Export

+
Select the Department and click [Export] “— icon to export the files in different formats.

Company Complements Employee Device GPS  Attendance Access Reports System Apps ‘W @ DEMO

Department Rule

1

§ Work Rule ~ Y u m 9 C

Global Rule O  bepartment Name CSV Export hion
Department Rule |o e Excel Export
D et [ test_import_13 setasts PDF Export ]
i v
TXT Expart
Schedule v
2 Approvals v
[{ Leave v
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10.2 Shift

10.2.1 Break Time

While configuring the shift timetable, break time can be selected. More than one break time can be added

to one shift timetable.

Company Complements Employee Device GPS | Attendance oess Reports System Apps
Break Time
@g-: - - -

'™ @& DEMO

§ Work Rule e Y
) shift ~ [J nName Start Time End Time Duration Calculate Type Action
3
(] snifnz 1200 13:00 60 Auto Deduct V|
Timetable
shift
Schedule hd
& Approvals v
m Leave v
Add a Break Time
Select [Attendance] > [Shift] > [Break Time] > [Add] to add a break time.
Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ DEMO
= Break Time 2
§ Work Rule ~ Y | § L W D C
) shit ~ [J  nName Start Time End Time Duration Calculate Type Action
[0 -
[J shifiz 12:00 13:00 60 Auto Deduct V|
Timetable
shitt Break Time / Add o ol Discara |
%] Schedule ~ B -
= Basic Settings Basic Settings
& Approvals ~ Rule Settings Calculate Type *
Name * Auto Deduct -
m teave v Start Time * End Time * Duration *
12:00 HH:mm 13:00 HH:mm 60 <
Rule Settings
Punch Stata Typa * Dbuplicate Punch Period *
No - Rule Based -

Enter the required
details
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The following field parameters are described below:
Name: Enter the Break Time name maximum of 50 characters.
Calculate Type: Calculation types for break time are given below:

Auto deduct: Whether the user punches or not, the break time will be the allowable break time in
the calculation of attendance.

Required Punch: You must punch during the break time. When staff do not punch, start time/End
time will be taken as the start/end time of the break time in the attendance calculation.

For example: If the time range for an attendance punch during the break time is 12:00 to 14:00, the break
time is allowed to be 60 min. If A does not punch in during the break time, and B punches at 13:00, then A's
break time is 120 min, and B's break time is 60 min.

When the Calculation Type is Punch Time is Required, early return and late return should be considered as
shown in the figure below:

Basic Setting

Start Time: Set the start time of the break time.
End Time: Set the end time of the break time. When the punches are out of the range, then they are invalid.

Duration: The time allotted for break time.

Break Time | Add m Discard

Basic Settings Basic Settings

Rule Settings Calculate Type*
Name* Auto Deduct -
Start Time * End Time * Duration *
12:00 HH:mm 13:00 HH:mm 60

Rule Settings

Punch State Type * Duplicate Punch Period *

No - Rule Based -
Rule Setting
Break Time [ Add m Discard

Basic Settings Basic Setti”gs

Rule Settings Calculate Type*
Name * Auto Deduct -
Start Tima * End Tima * Duration *
12:00 HH:mm 13:00 HH:mm 60

Rule Settings
Punch State Type * Duplicate Punch Period *

Mo - Rule Based -

Duplicate Punch Policy: The time interval of punch can be set as “Rule Based” or “User Defined”. When the
users customize it, they need to set the Effective Interval.
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Duplicate Punch Period: Set the duplicate punch period.

Punch State Type: Select whether to use the function key or not. When "Yes" is selected, the attendance
will be calculated according to the punch status. When "No" is selected, the attendance status will be
automatically corrected while calculating the attendance.

Edit a Break Time

Click the break time or 4 in the same row of the break time to be edited. After the modifications, click
[Save] to save the details.

§ Work Rule
[ shift

| )

Timetable

shift
Schedule
2 Approvals

B Leave

Company Complements Employee Device GPS Attendance Access Reports System Apps W @ DEMO
Break Time
e BO: - o
~ I:I Name Start Time End Time Duration Calculate Type Action
[]  shitti2 12:00 13:00 60 Auto Deduct 2 i
Break Time / Edit e ol Save Discard
-
Basic Settings Basic Settings
~ Rule Settings Name* Calculate Type *
shift12 Auto Deduct -
-
Start Time * End Time * Duration *
12:00 HH:mm 13:00 HH:mm 60 o

Rule Settings

Punch State Typa *

Yes -

buplicate Punch Pariod *

Rule Based -

Delete a Break Time

Enter the required
details

Select the corresponding break time, click [Delete] at the top left of the break time list, or click the ¥ inthe
same row of the break time to be deleted. Click [Confirm] to delete the break time.
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Company Complements Employee Device GPS Attendance Access Repor
— To delete multiple at once click here
Break Time
X, workRule ~ Y & mW H C

D shift ~ Name Start Time: End Time Duration Calculate Type Ace
o /@ @ .
shift12 12:00 13:00 60 Auto Deduct Vs
Timetable
Shift
Schedule v
Delete
& Approvals v
Are you sure to delete this record?
) Leave v
o -
Export

+
Select the [Shift] > [Break Time] and click [Export] “~ icon to export the files in different formats.

@ZKBIgTimecloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ DEMO
= Break Time e
‘_{ Work Rule v Y u m 9 C
D shift ~ D Name Start Time End Time Duration Calculate Type CSV Export tion
Excel Export
© "
[J shittiz 12:00 13:00 60 Auto Deduct PDF Export ]
Timetable
TXT Export
Shift
Schedule v
& Approvals v
B Leave v
-

Set the time periods which are used during the attendance calculation and to set various attendance
parameters. The timetable is the minimum unit in the attendance time settings. For example, these settings
include work start/end time, allowed late arrival/early leaving duration, whether check-in/check-out is
mandatory, allowed time period for check-in/out, break time, and overtime.

Before scheduling the shift, you must set all shift timetables possibly used. Otherwise, the shift is considered
invalid.
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[WZKBioTimeCloud Company Complements Employee Device GPS | Attendance ogs Reports System Apps W @ DEMO
= Timetable
S wokrie @)~V B2: oo
b & &

|D shift ~ | I:I Name Type Check-In Check-Out Half Day.. WorkTime Break Time WorkDay Work Type  FirstHalf ..  Second H.. Action
Break Time R
[J ceneralTi. NormalTi. 09:00 18:00 0 540 1 Normal W..  13:00 14:00 Fa |
Timetable e
shift
Schedule v
& Approvals v
[ Leave v
.
Add a Normal Timetable
o o . .

Select [Attendance] > [Shift] > [Timetable] > [Add Normal Timetable] to add a normal timetable.

]@ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @& DEMO

— Timetable 2

& Work Rule v Y n T 4 m DL C

) shife ~ [J nName Type Check-In Check-Out  Half Day Wo.. Work Time Break Time  WorkDay Work Type FirstHalf (C..  Second Half..  Action

Break Time
[0 GeneralTim. NormalTim. 08:00 18:00 o 540 1 Normal Work ~ 13:00 14:00 P |
©
shift Timetable / Add e o Discard
schedule ¥ Basic Settings Basic Settings =

&, Approvals ~ Check-in .

Check-Out Hame

[ Leave v WerkDay

Break Time Settings Check-In

Unscheduled Time Setting Chask-in®

OT Level Settings [ 09:00 HH:mm

Rule Settings
Check-In Start * Cross Day(s) *

Half Day Settings
08:00 HH:mm a -
Cheack-InEnd* Cross Day(s) *
10:00 HH:mm 0 -

Check-Out
Check-Out* Cross Day(s)
18:00 HH:mm o} -
Enter the required . .
. Chack-Out Start * Cross Day(s) *
details 17:00 HH:mm 0 -

Check-Cut End * Cross Day(s) * o
19:00 HH:mm a - b4

The following field parameters are described below:
Basic Setting
Enter the details as shown below:
Name: Enter the name of the timetable maximum of 50 characters.

Check-In Start Time/ End Time, Check-Out Start Time/ End Time: Enter the valid range for checking
in/out. Check-in/out records out of this time range as these are invalid. Set the cross days maximum of 3
days.
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For example, a shift might begin at 10:00 PM on Day 1 and end at 6:00 AM on Day 2, totaling 8 hours. In a
check-in and check-out system, the employee would check in at 10:00 PM (Day 1) and check out at 6:00 AM
(Day 2), with the system accounting for the shift spanning across two calendar days. Proper configuration
ensures the shift duration is calculated correctly.

Check-In/Check-Out: Set the check-in time and check-out time. Set the cross days maximum of 3 days.

Cross Day: A cross-day shift typically starts late in the evening on one day and ends early the next morning.

Workday: Set the number of Workday.

Break Time Settings

Break Time: Add break time to the timetable. Multiple break times can be added within a timetable, but
the break time must be within the timetabled time range. (See Add a Break Time to set break time)

Timetable | Add e Discard
Break Time Settings e A

Break Time

Basic Settings

Check-in

Check-Out

s o Unscheduled Time Settings
Unscheduled Time Settings Early b

OT Lavel Sattings Do not calculate

Click [Save] to save the settings.

Unscheduled Time Setting

The following field parameters are described below:

Early In: It is to calculate the time of early-in. If it is enabled, users can assign the early -in time to the
corresponding pay code by setting the minimum early -in time. If [Count the Minimum] is enabled, then
the minimum early-in time will be assigned to the corresponding pay code too, or else it will not.

Late Out: It is to calculate the time of late-out. If it is enabled, users can assign the late -out time to the
corresponding pay code by setting the minimum late -out time. If [Count the Minimum] is enabled, then
the minimum late-out time will be assigned to the corresponding pay code too, otherwise, it will not.

When [Count the Minimum] is disabled, it is mainly applicable to the situation that starts to count overtime
only after the early in/late out exceeds specific time period.

Example: Here is a timetable 9:00am - 18:00pm, Check-In Start Time is 8:00am, Check-Out End Time is
19:00pm. Shown in the following figure:

Timetable / Add e Discard

Break Time Settings ~
Basic Settings

Check-In X
Break Time
Check-Out

WorkDay

Unscheduled Time Settings 9

unscheduled Time Settings Early |

Do not calculate -

OT Level Settings

Click [Save] to save the settings.
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OT Level Settings

Enter the details as shown below:

OT: Users can set the maximum overtime for the required timetable. If the calculated overtime of an
Employee exceeds the specified maximum overtime, then the software will consider the total overtime of
the timetable as the defined maximum overtime.

While it is enabled, users can define three overtime levels, counting from top to bottom are overtime level
1, overtime level 2, overtime level 3. Set the work hours range and assign the work hours in the range to the
corresponding pay code.

Refer to the Daily Overtime Calculation of No Schedule Setting.

Timetable / Add e Discard
OT Level Settings e A

OT Leval*

Basic Settings

Check=In
Ignore -

Check-0ut 1
Work Time Enter the data
WorkDay

Rule Settings
Unscheduled Time Settings
Clock-In Required * Clock-Out Required *

OT Level Settings o Yes - Yes -

Rule Settings

Punch Interval Type

Half Day Settings
Rule Based -

Rule Setting
The following field parameters are described below:

Clock-In/Clock-Out Is Required: Decides whether check-in and check-out are mandatory in the selected
time range. If an employee needs to check-in/out, select Yes; otherwise, select No.

Allow Late-In, Allow Early-Out: This refers to the permissible time for late arrival/early leaving before the
actual time of late arrival/early leaving starts during the specified working time.

Forexample, if the allowed time limitis set to 5 minutes and check-in time is set to 9:00. Employee A checked
in at 9:03 and Employee B checked in at 9:06. We can conclude that Employee A is not late as the interval
between check-in time and check-in start time is less than 5 minutes and Employee B is late for 6 minutes as
the interval between check-in time and check-in start time exceeds 5 minutes.

Duplicate Punch Period: The time interval of punch can be set as “Rule Based” or “User Day Change Time:
punch period.

Punch Interval Type: Set the interval type punch.

Punch State Type: Select whether to use the function key or not. When "Punch State Based" is enabled,
the attendance will be calculated according to the punch status. Also, users can assign the overtime
calculated based on the punch state of Overtime in and Overtime Out to the corresponding pay code and
set the Overtime Policy as Pending or Auto Approved, then the software will generate an overtime
application based on the punch state of Overtime In and Overtime Out.

When "Punch State Based" is disabled, the attendance status will be automatically corrected while
calculating the attendance.
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Timetable /| Add

Rule Settings

A

Basic Settings

Clock-In Required *
Check-In

Yes
Check-0Out
WorkDay Allow Late-In *

Break Time Settings 0

Unscheduled Time Settings Punch Interval Type *

OT Level Settings

Rule Settings o

Half Day Settings

Rule Based

Punch State Type *

No

2 minutes

Clock-Out Required *

Yes hd

Allow Early-Out *

o] s minutes

]

Enter the data

Click [Save] to save the settings.

& Note:

There can be no timetable with the same start time and end time.

6. Half Day Setting

The following field parameters are described below:

First Half: Enter the Check-in time of the first half.

Second Half: Enter the Check-in time of the second half.

First Half: Enter the Check-out time of the first half.

Second Half: Enter the Check-out time of the second half.

Timetable /| Add

Enter the data

Basic Settings )
Rule settings
Check-In
Clack-In Required * Clock-Out Required *
Check-Out Yes . Yes
Waork Time
Workbay Punch Interval Type*
Unscheduled Time Settings | e Based T
OT Level Settings Punch State Type * Multiple Infout *
Rule Settings No - Mo
Half Day Settings
Day Change Time *
00:00 HH:mm
Half Day Settings e
First Half (Check In Time) Second Hall (Check In Time) *
09:00 14:00
First Holl (Check Out Time) Second Holl (Check Out Time)
12:.00 18:00
Half Day Work Tirme
240 minutes

Click [Save] to save the settings.
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Add a Flexib

le Timetable

Select [Attendance] > [Shift] > [Timetable] > [Add Flexible Timetable] and enter the required details.
Click [Save] to add a flexible timetable.

WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps ¥ @ DEMO
— Timetable e
& Work Rule -~ Y n E.i. m 9 C
0 shift -~ ] nName Type Check-In Check-Out  Half Day Wo..  Work Time Break Time  WorkDay Work Type FirstHalf (C..  SecondHalf..  Action
Break Time
[J GeneralTim. NermalTim. 0900 18:00 0 540 1 Normal Work 14:00 |
o
- Timetable / Add o m Discard
shift
Schedule v Basic Settings Basic Settings .
Check-In Wark Type*
& Approvals v .\
Check-Out Name Normal Work
& Leave h Work Time
WorkDay Check-In
Unscheduled Time Settings | - checkein®
OT Level Sattings 09:00 HH:mm
Rule Settings
Half Day Ssttings
Check-Out
Check-Cut * Cross Day(s) *
18:00 HH:mm a
Work Time
Wk Time *
480 minutes
Enter the required
details Workbay
1 days
v
. o
1. Basic Setting
Timetable /| Add @ Discard
Basic Settings e
Basic Settings
Work Typa*
Check-In
Name * Normal Work
Check-0ut
Work Time
WorkDay Check-In
Unscheduled Time Settings Check-in*
OT Level Settings 09:00 HH:mm
Rule Settings
Half Day Settings
! d Check-Out
Check-out * Cross Day(s) *
18:00 HH:mim v]
Work Time
Work Time * N
480 minutes Enter the required
details
WorkDay
WorkDay * Q
1 days

)

The following field parameters are described below:

Name: Enter the name of the flexible timetable maximum of 50 characters.

Check-In: Set the check-in time for the flexible timetable.
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Check-Out: Set the check-out time for the flexible timetable. The cross days maximum is 3 days for check-
out time.

Work Time: Enter custom working hours.

Work Type: Define the flexible timetable for different types of work such as normal work, day off and
weekend.

Workday: It refers to how many workdays are calculated for each shift.

Cross Day: Set the color of timetable to be displayed on the report.

Click [Save] to save the settings.

Unscheduled Time Setting

Timetable [ Add 3 Discard

Unscheduled Time Settings e A

Late Qut*

Basic Settings
Check-In

Do not calculate -
Check-0Out

Work Time

WorkDay 1 OT Level Settings
Unscheduled Time Settings OT Level*

OT Level Settings Ignore -

Rule Settings

Half Day Settings

Late Out: It is to calculate the time of late-out. Users can assign the late-out time to the corresponding pay
code by setting the minimum late-out time. If [Count the Minimum)] is enabled, then the minimum early-
in time will also be assigned to the corresponding pay code too, or else it will not.

Click [Save] to save the settings.

OT Level Settings

Refer to “Overtime Rule” on Add Normal Timetable.

Rule Setting
Timetable / Add 3 Discard
~
Basic Settings . e
checkn Rule Settings
sekmin Clock-In Raquired * Clock-0Out Required *

Check-0ut Yes - Yes -
Waork Time
WorkDay Punch Interyal Typs *

Unscheduled Time Settings Rule Based M

OT Level Settings Punch State Type* Multiple Infout *

Rule Settings o No - No -

Half Day Settings

Enter the data

Day Change Time *

00:00 HH:mm

Clock-In/Clock-out Is Required: Decide whether check-in and check-out are mandatory in the time range.
If an employee needs to check-in/out, select Yes; otherwise, select No.

Punch Interval Type: Can be set to “Rule Based” or “User Defined”.
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Day Change Time: Set the time point to distinguish the punch records belonging to that particular day.
Example, Day Change Time is set as 8:00 am, then the punch records before 8:00 am will belong to the
previous day.

Multiple In/Out: Multiple in/out function. When Multiple in/out is selected as Yes, the users can check-in
and check-out multiple times. In the calculation of attendance, the time of checking out in each period
minus the time of checking in is taken as the attendance time in that period. In the attendance detail report
for the day, the check-in for the first period shall be taken as the check-in of the day, and the check-out of
the last period shall be taken as the check-out of the day.

Punch State Type: Select whether to use the function keys or not. If yes, then users can assign the overtime
calculated based on the punch state of Overtime in and Overtime Out to the corresponding pay code, by
setting the Overtime Policy as Pending or Auto-Approved, then the software will generate an overtime
application based on the punch state of Overtime In and Overtime Out.

Click [Save] to save the settings.

Half Day Setting

Timetable | Add e Discard

A
Basic Settings .
Rule Settings

Check=In

Clock-In Reaquired * Clock-Out Required *
Check-Out Yes - Yes -
Work Time
WorkDay Punch Interval Typs *

Rule Based -
Unscheduled Time Settings
OT Level Settings Funch State Type * Multiple Infout *

Rule Settings No - No -

Half Day Settings
Day Change Time *

00:00 HH:mm
Enter the data
Half Day Setting e

First Hall (Check In Tima) Second Holl (Check In Times) *

0e:.00 14:00

First Hall (Check Out Time) * Second Hall (Check Out Time)

13:00 18:00

Half Day Work Time *
240 minutes Q

Click [Save] to save the settings.

Edit a Timetable

»

Clickthe Timetableor ¢ in the same row of the Timetable to be edited. After the modifications, click [Save]
to save the details.
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[{ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @& DEMO
= Timetable
N, Work Rule v Y n B & & m H C
O snift ~ [J Name Type Check-In Check-Out  Half Day Wo.. Work Time Break Time  WorkDay Work Type FirstHalf (C.  SecondMalf..  Action
Break Time
[J GeneralTim. NormalTim.  08:00 1800 0 540 1 Mormal Work  13:00
Y
Timetable / Edit
Shift
. . ~
Schedule v Basic Settings Basic Settings
Check-In Name*
A I v i
& Approvals Check-out [Generc:\ Time Table
B Leave " WorkDay
Break Time Settings Check-In
Unscheduled Time Settings| — chacoin+
OT Level Settings 09:00 HH:mm
Rule Settings
Check-In Start* Cross Day(s)*
Half Day Settings
08:00 HH:mm a -
[ check-inEna* Cross Day(s) *
10:00 HH:mm a -
Enter the required Check-0ut
details Check-Out * Cross Day(s)*
18:00 HH:mm a -
Check-Out Start * Cross Day(s)*
17:00 HH:mm a - !
Check-Out End * Cross Day(s)*
19:00 HH:mm a - v

Delete a Timetable

Select the timetable, click [Delete] on the upper left of the timetable list, or click the ¥ in the same row of
the timetable to be deleted. Click [Save] to delete the timetable.

[JZKBioTimeCloud Company Complements Employee Device  GPS  Attendance Access Reports System  Apps W @& DEMO
— Timetable
& work Rule v Y n B T & m 9 C
0 shift ~ Name Type Check-In Check-Out  HalfDayWo.. WorkTime  BreakTime  WorkDay WorkType  FirstHalf (C..  SecondHalf..  Action
Break Time e
. General Tim..  Normal Tim..  08:00 18:00 0 540 1 Normal Work  13:00 14:00 e
Timetable o
shift
Schedule v
& Approvals ~ Delete
[ Leave ~ Are you sure to delete this record?

4 I Confirm I Discard

Export

Select the [Shift] > [Break Time] and click [Export] L
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WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @& DEMO
= Timetable e
&, Work Rule v Y n B = m 9 C
O snife ~ [0 name Type Check-In Check-Out  HalfDayWo.. WorkTime  Break Time  WorkDay WorkTypa  Firsthart (c.  sed CoV EPOT oo
Excel Export
Break Time Po
[] GenerclTim. NormalTim.. —08:00 1800 [ 540 1 Normal Work  13:00 " POF Export [ ]
Timetable o
TXT Export
shift
Schedule -
& Approvals v
E Leave ¥

Shift Management

The shift is composed of one or more preset attendance timetable(s) based on a certain order and cycle
period. It is the present work schedule for the personnel. It is essential to configure a shift if you want to
track the attendance of employees.

Select [Attendance] > [Shift] > [Shift] to view the shift list and shift timetable details. All shifts in the current
system are displayed in the list. Click any shift and the corresponding timetable details will be displayed on
the right side of the interface.

[DZKBioTimeCloud Company Complements Employee Device GPS | Attendance n05 Reports System Apps W § DEMO

— Shift
s @ BO: - - .
|DS””t “l []  shitthame Unit cycle Auto Shift Action
Break Time _
[0 General shift Week 1 No |
Timetable
ETE | )
Schedule A
2 Approvals ~
E Leave A
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Add a Shift

Click [Add] to add new shift details.

M ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @& MADHU
= Shift e
& Work Rule v Y & @M D C paa
B sift ~ [ shiftName Unit Cycle Auto shift Action
Break Time _
[0 Generalshiit Week 1 No VN |

Schedule v i
Shift Name *
2 Approvals v
1B Auto Shift
[ Leave ~
*Notice

Timetable
1) shift / Add (3 olm Discard

’]. Fill the shift on right side by selecting time table from left side or Fill weekoff on right side by selecting Weekoff.

(

/ 2. The cycle can not exceed 366 when unit is day. The cycle can not exceed 52 when unit is week. The cycle can not exceed 12 when unit is month.
Select timetable for assignment ] week Off

Enter the required ]

details ot

Week - sun Mon Tue Wed Thu Fri sat

Cycle®

1

Following are the field parameters as shown below:
Shift Name: Enter a unique shift name maximum of 50 characters.

Auto shift: It is an intelligent scheduling function. When there are multiple time periods in the shift, the
Auto shift can be enabled, and the shift that conforms to the attendance rules. If you disable the Auto shift,
interleaved periods cannot be added.

Week Off: Click on the Week off icon to indicate if that person is having off or not.

General Setting

Select Timetable: Select the timetable for the shift. Please refer to Add a Timetable for the detailed
operation.

After selecting the timetable, click a day on the right to assign the timetable to the corresponding day.
Unit: Includes day, week, and month.

Cycle: Shift cycle period = Number of cycles * Unit of the cycle.

& Note:

The system displays optional dates in the Select Date box based on the values of the Unit of Cycle and
Number of Cycle.

Click [Save] to save the Shift.
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Edit a Shift

Click the Shift Name or 4 in the same row of the shift to be edited. After modifications, click [Save] to save

the changes.

{j@ZKBioTime(]oud Company Complements Employee Device GPS Attendance Access Rep > Apps W @ MADHU
= Shift
§ Work Rule v Y ﬂ & m H C Detail
B shift ~ [] shiftname Unit cycle Auto Shift Action
Break Time =
[0 oeneral shift Week 1 No 9.
Timetable
o 10 owrom o o]
Schedule ~ shift Name *
General Shift
2 Approvals v
B Leave v » Auto Shift
*Notice

Select timetable for assignment ] week Off

i

Unit*
Enter the required Week - sun
details
Cycle*
1 General...

1 <

1. Fill the shift on right side by selecting time table from left side or Fill weekoff on right side by selecting Weekoff.

2. The cycle can not exceed 366 when unit is day. The cycle can not exceed 52 when unit is week. The cycle can not exceed 12 when unit is month.

Mon Thu Fr

General... General... General.. General... '

Delete a Shift

Select a shift, click [Delete] on the upper left of the shift list, or directly click the L] after the corresponding

shift to access the shift deletion confirmation interface.

Click [Confirm] to delete the shift.

[WZKBioTimeCloud Company Complements Employee

Device GPS  Attendance Access Reportl

B SANTEST
To delete multiple at once click here }

— shift
& Work Rule v~ Y Hﬁ m 9 C o
B shitt ~ B  shitName unit cycle Auto Shift Action
Break Time
2 General Shift Week 1 No
Timetable
Q© " . ‘ - 7 F
Schedule v [0  New shift Week Delete Yes s 0
i ? . o=
g Approvals - O MksHiFT Week Are you sure to delete this record No s 0
& Leave ~ [J  MKFlexible SHIFT Week ol-m-l Discard No |
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Export Shift

Select [Authentication] > [User] > [Export] “ to export the shift details.

[{ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports Systemn Apps W @ SANTEST

shift

&, Work Rule ~ Y n m 49 C o

) shitt ~ [J  shiftName Unit cycle Auto Shift CsVExport | n
. Excel Export

Break Time .
[J General shit Week 1 No FOF Export (]

Timetable
TXT Export .

s Week 1 No

= 1@ °- :
(2 schedule v O Mewshift Week 1 Yes V|
& Approvals ~ 0 MKSHFT Week 1 No s 0
& Leave e [J MK Flexible SHIFT Week 1 No Fan |

Schedule

You can arrange shifts for Departments after setting the attendance timetables and shifts.
Departments Schedule

Select [Attendance] > [Schedule Assignment] > [Department Schedule] to access the Department
scheduling main interface that displays the Department schedules list and Department schedules details.
Click any department schedule and the schedule list on the right will display the schedule details of the
selected timetable in a chart.

@ZKBioTimerud Company Complements Employee Device GPS oess Rep > Apps W @& MADHU

Department Schedule

§ Work Rule - Y ﬂ 2 &, m @ c Start Date ) End Date
03/o1/2025 [ 03/31/2025 [3

I:'l shift e [J Departme.. Departme.. Start Date End Date Shift Action

Schedule ~ B

Department Schedule |e

Employee Schedule
Temporary Schedule
Schedule View No rows

Employee Calendar
2 Approvals ~

B Leave v

Add Department Schedule

Click [Add] on the Department Schedule interface to access the schedule addition interface.
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@ZKBioTimeCloud Company Complements Employee Device GPS Attendance Access Rep > Apps W g MADHU

Department Schedule

L i. m {9 C Start Date End Date
o3fol/2025 3 03/31/2025 [3

§ Work Rule v Y

D Shift e [0 Dpepartme.. Departme.. Start Date End Date Shift Action

Schedul ~
chedule o Department Schedule /| Add e 0| B ‘

| Department Schedule |

Employee Schedule Department * -

Temporary Schedule

Start Date *
Schedule View artbate &
Employee Calendar -
End Date * m
% Approvals ~
(5] Leave - Shift * . Enter the required

details

[] overwrite Schedule

Following are the field parameters as shown below:
Department: Select Department for which the shifts need to be scheduled. Multiple choices are allowed.
Start Date, End Date: Set the start date and end date for shift scheduling.

Shift: Select a shift from the shift list.
After entering the required details, click [Save] to save the settings.

& Note:

By default, the start date and end date are set to the first day of the month and the last day of the month.

Delete Schedule Records

Select the schedule record to be deleted and click [Delete] to delete it or click ¥ in the same row of the
Department schedule.

[ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access [ W @ SANTEST

To delete multiple at once click here ]

Department Schedule

&, Work Rule ~ Y A & m D C Start Date _ [ Endoate
- o3/oif2025 (7 03faif2025 (7

B shift ~ [J Departmentcode Department Name Start Date End Date shift Action

schedule (] }
1 Department 2025-03-01 2025-03-31 General Shift
Department Schedule

Employee Schedule

Temporary Schedule Delete

Schedule View Are you sure to delete this record?

Employee Calendar S N
Confirm Discard

& Approvals ~

m Leave A

Click [Confirm] to delete scheduled records.
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Import

Click on the [Import]

icon on the Department Schedule to download the template and then import it.

@ZKBioTimeCIoud Company Complements Employee Device GPS Attendance Access Rep > Apps W @ MADHU
= Department Schedule
S Y + 4 m @ C Start Date End Date
N\, WorkRule v = -
03/o1/2025 [T 03/31/2025 3
D Shift e [J pDepartme.. Departme.. Start Date End Date Shift Action
Schedule ~ . _
0 Department ~ 2025-03-12  2026-03-13  General Shi.. []
Department Schedule »
Department Schedule | Import o Discard
Employee Schedule
Temporary Schedule ‘ * Upload ‘ No file selected
Schedule View Ouerwrie”
No -
Employee Calendar
2 Approvals ~ Template Demo: # Download Template
EI Leave ~ A B c D
1 Department Code * Shift * Start Date * End Date *
Enter the required 2 00K X000x 2024-01-01 2024-01-31
details
3 000 000 2024-01-01 2024-01-31
—Descrniption:

1. The header in the template file is required.
2. The columns header with * * * are required fields.
3. The columns header with “ %" are unique fields.

Export

&

Click the [Export] icon

to export the department details either in pdf, excel, csv and Txt format.

@ZKBioTimedoud Company Complements Employee Device GPS Attendance Access Rep > Apps W @ MADHU
= Department Schedule e
~< Work Rule o 7 ﬂ |L m @ C Start Date End Date
- 03/01/2025 [T 03/31/2025 [3
[ shift ~ [J Departme.. Departme..  StartDate End Date sn| CSVEPO Liion
Excel Export

Schedule o ~ Q =

O Department  2025-03-12  2025-03-13 POF Export | B

| Department Schedule | TXT Export

Employee Schedule
Temporary Schedule
Schedule View

Employee Calendar

Approvals

[ Leave
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Employee Schedule

You can arrange shifts for employees after setting the attendance timetables and shifts. If you fail to
schedule shifts for employees, the attendance calculations cannot be performed.

Select [Attendance] > [Schedule] > [Employee Schedule] to access the personnel scheduling main
interface that displays the personnel scheduling list and personnel scheduling details. The scheduled
personnel are displayed in the list. Click the line where personnel scheduling is and the scheduling list on
the right will display the scheduling details of the selected timetable in a chart.

[{ZKBioTime Cloud

= Employee Schedule

§ Work Rule v Y

B shift 9" [0 Employe.. FirstNa..
| Schedule " | O 70962 aishwar...

Department Schedule

@
Temporary Schedule
Schedule View

Employee Calendar

2 Approvals ~
E Leave v
Add Employee Schedule

Last Na...

v

Company Complements Employee Device GPS Oess Rep > Apps W @ MADHU

End Date

03/31/2025 [

Start Date

03/01/2025 [3

m £ C

a0 -

Start Date  End Date Shift Action

2025-03.. 2025-12-. General ..

Click [Add Schedule] on the Employee Schedule interface to access the schedule addition interface.

[{ZKBioTime Cloud Company Complements Employee
= Employee Schedule

§ Work Rule v Y

B shiit v [J Employe. FirstNa.  Last Na..
schedule ~ O 70962 cishwar.. v

Departmentcedule

Device GPS Attendance Access Rep > Apps W @& MADHU

i |L ‘L DI' {9 C Start Date End Date
03/01/2025 [3 03/31/2025 [3
Start Date  End Date Shift Action
2025-03. 2025-12-.. General .. i

o Piscard

Employee Schedule [ Add
| Employee Schedule |

Temporary Schedule Employee *

Schedule View
Employee Calendar Start Date *

2 Approvals v

End Date *
E Leave v

Shift *

[] overwrite Schedule

Enter the required
details

Following are the field parameters as shown below:

Employee: Select the employee for whom the shifts need to be scheduled. Multiple choices are allowed.
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Start Date, End Date: Set the start date and end date of the shift schedule. Shift: Select any shift from the
shift list.

Overwrite Schedule: if it is set in advance, the existing shift will be replaced. (Cannot replace shift which is
in use)

After entering the details, click [Save] to save.

& Note:

By default, the start date and end date are set to the first day of the current month and the last day of the
current month.

Import Employee Schedule
Users can click [Import] to import the employee schedule in batch for personnel.

Delete Employee Schedule

Select the schedule record to be deleted and click [Delete] to delete it or click on the ® in the same row of
the employee’s schedule.

To delete multiple employee schedule at

@ZKB]QTimeCl(jud Company Complements Employee Device GPS Attendonce  Access  Ren > _AnDg # MADHU
once select the schedule and click here

Employee Schedule

§ Work Rule v Y

B shit A [] employe.. FirstNa.. lastNa.. — StartDate EndDate  Shift Action

Schedule ~ )
70962 cishwar.. v 2025-03. 2025-12-.. General ..

Department Schedule

Employee Schedule o

Temporary Schedule Delete

‘i. DI' ® c Start Date End Date
03/o1/2025 [3 03/31/2025 [3

Schedule View Are you sure to delete this record?

Employee Calendar
L
2 Approvals v

[ Leave v

Temporary Schedule

The temporary schedule is complementary to the existing schedule. If the overtime is to be set for the
employees in a shift temporarily, it is necessary to arrange one (or more) timetable(s) for overtime,
temporarily. Generally, temporary schedules are scheduled for overtime, like overtime for late shifts,
weekends, holidays, and festivals.

For example:

If a specific Employee is assigned already with a schedule, then according to the work requirement, the user
can temporarily provide an extra shift to that Employee, where the attendance will get calculated based on
the temporary schedule.

So, the calendar will display only that temporarily scheduled shift for that Employee instead of the previously
scheduled shift. And the user can clear the temporary shift anytime, and the calendar again displays only
the previously scheduled shift of that Employee.
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[UZKBioTimeCloud Company Complements Employee Device GPS | Attendance 0955 Reports System Apps

Temporary Schedule

&, work Rule v Y
B shitt 9 > [J Employeeld  FirstName Last Name Timetable
Schedule el
| | ] sss syed basha Weskend vibes
Department Schedule
O nos Mamta

Employee Schedule

Temporary Schedule e

Schedule View

Employee Calendar
& Approvals ~

E Leave A

Add a New Temporary Schedule

General Time Table

Start Time

2025-03-10 09:00:00 2025-03-10 18:00:00

2025-02-18 09.00:00  2025-02-18 18:00:00

End Time

W @& SANTEST

m © C

O-: -

Working on Day Schedule Overlap Action

Normal Work Time

Replace ]

Normal Work Time Replace [}

Click [Attendance] > [Schedule Assignment] > [Temporary Schedule] > [Add Temporary Schedule] to
add a temporary schedule.

({)ZKBioTime Cloud

g

N, Work Rule v
(5 shitt v
Schedule ~

Department Schedule

Employee Schedule
Temporary Schedule

Schedule View

Employee Calendar

2 Approvals v

B Leave v

Select the required
details

Company Complements Employee Device GPS Attendance Access Rep > Apps W @& MADHU
Temporary Schedule e
v B2l ovoec
[0 Employee D First Name Last Name Timetable Start Time End Time Workingon.. ScheduleO.. Action
Temporary Schedule | Schedule by Calendar e o | Discard
Employee * Select timetable for assignment March 2025 - -
Working on Day * Sun Mon Tue Wed Thu Fri Sat
Normal Work Time - 1
Schedule Overlap *
Replace - 2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
20 21 v

Following are the field parameters as shown below:

Employee: Select the employees for a temporary schedule (Multiple choices are allowed). Date: Select the
date for the temporary schedule. (Multiple choices are allowed.)

Timetable: Select a timetable used by a temporary schedule. (Multiple choices are allowed.) Please refer to
Add a Timetable to set the timetable.

Working on Day: Select the type of work time.

Schedule Overlap: Select the type of schedule overlap.
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& Note:

Multiple timetables can be selected for a temporary schedule, but the start timetables
should not be the same.
Even though a shift has previously remained scheduled for an employee, only the
recently set temporary schedule will be valid during the attendance calculation.

It is required to set the Timetable before selecting the date; otherwise, the modification
will not take effect.

Export Temporary Schedule

Users can click [Export] to export the temporary schedule in batch for personnel.

[{ZKBioTime Cloud

§ Work Rule
[ shift
schedule

Department Schedule

Employee Schedule

Company Complements Employee Device GPS Attendance Access
Temporary Schedule

v Y

~ [0 Employee D First Name Last Name Timetable Start Time End Time

Temporary Schedule D

Schedule View
Employee Calendar

2 Approvals

[® Leave

Delete Temporary Schedule

No rows

Rep > Apps W @ MADHU

Working on ...

12)
m:@c

CSsV Export

Scl

e Excel Export

PDF Export

tion

TXT Export

Users can select the required schedule record to be deleted and click [Delete] or click ® in the same row
of the personnel temporary schedule.

[H)ZKBioTimeCloud Company Complements Employee Device

N\ Work Rule ~

5 shift ov 6 Employee D FirstName

v

Schedule ~
E | (5]

Department Schedule

Employee Schedule

Temporary Schedule e

Schedule View

Employee Calendar
& Approvals ~

m Leave A

0 moa

Temporary Schedule

syed

Mamta

Schedule View

GPS  Attendance Access Reports System Apps

Last Name Timetable Start Time End Time

basha

Weekend vibes 2025-03-10 09.00:00  2025-03-10 18:00:00

General Time Table 2025-02-18 09:00:00 2025-02-18 18:00:00

Delete

Are you sure to delete this record?

)

Working on Day

Normal Work Time

Normal Work Time

Schedule View shows a concise view of the schedules allocated to different employees.
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Users can search the employees' schedules for a specific event like the employee's holidays, weekends, and
employee schedule information. Also, users can add a shift to Employees, such as, add a temporary schedule
for employees and clear the required shift.

Click [Attendance] > [Schedule] > [Schedule View] to view the schedules.

@ZKBioTimeCI(jud Company Complements Employee Device GPS Attendance 0955 Rep > Apps W @ MADHU
= Schedule View
- Date Period Start Date End Date
R Work Rule ~ & ® Employee ~ This.. ~ 03/09/2025  [F - | 03/15/2025 B m & C
Global Rule EE— EmployeelD  Employee Na.. DepartmentNa.. WorkDay — TotalTime  Break Time  Lleave D¢
Department Rule
70632 madhu Department 5 45 0 0 0
=) shift v
70962 aishwarya Department 5 45 0 0 0
Schedule ~
Department
Schedule
Employee Schedule
Temporary
Schedule
Schedule View
Employee Calendar
< >
2 Approvals v
Rows per page: 50 ~ 1-20of 2 n 1 | Page
B 1aove v oo
Export Schedule
Users can click [Export] to export the entire schedule in for personnel.
@Zl(BioTimeCloud Company Complements Employee Device GPS Attendance Access Rep > Apps W @& MADHU
= Schedule View e
- Date Period Start Date End Date
&, work Rule ~ & ® Employee ~ This.. 03/09/2025  [E - 03/15/2025 B m c
Global Rula — Employee D  EmployeeNa.. DepartmentNa.. WorkDay  TotalTime  Ereak Time | o7 LPOIt
Department Rule e Excel Export
70632 madhu Department 5 45 0 POF Export
[ shift v
70962 aishwarya Department 5 45 0 TXT Export
Schedule ~
Department
Schedule

Employee Schedule

Temporary
Schedule

Schedule View

Employee Calendar

Employee Calendar
The Employee Calendar displays details of the entire employee calendar.

Click [Attendance] > [Schedule] > [Employee Calendar] to view the calendar.
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@Zl(BioTimeCloud Company Complements Employee Device GPS Attendance oess Rep > Apps W @ MADHU
= Employee Calendar
R work Rule ~ 2 [} Employee @ Employee:undefined
Global Rule .
. First Name Departme... Area
Department " March 2025
Department Rule
madhu Departme..  Not Autho..
D shift - Sun Mon Tue Wed Thu Fri Sat
aishwarya Departme..  Not Autho.. 1
| Schedule ~ B
Department P 3 4 5 6 7 8
Schedule
Employee Schedule
Temporary g 10 1 12 13 14 15
Schedule
Schedule View 16 17 18 19 20 21 22
Employee Calendar |e P N
° 23 24 25 26 27 28 29
= Approvals ~ Rows per page: 50 ~ 1-20f 2 l
< >
E Leave v v 30 31 v

Approval

Daily maintenance includes viewing the transaction logs and performing various operations on appended

logs, leave and overtime.

Manual Log

When an employee leaves on a business trip or forgets to punch in or out, entering an attendance record to
the attendance report manually is called adding a manual log. The manual logs are generally entered by the
management personnel based on the attendance result and the attendance system of the enterprise after

an attendance cycle ends.

(H)ZKBioTime Cloud

Manual Log

§ Work Rule v Y

First.. last..

(5 shift v O

Emp..

[ Schedule v
= O

2 3 2)
[ 1©

Leave

70632 mad. m

Approvals

Overtime
Training
Schedule Adjustment

B Leave v

Add Manual Log

Dep..

Dep..

Posi...

Posit...

Pun...

10:30

Company Complements Employee Device GPS oess Rep > Apps W @& MADHU

B0c:::5o5c
Pun.. Wor.. Appl. Appl. App.. App.. App.. App.. Action
Che.. asss 202  Pen.. |

Select [Attendance] > [Approvals] > [Manual log] > [Add] to add a manual log for an employee.
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[JZKBioTimeCloud Company Complements Employee Device

§ Work Rule ~
(5 shift v
M schedule v

& Approvals

Manual Log o

Leave
Overtime
Training

Schedule Adjustment

m Leave v

Manual Log
Y
[J] Employ.

[0 535

Manual Log / Add

Malik

First Na...

LastNa.. Depart.. Position

basha  Depart.  Position

GPS

Attendance Access Reports  System  Apps

Punch ..

2025-0..

Employee *

Punch State *

Punch Date *

Punch Time *

Work Code

Apply Reason

HH:mm

Punch .

18:00

Punch.. WorkC.. ApplyR.

Check. 1

Enter the required
details

Following is the fields parameter as shown below:

Employee: Enter employee ID or employee name to search and select the employee.
can be selected.

Punch Date: Enter the punch date of the manual log.

Punch Time: Enter the punch time of the manual log.

Apply T..

2025-0..

Approv...

Pending

Punch State: Select the punch state of the manual log from the drop-down list.

Work Code: Select the work code.

Apply Reason: Enter the apply reason for the manual log.

Click [Save] to save the settings.

Edit a Manual Log

W @& SANTEST

Approv.. Approv.. Approv.. Action

~

V|

o - —

Only one employee

Click the name of the person who needs to edit the record or click # to edit the manual log. Click [Save]
after modifications.
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@ZKBioTimeCloud Company Complements Employee Device GPS Attendance Access Rep > Apps W @& MADHU
= Manual Log
§W0rkRuIe v Y ﬂ & & m DH C
D Shift ~ [J] Emp.. First.. last.. Dep.. Posi. Pun. Pun. Pun. Wor. Appl. Appl. App- App.. App.. App.. Action
Schedule v , 1~
O 70832 mad. m Dep.. Posit. 202. 1030  Che. asSs 202 Pen. VAl |
2 Approvals ~
Manual Log [ Edit e o Discard ‘
)
Employee * ~
Leave
70632 madhu
Overtime
Punch State *
Training Check Out -

Schedule Adjustment Punch Date *

B Leave v 2025-03-11 o]
Punch Time *
10:30 HH:mm
e Enter the required
Work Code details

Apply Reason

asSs

#Note:

The approved record cannot be modified.

Delete a Manual Log

In the list of the manual log, select the manual log to be deleted and click [Delete] at the top left of the list.

Click [Confirm] or click ® to delete the selected manual log.

({{1ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W g MADHU
To delete multiple employee logs at once
_ Manual Log select the logs and click here
=
§W0rkRuIe ~ Y & & m H C
ﬂ Shift v [J Emp. First. Last.. Dep.. Posi. Pun. Pun. Pun. Wor. Appl. Appl. App.. App.. App.. App. Action
Schedule ~ a@ . eE
70632 mad. m Dep. Posit. 202. 1030 Che. osss  202..  Pen.

2 Approvals ~
[onuoiice |@ pelete

Leave

Are you sure to delete this record?

Overtime

o=

Schedule Adjustment
E Leave v
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Approve/Reject/Revoke a Manual Log

Select the applied log and click on [Approve], [Reject] or [Revoke]. The approval window pops up as
shown in the figure:

{)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @ MADHU

= Manual Log e

§ Work Rule ~ Y ﬂ & m H C
CI Shift v Emp.. First.. Llast.. Dep.. Posi. Pun. Pun. Pun. Wor. Appl. Appl. Ap| Approve D..  App.. Action

Revoke

Reject
Schedule v ‘ a | o
e 70632 mad. m Dep.. Posit. 202. 1030 Che. asss  202. V|
~

2 Approvals
[oons 1@
Leave
Overtime
Training

Schedule Adjustment

Enter Remarks and clicking [Confirm] will approve, reject, or revoke the manual log.

Approve Reject

Approval Remark Approval Remark

After the approval, the approval personnel will be displayed in each record, as shown in the figure.

Revoke

Approval Remark

Export Manual Log

Users can click [Export] to export the manual log in batch for personnel.
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[{ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W g MADHU
= Manual Log e
&, Work Rule v Y ﬂ % mpe)c
D Shift M [J Emp. First. Last.. Dep. Posi. Pun. Pun. Pun. Wor. Appl. Appl. App.. App.. App CSV Export stion
Excel Export
schedule v ) e .
[0 70632 mad. m Dep. Posit. 202. 1030  Che. asSs  202.  Pen. PDF Export []
& Approvals ~ TXT Export
om0
Leave
Overtime
Training
Schedule Adjustment
Bulk Add
. .
Users can click on [Bulk Add] to add the manual logs in bulk.
[{1ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @ MADHU
= Manual Log
§ Work Rule v Y ﬂ 2 & m H C
EI Shift i [J Emp. First. Laost.. Dep. Posi. Pun. Pun. Pun. Wor. Appl. Appl. App.. App.. App.. App.. Action
Schedule ¥ Manual Log | Bulk add e Discard |
2 Approvals ~ =
Employee -
0
Leave
Punch State * -
Overtime
Training Punch Date * =

Schedule Adjustment
E Leave - Punch Time *

Work Code

Apply Reason

HH:mm
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10.4.2 Leave

(MZKBioTimeCloud < ipany Complements Employee Device GPS

A

= Leave
X WorkRule ~ v
Global Rule [0 Em.. Firs.. Llast. Dep.. Posi. Cat. Star.

Department Rule

3 shift v

Schedule v

°

| 2 Approvals

Manual Log

Leave e

Overtime

Training
Schedule

Add a Leave Application

Reports > Apps W @ MADHU

Attendance 0:933

Select [Attendance] > [Approvals] > [Leave] > [Add] to apply for leave.

@ZI(BioTimeCloud < pany Complements Employee Device GPS
~
= Leave
S Work Rule ~ Y
Global Rule [J Em.. Firs. Llast. Dep. Posi. Cat. Star.
Department Rule
] 7os ma. m Dep.. Posi. Sick. 202..
[ shift ~
schedule Leave [ Add e
<
=5 Approvals ~ Employes * -
Manual Log
category * T
Overtime
=
Training Leave Date =
sSchedule Day Type *
Adjustment
Full Day -
(5] Leave ~
Payment Type * -
Apply Reason

The following field parameters are described below:

BOc::o0oc
End.. Days Pay. App.. App.. App. App.. App. App.. Action
Mo rows
Attendance Access Reports > Apps W @ MADHU
& & m H C
End.. Days Pay.. App.. App.. App. App.. App.. App. Action
202. 1 Paid rty 202.. App.. ghu 202. ma... i

Discard

PN

Enter the required
details

Employee: Enter employee ID or employee name to search and select the employee. Only one employee

can be selected.

Leave Type: Select the type of leave.
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Category: Select the category of leave.

Applied Reason: State the reason for the leave.
Payment Type: Select the type of payment

Apply Reason: Enter the apply reason for the leave.

Click [Save] to save the settings.

Request by Calendar

Select name of the person whose application is to be edited and click . Click [Save] after modifications.

@ZKBioTimeCIoud < pany Complements Employee Device GPS Attendance Access Reports > Apps W @ MADHU

~

= Leave e
N, WorkRule ~ Y ﬂ 2 & m H C
Global Rule . . .
[J Em.. Firs.. Llast. Dep. Posi. Cat. Star. End. Days Pay.. App.. App.. App.. App.. App.. App.. Action
Department Rule
0 706. ma. m Dep.. Posi. Sick. 202. 202.. 1 Paid  rty 202.. App. ghu  202. ma. [}
3 shift v
Schedule v | Leave | Request by Calendar e o Discard
2 Approvals ~
Employee * -
Manual Log
[ 1@ KN BN
Overtime Sun Mon Tue Wed Thu Fri Sat
Training 1
Schedule
Adjustment
2 3 4 5 6 7 8 c
E Leave ~
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
v
& Note:

The approved record cannot be modified.
Delete Leave Application

In the list of leave applications, Select the leave application to be deleted and click [Delete] at the top left

of the list. Click [Confirm] to delete the selected record or click L] .
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5
- ) p
(JZKBioTimeCloud < pany Complements Employee Device  GPS Attendoni To delete multiple employee leaves at once select ]

— the employee leaves and click here

A

Leave

§ Work Rule ~ Y E 2 & m H C

Global Rule O

Em.. Firs.. Llast. Dep.. Posi. Cat. Star. End.. Days Pay. App.. App.. App.. App.. App. App.. Action

Department Rule
e@ 706. ma. m Dep.. Posi. Sick. 202. 202. 1 Paid rty 202. App.. ghu 202. ma. @
(5 shitt v

Schedule v

Delete
2 Approvals ~
Are you sure to delete this record?
Manual Log

1 -

Overtime

Training
Schedule

Approve Leave Application

Select the applied leave and click on [Approve], [Reject] or [Revoke]. The approval window pops up as
shown in the figure:

@KBioTimeCloud < pany Complements Employee Device GPS Attendance Access Reports > Apps W @ MADHU

~

Leave

3
X WorkRule ~ Y ﬂ E & m H C

Global Rule

Em.. Firs.. last. Dep.. Posi. Cat. Star. End. Days Pay. App. App.. .|Approve| p.. App. Action

o Reject
e 706. ma. m Dep. Posi. Sick. 202. 202. 1 Paid rty  202.) 2. ma. (]

Department Rule

5 shift v

Schedule ~

Revoke

2 Approvals ~

Manual Log
[=10

Overtime

Enter Remarks and clicking [Confirm] will approve, reject, or revoke the leave application.
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Overtime

Overtime can be added in two ways. One is through the administrator login where the administrator can
add overtime for each employee (automatic approval), and the other is through the employee login, where
the employee can apply for overtime (requires approval).

Add an Overtime Application

Select [Attendance] > [Approvals] > [Overtime] > [Add] to add the overtime details.

{)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @ MADHU
= Overtime e
§W0rkRu\e ~ Y 2 & m L C
EI Shift ~ [J Empl. First.. Llast.. Dep. Posit. Over. Start. End.. Appl. Appl. Appr. Appr. Appr.. Last.. Action
Schedule v
Overtime / Add e o m Discard
Q
= Approvo‘s Employee *
Manual Log 70632 madhu X -
Lecive
Overtime Type *
e | R e :
TrOining Start Date * Start Time *
schedule Adjustment 2025-03-12 (3 06:30  HH:mm
g Lecive - End Date * End Time *
2025-03-12  [F | 0920  HHmm

Enter the required

details
Apply Reason

st

The following field parameters are described below:

Employee: Enter employee ID or employee name to search and select the employee. Only one employee
can be selected.

Start Time/End Time: Enter start time and end time of overtime.
Overtime Type: Select the type of Overtime.

Apply Reason: Enter the apply reason for the overtime.

Click [Save] to save the settings.
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Edit an Overtime Application

Click the Employee code or 4

[Save] to save the changes.

in the same row as the employee to be edited. After modifications, click

@ZKBioTimeGoud Company Complements Employee Device GPS Attendance Access Rep > Apps W @& MADHU
= Overtime
X Work Rule v Y ﬂ & & m H C
CI Shift ~ [J Eempl. First.. Llast.. Dep. Posit. Over.. Start. End.. Appl.. Appl. Appr. Appr. Appr.. Llast.. Action
Schedule ~ ) " ) s =
[0 70962 aish. wv Depa. Positi. Nor. — 2025. 2025. jkkh 2025.. Pend.. 2 WAl
2 Approvals ~
Overtime / Edit o Discard |
Manual Log Q
Leave
[~ 10
Trm’m’ng Overtime Type *
Normal OT -
Schedule Adjustment
Start Date * Start Time *
& Lecve M 2025-03-10  [3) 0900  HHmm ||
End Date * End Time *
2025-03-11  [3 10:20 HH:m
Apply Reason Enter the required
ikkh details

The editing procedure for overtime is the same as the manual log.

Delete an Overtime Application

In the list of overtime applications, click the selected employee application to be deleted, and then click
[Delete] at the top left of the list to enter the delete confirmation interface, and click [Confirm] to delete

the selected record. Or click L after the record.
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[{1ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @ MADHU
= Overtime
X, Work Rule ~ Y ﬂ & & m H C
D Shift e Empl.. First.. Llast.. Dep.. Posit.  Over.. Start. End.. Appl. Appl. Appr. Appr. Appr.. last.. Action
Schedule ~ ) » )
e 70962 aish. W Depa.. Positi. Nor. — 2025. 2025. jkkh 2025.. Pend..

2 Approvals ~

Manual Log

Delete
Leave

Are you sure to delete this record?
[ownme }@
Training o Discard

Schedule Adjustment

[ Leave ~

The deleting procedure for overtime is the same as the manual log.
Approve an Overtime Application

Select the employee code and click on [Approve], [Reject] or [Revoke]. The approval window pops up as
shown in the figure:

[{ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W g MADHU
= Overtime
= 3
X, Work Rule v Y ﬂ .i. m 9 C
ﬂ Shift v Empl.. First.. Llast.. Dep.. Posit. Over.. Start. End.. Appl. Appl. Appr| Approve . last.. Action
Schedule ~ Reject L
e 70962 aqish. wv Depa.. Positi. Nor.. 2026.. 2025.. jkkh 2026.. Pend Fan |
Revoke

2 Approvals ~

Manual Log

Leave

[ ]@

Training

Schedule Adjustment

[® Leave v

The approval procedure for overtime is the same as the manual log.

Export Overtime Applications

Users can click [Export] to export the entire employees overtime records.
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H)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @ MADHU
= Overtime e
§WnrkRuIe v Y ﬂ &l-iul[m 9 oC
CI Shift ~ [J Empl. First.. lost.. Dep. Posit.. Over.. Start. End.. Appl. Appl. Appr. Appr. Appr. CSV Export stion
Excel Export
Schedule v
e PDF Export
& Approvals ~ TXT Export
Manual Log
Leave
(o= 10
Training
Schedule Adjustment
EI Leave v
Users can click [Export] to export the overtime applications in batch for personnel.
Bulk Add
. ar . .
Users can clickon @ [Bulk Add] to add the employees overtime records in bulk.
[{ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @ MADHU
— Overtime
= 2
& WorkRule v Y ﬂ & & m L C
CI Shift e Empl. First.. Llast.. Dep. Posit. Over.. Start. End.. Appl. Appl. Appr. Appr.. Appr. last.. Action
Scheduls v 70962 aish.. wv Depa.. Positi. Nor.. — 2025. 2025. jkkh 2025.. Pend.. VN |
2 Approvals ~ [
= Overtime / Bulk Add o | Discard ‘
Manual Log e
Leave

Employee * -
[owme @

. Overtime Type*
Training
Normal OT -

Schedule Adjustment

B Leave ~ startDate*  [F] Start TimeftH:mm

End Date* [ End Time *HH:mm Enter the required

details

Apply Reason
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Training
Add a Training Application

Select [Attendance] > [Approvals] > [Training] > [Add] to apply for training.

{)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Re| > Apps ™ i SANTEST
= Training 9
& Work Rule v Y g & m H ¢
ﬂ Shift v [J Empl. First.. Llast. Dep.. Posit. Train. Start. End.. Appl. Appl. Appr. Appr. Appr. Appr.. Action
Schedule M O s3 Appr. 10iTe..  Positi. Javo2 2026.. 2026. The 2026..  Pend.. |
S Approvals ~
= AP Training / Add 9 o | Discard
Manual Log
Leave Employee * -
Overtime

o Training Type * -

Schedule Adjustment

& Leave “ startDate*  [§  Start TimeH:mm
End Date* (3 End Time *HH:mm
Enter the required
details

Apply Reason

The following field parameters are described below:

Employee: Enter employee ID or employee name to search and select the employee. Only one employee
can be selected at a time.

Start Time/End Time: Enter the start time and end time of the training.
Training Type: Select the type of training g from the drop-down list.

Apply Reason: Enter the reason for applying for the specific training.

Click [Save] to save the settings.
Edit Training Application

Click the name of the person whose training application is to be edited and click 4 and then, Click [Save]
after modifications.
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@ZKBioTimeCIoud < mplements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST
= Training
N, WorkRule v Y ﬂ & & m D C
B shiit v Empl.. First.. last.. Dep. Posit. Train. Start. End.. Appl. Appl. Appr. Appr.. Appr. Appr.  Action
pl P pp ppl pp! pp pp pp
Schedule ~ . ) . ] s =
O 1w big dog depfi. posfi. trainf. 2026. 2026. ds 2025..  Appr.. 2025... gce Fan |
2 Approvals ~ B
Training | Edit e o ‘ Discard ‘
Manual Log —
Err Y *
Leave -
10 big
Overtime
@
trainfive -
Schedule Adjustment
Start Date * Start Time *
Leave v _03- . ' -
& 2025-03-16  [3 09:00  HHmmM Enter the required
details
End Date * End Time *

2025-03-16  [7] 18:00 HH:mmM

Apply Reason
ds

#Note:

The approved application cannot be modified.

Delete Training Application

In the list of training applications, click the selected training application to be deleted, and then click [Delete]
at the top left of the list to enter the delete confirmation interface, and click [Confirm] to delete the selected

record. Or click u after the record.

@ZKBioTimeCloud < mplements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST
To delete multiple at once click here
= Training
X WworkRule v Y E] g & m H C
I:'l Shift e [J Empl. First.. Llast. Dep.. Posit.. Train.. Start. End.. Appl. Appl. Appr. Appr.. Appr. Appr.. Action
Schedule ~ ) '
10 big dog depfi. 2025.  Appr.. 2025. gaya..
Delete
2 Approvals ~ ) R
O so0 sun ded depfid  Are you sure to delete this record? 2025.  Appr.. 2026. gaya. 4 W
Manual Log
O so0 sun ded depfi., o 2025..  With.. 2025.. gaya. A |
Leave Discard
Overtime

[ 10

Schedule Adjustment

Approve/Reject Training Application

Select the employee code and click on [Approve], [Reject] or [Revoke]. The approval window pops up as
shown in the figure:
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@ZKBioTimeCloud Company Complements Employee Device GPS Attendance Access Rel > Apps W @ SANTEST
= Training
X Work Rule v Y o C
CI Shift v B Empl. First. last.. Dep. Posit. Train. Start. End.. Appl. Appl.. Action
Schedule ve - s =
Appr... 10Te..  Positi. Java2 2025. 2025. The 2025.. VN |
Q A | A
& Approvals A
O s3s Malik basha Depa.. Positi. Java2 2025. 2025. Save 2025. Revo. Revo.. 2025.  Appr. V. |
Manual Log
O s3s Malk  basha Depa.. Positi. Java2  2025. 2025. Tr 2025.. Rejec.. Reject 2025. Appr. VAR |
Lecive
Overtime O =535 Malik  basha Depa. Positi. Java2 2025. 2025. Pp 2025..  Pend.. Val |
o 0 7081 Mam.. Depa.. 10lau. Java2  2025. 2025. bbs 2025..  Pend.. VAR |
Schedule Adjustment
0 7081 Mam.. Depa.. 10lau.. Java2  2025. 2025. baqj 2025.. Appr. jsns 2025. Gaya. 4 B
B Leave v
The operation method is the same as the manual log.
Export Training Applications
Users can click [Export] to import the training applications in batch for personnel.
@ZKBioTimeCloud Company Complements Employee Device GPS Attendance Access Re| > Apps W g SANTEST

Training e
§W0rkRu\e v Y ﬂ & m £ C

; CSV Export
D shift e [J Empl. First.. last.. Dep.. Posit.. Train.. Start. End.. Appl. Appl. Appr.. Appr.. Appr. P stion
e Excel Export
Schedule v . F -
[0 &3 Appr... I01Te..  Positi. Java2 2025. 2025.. The 2025. Pend.. PDF Export []
& Approvals ~ ! " TXTExport |\ =
[0 s38 Malik  basha Depa.. Positi. Java2 2025. 2025. Save  2025. Revo. Revo. 2025. [ ]
Manual Log
O s3s Malik  basha Depo.. Positi. Java2 2025. 2025. Tr 2025.. Rejec.. Reject 2025. Appr. VAR |
Leave
Overtime O =535 Malk  basha Depa.. Positi. Java2  2025. 2025. Pp 2025..  Pend.. Val |
ng s =
O =7oe1  mMam.. Depa.. 10lau.. Java2 2025. 2025.. bbs 2025. Pend.. Fal |
Schedule Adjustment
0 7081 Mam. Depo.. 10lou. Java2 — 2025. 2025.. baj 2025..  Appr. jsns 2025. Gaya. /W
E Leave ~
Bluck Add

Users can click on [Bulk Add] to add the training logs in bulk.
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{ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Re > Apps W g SANTEST
= Training e
§W0rkRu\e ~ Y ﬂ 2 4 m H C
D shift e [J Empl. First.. Llast. Dep.. Posit..  Train.. Start. End.. Appl. Appl. Appr.. Appr. Appr.. Appr. Action
Schedule v |:| 5636 Appr.. 101Te.. Positi. Java2  2026. 2025.. The 2026.. Pend.. ,‘ i
& Approvals -~ —_ e _— L. _ R L o N o N ~ o X P

Manual Log Training / Bulk Add e o I Discard

Leave

Overtime Employee * - ‘

@

Schedule Adjustment Training Type * -

B Leave ~
start Date *  [F] Start TimetH:mm

End Date* [ End Time *HH:mm

Apply Reason

Schedule Adjustment

After the user applies for changing the shift on the APP, the administrator can approve it on the Web
application.

Approve Schedule Adjustment Records

The approval procedure of shift adjustment is the same as the manual log.
Delete Shift Adjustment Records

The delete procedure of shift adjustment is the same as the manual log.
Export

The export procedure of shift adjustment is the same as the manual log.

#Note:

After deleting the shift adjustment record of the employee, the shift of the employee is still the adjusted
shift.
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Leave Management

Leave Settings
Add Leave Settings
Select [Attendance] > [Leave Management] > [Leave Settings] > [Add] to add a leave.
{)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Re| > Apps W g SANTEST

Leave Setting

X WorkRule v Y ﬂ 4 m H C

I:'I Shift ~ [J Employee.. FirstName LastName Leave Allo.. EffectiveF.. Totalleave AllowedP.. AutoCarr..  Carry For. Action
Schedule v ; P
D 535 Malik basha Yearly 2025-02-01 25 4 Yes 0 ram |
& Approvals v
Leave Setting / Add e 0|m Discard
m Leave ~

Leave Setting o Employee * -

Leave Schedule Leave Allotmant Type * Effective From *

Leave Detail Report Yearly - 2025-03-12 =y
Total Leave * Allowed PerMonth *
1 days 1 days

[ Enter the required ]

B Auto Carry Forward details

The following field parameters are described below:
Employee: Enter the name of the employee.

Leave Allotment Type: Set the code of leave group.
Leave Effective From: Set the name of leave group.
Total Leave: Set the name of the leave group.

Leave Allowed Per Month: Set the name of leave group.
Auto Carry forward: Set the name of leave group.

Carry Forward Unit Set the name of leave group.

Click [Save] to add the incident.
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Edit Leave Settings

-

Click on the [Edit]icon ¢ to edit the leave settings.

@ZKBioTimeCloud Company Complements Employee Device GPS Attendance Access Re| > Apps W @ SANTEST

Leave Setting

X, Work Rule ~ Y ﬂ k m LH C

I:'l Shift h |:| Employee.. FirstName  Last Name Leave Allo..  Effective F.. Totalleave AllowedP.. AutoCarr.  Carry For.. Action
Schedule v _ —

O &35 Malik basha Yearly 2026-02-01 25 4 Yes 0 P |
<

= Approvals ~ )

Leave Setting / Add e °| Discard ‘
K Leave ~ ’
e -

Leave Schedule

Leave Allotment Type * Effective From*

Leave Detail Report Yearly - 2025-03-12 Gy
Total Leave * Allowed PerMonth *
1 days 1 days

[ Enter the required ]

I Auto Carry Forward details

Click [Save] after editing the leave details.

Delete Leave Settings

Click on the [Delete] icon ¥ {0 delete the leave settings.

{)ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Rel > Apps W SANTEST
- To Bluk Delete click here
Leave Setting

= T,

X WorkRule v Y ﬂ & m 9 C

I:'l Shift e B Employee.. FirstName LastName  Leave Allo.. EffectiveF.. Totalleave AllowedP.. AutoCarr..  Carry For.. Action

Schedule ~

2 535 Malik basha Yearly 2025-02-01 25 4 Yes 0 eE

2 Approvals v L
O 7wosl Mamta 28 Yes 2 P |

E Leave ~ Delete

Leave Setting o Are you sure to delete this record?
Leave Schedule
0

Leave Detail Report

Click [Confirm] after editing the leave details.

Pagel|223 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Export Leave Settings

+
Click on the [Export] icon ' to export the leave details either in pdf, excel, csv and Txt format.

{)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Re| > Apps ™ f SANTEST

Leave Setting

§W0rkﬁule > Y ﬂl.i.lm] £Hoa

i ) ) csv Export |
3 shit e [J Employee.. FirstName LastName  Leave Allo.. EffectiveF.. Totalleave AllowedP.. AutoCarr. C P tion
Excel Export

Schedule >~ . e’ _
O s Malik basha vearly 2025-02-01 25 4 Yes POF Export []

2 A

& Approvals ~ _
O 7ol Mamta Yearly 2025-02-01 45 28 Yes a| TXTBxport i

B Leave ~

Leave Setting o

Leave Schedule

Leave Detail Report

Leave Schedule

Attendance on holidays and festivals may be different from the weekdays.

Add Leave Schedule
Select [Attendance] > [Leave Management] > [Leave Schedule] > [Add] to add leave schedule.
@Zl(BioTimeCloud Company Complements Employee Device GPS Attendance Access Re| > Apps W @ SANTEST

Leave Schedule

X, work Rule v Y & m H C
CI Shift ~ [0 EmployeeiD First Name Last Name Action

Schedule P
v O 38 Malik basha P |
2 Approvals v

Leave Schedule /| Add o save I Discard

) Leave ~ e

Leave Setting Employee * v

Leave Schedule o
Leave Allotted m
-

Leave Detail Report _
P Yearly * Monthly * Enter the required
Leave Type * - 0 days 0 days details

The following field parameters are described below:

Employee: Enter the name of the employee.
Sick leave: Enter the number of sick leave.
Casual leave: Enter the number of casual leave.

Maternity leave: Enter the number of maternity leave.
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Compassionate leave: Enter the number of compassionate leave.
Annual leave: Enter the number of annual leave.

Business Trip: Enter the number of business trip.

Click [Confirm] to save the leave schedule.

Edit a Holiday for Attendance

>

In the holiday list, click the name of a holiday, or click #in the same row of the holiday. Modify the
parameters as needed and click [Save] to save the modifications.

@ZKBioTimeCloud < nplements Employee Device GPS Attendance Access Reports System Apps ™ @ SANTEST

Leave Schedule

N, Work Rule v Y ﬂ 4 m LH C

D Shift h |:| Employee ID First Name Last Name Action
Schedule v y

O so0 sun ded VPl
2 Approvals v

&) Leave _ Leave Schedule / Edit o GM‘

Emp
Leave Setting

an
Leave Detail Report Leave Allotted m

Leave Type * Yearly * Monthly *
Sick Leave - 60 ¢ days 5 ¢ days

Enter the required
Leave Type * Yearly * Monthly # details
Casual Leave - 60 ¢ days 5 ¢ days ]

Delete a Holiday for Attendance

In the holiday list, select the holiday and click [Delete] on the upper left of the holiday list or click ¥ inthe
same row of the holiday to be deleted. Click [Confirm] to delete the holiday.

@ZKBioTimeCIoud < mplements Employee Device GPS Attendance Access Reports System Apps ™ & SANTEST

To delete multiple at once click here
Leave Schedule

N, Work Rule v Y B & m H C

EI Shift v [0 Eemployeeid First Name Last Name Action
schedule Ve@ 500 sun ded elil
2 Approvals ~ R
[J] soo0 nast cool P |
B Leave ~
Delete

Leave Setting

Leave Schedule o
Leave Detail Report o | Discard

Are you sure to delete this record?
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Export

Click the [Export]icon = to export the department details in PDF, Excel, CSV, or TXT format.

@ZKBioTimeCIoud < nplements Employee Device GPS Attendance Access Reports System Apps ™ @ SANTEST

Leave Schedule

N, WorkRule v Y ﬂ m o C

D Shift h [0 Employee D First Name Last Name CSV Export stion
Excel Export
Scheduls v O so0 sun ded e PDF Export i |
Q v
= Approvals O s nast ool TXT Export |, i
& Leave ~
Leave Setting
[ 10
Leave Detail Report
10.5.3 Leave Detail Report
Attendance on holidays and festivals may be different from the weekdays.
Select [Attendance] > [Leave Management] > [Leave Detail Report] to view the leave details.
@ZKBioTimeCloud Company Complements Employee Device GPS 0933 Re| > Apps W g SANTEST
= Leave Detail Report :
- Employee
Date Peri.. Start Date End Date
R work Rule v LS Q SRS ~ | This.~ | 03/09/2025 [ | - o03/15/205 (@ m L C
[ shitt v
> Department
Employee ID Employee Na.. DepartmentNa.. Leave Allot.. Leave Effe.. Increment.. Total Leave
Schedule v
2 Approvals ~

| B Leave ~ p

Leave Setting

Leave Schedule No rows

Leave Detail Report e
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Export

Click the [Export]icon = to export the department details in PDF, Excel, CSV, or TXT format.

[{ZKBioTimeCloud < mplements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
= Leave Detail Report 2
Date Period Start Date End Date
&, Work Rule v & ® Employee ~ This.. ~ 03/16/2025 8 - | 03/22/2025 B m c
D shift e Ob " " Employee ID Employee Na.. Department Na.. Leave Allot.. Leave Effe..  Increment... CSV Export
epartmen

Excel Export
Schedule ~ [J depfive

PDF Export
Q ~
= Approvals TXT Export
E Leave ~

Leave Setting No rows

Leave Schedule

Leave Detail Report |
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Access

The Access control module enables the user to perform various operations such as door settings, device
commands, setting holidays in devices, assigning user groups, access combinations, and other access
related privileges.

Device

Device

Initially, you need to add an access device, then set the communication parameters of the connected
devices, including the system settings and device settings. When communication is successful, you can view
here the information of the connected devices, and perform remote monitoring, upload, and download
operations etc.

Once the device is added successfully, you can view it here.

Note: Only devices successfully added to the Attendance module will be automatically synchronized with
the Access module. Devices that are not successfully added to the Attendance module cannot be
synchronized with the Access module.

@ZKB|0T|me Cloud Company Complements Employee Device GPS  Attendance 0011.5' System  Apps W @ DEMO

Device
7

x
s E— 2 BN B & mocC
9 D Serial Number Device Name Status Door Lock Delay ~ Door Sensor D Door Sensor T.. Retry Times to ... Valid Holidays Action

Device Command

£ Access Control ~

No rows

Rows perpage: 10 + 0-0of0 1 Page

The following field parameters are described below:

Serial Number: This displays the Serial Number of the device.

Device Name: This displays the Name of the device.

Status: The status of the device whether it is enabled or disabled.

Door Lock Delay: The delay time to lock the door (in seconds)

Door Sensor Delay: The delay time to enable sensor if the door is not locked (in seconds)

Door Sensor Type: The type of sensor connected to the door.

Pagel228 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Door Alarm Delay: The delay time to alarm the door (in seconds)
Retry times to Alarm: The retry time to alarm the door (in seconds)

Valid Holidays: This displays the valid holidays of the device.

Open door

The Open-Door feature enables you to open the door which is connected to the Access Controller without
locking.

@ZKBioTimerud Company Complements Employee Device GPS Attendance Access Re > Apps W g SANTEST

Device

N
[0 Device ~ Y e 8 B O & m H C
o SerialNumb.. Device Name  Status Door Lock D..  Door Sensor.. Door Sensor.. Retry Times.. Valid Holida... Action

Device Command

e CIHB21I5604..  Auto add @ 10 10 3 » 7
£2 Access Control ~

Time Period

) Open Door
Holidays
Are you sure to unlock of selected device(s)?

Groups

Combination m Discard

Privilege

Select the required device and click Open Door.
In the appearing prompt, click [Confirm] to open the door.

Cancel Alarm

The Cancel Alarm feature is used to disable the alarm of the door associated with the selected device. If this
feature is disabled, the alarm will not be triggered if the door is left open.

@ZKBioTimerud Company Complements Employee Device GPS Attendance Access Re > Apps W g SANTEST
= Device
L0 Device ~ Y eg E & & m o C

DTS o Serial Numb.. Device Name  Status Door Lock D..  Door Sensor.. Door Sensor.. Retry Times.. Valid Holida... Action

Device Command

e ClHB21I5604..  Auto add ® 10 10 3 » 7
£2 Access Control ~

Time Period

Holidays Cancel Alarm

Groups Are you sure to unalarm of selected device(s)?

Combination m o

Privilege
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Select the required device and click Cancel Alarm.
In the appearing prompt, click [Confirm] to cancel the alarm.

Bulk Setup Device Configuration

Bulk setup device configuration allows modifications to the options, Duress options, Anti-passback setup.

@ZKB]oTimerud Company Complements Employee Device GPS Attendance Access Re > Apps W i SANTEST
= Device
L0 Device ~ Y m 9‘\:‘ & m H C
o Serial Numb.. Device Name  Status Door Lock D... Door Sensor .. Door Sensor.. Retry Times.. Valid Holida.. Action
Device Command
e CLHB82115604..  Auto add (@) 10 10 3 » Vs
£t Access Control ~
Time Period
Holidays
Device / Bulk setup device configuration e Discard
Groups
Combination Options Options ~

" Door Lock Delay * Verify mode by RS485*
Duress Options - - ’ “

Privilege N . ) ) i
Anti-Passback Setup 0 Seconds Fingerprint/Card
Door Sensor Delay Door Sensor Type
10 Seconds None -
Retry Tir ) m Delay
3 30
Normally Close Time Period Normally Open Time Perlod
0 0

[Enter the required details ]

\ Valid Holidays Speaker Alarm

Duress Options

@ Encble Duress Alarm @ Alarm On Password
@ Alarm On 11 Match @ Alarm On N Match
Duress Alarm Delay *

10 Seconds

Anti-Passback Setup
Anti-Passback Mode Door Direction *

No Anti-Passback - Out -

The following field parameters are described below:
Door Lock Delay: Set the door lock delay for the device. The range is 0-10 second(s).
Door Sensor Delay: Set the door sensor delay for the device. The range is 1-255 seconds.

Door Sensor Type: Select the door sensor type for the device. The types are Normal Open (NO), Normal
Close (NC) and None.

Door Alarm Delay: Set the door alarm delay for the device. The range is 0-999 second(s).
NC Time Period: Set the normal close time period. The range is 0-50.
NO Time Period: Set the normal open time period. The range is 0-50.

Retry Times to Alarm: When the number of failed verifications reaches the pre-set value (the value range
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is 1-9 times), an alarm will be triggered. If there is no pre-set value, an alarm will be triggered after a failed
verification.

Verify mode by RS485: Select the verification mode by R5485.

Valid Holiday: Select whether the NC Time Period or NO Time Period settings are valid in the pre-set holiday
time period. Disable this button to apply the NC or NO time period to the holiday.

Speaker Alarm: When it's enabled, the buzzer will raise an alarm when the device is dismantled.

Click Save after entering the required details.

Duress parameters

The Duress option is used at the time of emergencies. Initially, it is required to register the duress
fingerprint/password on the access control device before using this feature.

Duress Function: Select whether to enable the duress function for the device or not.

Alarm on 1:1 Match: If it is enabled and a user performs 1:1 verification method to verify any registered
fingerprint, then the alarm will be triggered.

Alarm on 1: N Match: If it is enabled and a user performs 1: N verification method to verify any registered
fingerprint, the alarm will be triggered.

Alarm on Password: If it is enabled and the user performs the password verification method, the alarm will
be triggered.

Alarm Delay: Set the alarm delay for the device. The range is 1 to 999 second(s).
Anti Passback features
Anti-PassBack Type: Select the type of anti-passback mode.

Door Direction: Set the door direction. It can be none, in or out.

Click Save after setting the parameters.
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Sync setup to device

This function lets you synchronize or update the data from the software to the Device. Sync Data to the
Device

@ZKB]oTimecmud Company Complements Employee Device GPS  Attendance Access Re > Apps W @ SANTEST
= Device
[0 Device ~ Y m w e y m L C
o SeriaglNumb.. Device Name  Status DoorlockD..  DoorSensor.. DoorSensor.. RetryTimes.. Valid Holida.. Action
Device Command
e CLH82115604..  Auto add (@) 10 10 3 » Fa
£t Access Control ~
Time Period
Holidays =
Sync setup to device
Groups
Combination Time Period Holiday o
Privilege
Group Combination
Privilege

On the Device interface, select the required Devices from the list to sync the Employee Data
from the software.

On the Data Transfer menu, click Sync Setup to Device to sync or update the Employee data
from the software to the selected Devices.

On the Sync Setup to Device window, select the required data, by switching the toggle button
for the data options.

Click Confirm, to sync or update the selected data from the software to the selected Devices.

Export

ue
To export the device report, click on the export " icon and choose your preferred format, such as CSV,
Excel, PDF, or TXT.
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@ZKBiQTimeGoud Company Complements Employee Device GPS  Attendance Access Re > Apps W @& SANTEST
= Device
L0 Device ~ Y o s & elIEl o C
o [] serialNumb.. Device Name  Status Door Lock D..  Door Sensor.. Door Sensor.. Retry Times.. Vali CSV Export stion
Device Command Excel Export
[0 cuHezns604..  Auto add ®@ 10 10 3 PDF Export Va
£2 Access Control ~
e TXT Export
Time Period
Holidays
Groups

Combination

Privilege

11.1.2 Device Command

This section is used to check the commands issued by the software to the device during communication.

@ZKBIOTImeClOUd Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @& DEMO

Device Command

| [0 Device ~ |W ﬂ = 4 m DO C

Device D Serial Number Device Name Content Commit Time Transfer Time Return Time Return Value Return Value Action
(2]
* Access Control ~
No rows
Delete
[

To delete the device command, select the user you want to delete then click on delete
Confirm to delete.

icon then click
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& O G hitps://santest.biotimecloud.info/acc/command .:) g a‘:g {\5 -0 9

@Zl(BioTimeGoud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SANTEST

= Device Command

[0 Device ~ Y e ﬂ = & m H C
Device |:| Serial Numb.. Device Name Content Commit Time Transfer Time Return Time Return Value  Return Value Action

E 8224760..  SYSTEST DATAUSERP.. 2025-03-131. 2025-03-131. 2025-03-131. Success Success B
£t Access Control v
[0 ciH8224760.  SYSTEST DATAUPDAT.  2025-03-131. 2025-03-131. 2025-03-131. Success Success [}
Bulk delete
[0 clH8224760.  SYSTEST DATAUSERP. | 0 oo roeonses 1o 2025-03-131.  Success Success B
[0 cCLH8224760.. SYSTEST DATA UPDAT. o % .. 2025-03-131.  Success Success [}
[0 clH8224760.  SYSTEST DATAUSERP.. 2025-03-131. 2025-03-131. 2025-03-131. Success Success B
[0 cClH8224760.  SYSTEST DATAUPDAT.  2025-03-131. 2025-03-131. 2025-03-131. Success Success B
[] cCLH8224760..  SYSTEST DATAUSERP.. 2025-03-131. 2025-03-131. 2025-03-131. Success Success B v
Rows perpage: 10 « 1-10 of 81 < 2 3 45 . 8 »[1 Page

Clear All Command

To remove all the commands, select the serial number, then click on Clear Command and confirm your
choice.

&« (@] (%) https://santest.biotimecloud.info/acc/command ® | & a3 o= o 9
@ZKBioTime Cloud Company Complements Employee Device GPS Attendance Access Re > Apps W @& SANTEST
= Device Command
L0 Device ~ Y . E L m O C
bevice |:] Serial Numb.. Device Name Content Commit Time Transfer Time Return Time Return Value  Return Value Action
oo ) A
E 8224760..  SYSTEST DATA USERP.. 2025-03-131. 2025-03-131. 2025-03-131. Success Success i
¢ Access Control v
D CLH8224760..  SYSTEST DATA UPDAT..  2025-03-131. 2025-03-131. 2025-03-131. Success Success i
[0 CLHB8224760.. SYSTEST DATAL Clear all the commands -131..  Success Success [}
Are you sure to clear the commands for all the access devices
D CLHB8224760..  SYSTEST DATA L - -131. Success Success i
Confirm Discard
D CLHB8224760..  SYSTEST DATA USERP.. 2025-03-131. 2025-03-131. 2025-03-131.. Success Success i
D CLH8224760..  SYSTEST DATA UPDAT..  2025-03-131. 2025-03-131. 2025-03-131. Success Success i
D CLHB8224760..  SYSTEST DATAUSERP.. 2025-03-131. 2025-03-131. 2025-03-131.. Success Success i o
Rows per page: 10 v 1-10 of 81 2 3 4 6 w 9 %1} Page
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Access Control

Time period

The Time Period is usually set to define the operating hours of the access control device. It can be assigned
for every week. The time format is HH: MM: SS - HH: MM: SS.

Add time period

To add time period, click on add icon, then enter the required details and click on save.

@ZKB|0T|meC|0ud Company Complements Employee Device GPS  Attendance Access Reports System  Apps ‘W @ DEMO

Time Period

L0 Device ~ Please add an area first Y e B U % 4 m OH C

Device [  Time Period No. Time Period Name Action

Device Command

X Access Control ~
Time Period / Add
@
Holidays
Groups 2 - Time Period Name R
Click save to add
Combination Period Setup
Star m
Privilege ® Sudzy

00:00

- 9

@ Monday HH-mm

00:00
Enter the required
details

@ Tussday 00:00 HHmm

@ Wednesday

00:00 HH:mm

@ Thursday

00:00 HH:mm

@ Fridsy 0000 Hibmm

@ Saturday

00:00 HH:mm

The following field parameters are described below:

Area: It displays the area name. It can’t be modified in the interface.
Time Period Number: Enter the time period number. The time period number is unique for each area.
Time Period Name: Enter the time period name.

Start Time/End time: Set the start and end time for each time period within a week.

& Note: When the start time is greater than the end time, the following prompt will pop up.

Edit time period

If you want to edit the time period, perform the following steps:
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e C(lick the corresponding area on the left of the interface. The time period list of the corresponding
area will be displayed.

@ZKBioTime(]oud Company Complements Employee Device GPS  Attendance Access Reports System  Apps ™ @ DEMO

Time Period

@ Device ~  Please add an area first v

Device Time Period Ma. Time Period Nama

Device Command

2ok 1
& Access Control ~
1]

Click to save the
edits

Eolidays
Time Period | Edit D |
Groups
Combination
Privilege
Time Period Name *
Period Setup
Start Time * End Time *
Sunday § . ; :
@ Simdsy 00:00 EHmm 235 HHmm Edit the required
Start Tima'® End Tome® details
@ Monday 00:00 EHmm | | 2390 Himm
Start Time *
@ Tuesday 00:00 HHomm HEmm
Start Time*
@ Wednesdsy 00:00 HH'mm HH'mm
Start Time*
@ Thusdey 00:00 HH'mm HH'mm
Start Time En e
@ Fricay 00:00 EHmm | | 2390 Himm
Start Time ‘ime
@ Seturday 00:00 EHmm | | 2390 Himm

>
¢ Inthe time period list, select the time period number or click # icon.
e Modify the parameter settings based on the requirements.

Click Save to save the modified time period information.

Delete time period

In the time period list, select the time period and click on ¥ icon to delete the time period.

@ZKBioTimerud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps ™ @ DEMO

Time Period

L6 Device ~  Please add an area first Select the time period

Device Time Period Mame Action

Device Command

£ Access Control ~
== 1]
elete
Holidays
Are sure to delete this record?
Groups

Combination R . Confirm. Duscard
[Cllck confirm to delete ?-—J
Privilege

Note: The Time Period, which is in use, cannot be deleted.
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Add New Area

.'_
To add a new area, click on Add New Area © icon, enter the required details then click confirm.

({)ZKBioTime Cloud

= Time Period

[0 Device ~ > 101 Odisha
Device

Device Command
£t Access Control ~
©
Holidays
Groups
Combination

Privileae

Export

Company Complements Employee

Y

Device

[]  Time Period No.

O

Add new area

GPS

Attendance Access

Reports System Apps

W @ SANTEST

u g & m H C
Time Period Name Action
1 P |
|

Area Code *

Enter the required
details.

Area Name *

Superior

o3

+
To export the time period, clickon the export " icon and choose your preferred format, such as CSV, Excel,

PDF, or TXT.

#)ZKBioTime Cloud

= Time Period

LD Device N > 101 0disha
Device

Device Command

£ Access Control ~
@
Holidays
Groups

Combination

Privilege
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Company Complements Employee Device

Time Period No.

GPS

Attendance Access

Reports System Apps W @ SANTEST

@
u@*%uﬂ@c

CSV Export

Time Period Name tion

Excel Export

L e PoFExport | W

s naBpot | o
Syed Jeelan basha . |
werrrerere |
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Clone to areas

The Clone option is used to copy the time period of one particular area to another area. It saves the time of
creating individual time period for each area.

Select the time period to be cloned. Click Clone to Areas to open the following interface.

Q‘]ZKBioTimeClgud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps

W @& DEMO

Time Period

8 Device ~ Please add an area first Select the time period

Device

Time Period Name

Device Command

:
¢ Access Control ~

[ | )

Holidays

Clone to Areas
Groups

Combination frea - Enter the required
Privilege e details
Remark

J Click confirm to clone ]

Confizm D

Enter the parameters as shown below:
Area: Select the area (multiple areas can be selected)
Remark: Enter the remarks.

Click Confirm to save the clone details.

Holiday

The Holiday settings can be configured to control the door access on holidays. On holidays, special access
control may be required. To facilitate this requirement, the access time on holidays can be set, which applies

to all the employees of the corresponding area.
Add a holiday

To add holiday, click on Add icon, enter the required details then click save.

Page|238 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

i ioTime Clou ‘ompany ‘omplements loyee evice F; lance  Access ports  System  Apps # DEMO
C Compl 1 Dy GPS  Attend Aq Rej S A 4
= Holidays i
L0 Device ~  Please add an area first v e + n ¢ & & m O C

Deriee [0 Holiday Name Start Date: Duration Days Tame Pericd Action

Device Command

% Access Control ~

Time Period Holidays / Add S ‘ Deexd
1@ (4)
Groups Enter the required details ]
Combinat .
cmbination — Click save to add
oliday -
Privilege -
Time Period * -

Enter the parameters as shown below:
Area: Select the area from the area list.

Holiday Name: Select the holiday name from the drop-down list. These holidays are those added in the
Attendance Module.

Start Date: It will be automatically filled in after selecting the holiday name and cannot be modified.
Duration: It will be automatically filled in after selecting the holiday name and cannot be modified.

Time Period Name: Select the time period applicable to the holiday. The door opening time period
depends on this parameter.

Click Save to save the holiday details.

Edit a holiday

If you want to change the holiday details in the corresponding area, perform the following steps:

In the holiday list, click the holiday name or click # icon Modify the parameter settings as per your
requirements and Click Save to save the modified holiday information.

@ZKBioTimerud Company Complements Employee Device GPS Attendance Access Re > Apps W i SANTEST
= Holidays
L0 Device ~ > 101 Odisha Y ﬂ ¢ & & m D C
Device Holiday Name Start Date Duration Days Time Period Action
Device Command
9 Holi33 2025-03-14 1 1 e ]
£ Access Control ~
Time Period
Holidays / Edit em Discard
Creidoys ] @)
Groups -
e Enter the required
Combination details
Holiday *
Privilege Holi33 -

 Time Period *

1 X -
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Delete a holiday

Select the holiday and click Delete on the upper part of the interface or click " icon.
BZKBioTimeCIoud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SANTEST
= Holidays
Lo Device ~ > 101 Odisha Y B ¢ & & m 9 C
Device Holiday Name Start Date Duration Days Time Period Action
Device Command
- Holi33 2025-03-14 1 1 e
£t Access Control ~ e- m
Time Period
Delete
=1 €)
Are you sure to delete this record?
Groups
Combination Discard
Privilege

Clone to areas

The Clone option is used to copy the holiday of one particular area to another area. It saves the time of
creating individual holiday to each area.

Select the holiday to be cloned. Click Clone to Areas to open the following interface.

@ZKBioTimeGoud Company Complements Employee Device GPS Attendance Access Re > Apps W g SANTEST

Holidays

LT Device ~ > 101 0disha Y ﬂ (O 4 m DO C

Device

Holiday Name Start Date Duration Days Time Period Action

9 Holi33 2025-03-14 1 1 s i

Device Command
X Access Control A

Time Period Clone to Areas

] )

Groups Area T

Enter the required

details
Combination

Privilege Remark

oz -
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Enter the parameters as shown below:
Area: Select the area (multiple areas can be selected)
Remark: Enter the remarks.

Click Confirm to save the clone details.

Export

+4
To export holiday, click on the export = icon and choose your preferred format, such as CSV, Excel, PDF,
or TXT.

@ZI(BioTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST
= Holidays
Lo Device ~ s> 101 Odisha Y u ¢ & m o C

Device [  Holiday Name Start Date Duration Days Time Period (CSV Export stion

Device Command Excel Export

O Holizz 2025-03-14 1 1 e PDF Export 'l
2 Access Control A
ITXT Export

Time Period

Holidays o

Groups

Combination

Privilege

Add new area

+
To add a new area, clickon Add New Area G/ icon, enter the required details then click confirm.

@ZKBioTimeCIoud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST

Holidays e
[0 Device A~ > 101 Odisha Y u 2 4 m O C

Device ]

Holiday Name Start Date Duration Days Time Period Action
Device Command
O Holiz3 2025-03-14 1 1 ran |
¢ Access Control A
Time Period
Add new area
Holidays o
Groups Area Code *
Combination .
e Enter the required
Privilege . details.
Area Name *
Superior -
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Groups

The Group option enables you to manage the employees in groups. The access parameters specified here
are applicable to all the employees belonging to the specific group.

i ioTi Company ~ Complements loyee Device GPS  Aftendance Access Reports  System  Apps - DEMO
10 limeClou OTIPaTY p y P y PP = R

= Groups

L Device ~  Please add an area first v u ¢ =2 & m H C

Device [0 Gow.. Gow Verify .. TimePeriod 1 Time Period 2 Time Period 3 Include Holiday Action [ EsployeeID Frst Mame Last Name

Device Command

X Access Control ~ o

Time Period

o 1 Any 1 0 0 ] V|

Holidays

10

Combination

Privilege

Norows

Add Group

To create a new access group, follow the following procedure.

G]Zl(BioTimeGoud Company Complements Employee Device GPS  Atfendance Agces System  Apps '™ @ DEMO

Groups

L Device ~  Please add an area first v

2]+ u ¢ = & m D C
Group... Growp.. Venfy . TimePeriodl Time Perind 2 Time Period 3 Includs Holidzy Action [0 EmployeeD First Nams Last Name

Device Command H
o _ [ Click save to add ]

1 1 Any 1 0 0 ] V|

¢ Access Control ~
Time Period —
Groups / Add ‘ Drecard ‘

Holidays

[ ] a
Combination o e I Enter the required details ]

Device

Group N0+
Privilege 1 - Group Name *

Time Period 1 * - Time Period 2 - |

Initially, select the area in which you want to create the user group.
Enter the following details:

Area: Select the area name.

Group Number: Enter a unique group number.

Group Name: Enter the name of the group.

Time Period: Set the time period of the group. Each group can have a maximum of 3 time periods. As long
as one of them is valid, the group can be verified successfully.

Page|242 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Verify Mode: Set the verification mode of the group. When the group verification mode overlaps the user
verification mode, then the user verification mode prevails.

Include Holiday: If it is set as [Yes], the door opening time period on holiday subjects to the time period set
in holidays.

Click Save to save the settings.

Edit Group
G]ZKB\‘oTimeCIoud Company Complements FEmployee Device GPS  Attendance Access Reports  System  Apps '™ @& DEMO
Groups
L0 Device ~  Please add an area first v u ¢ 2 & m O C
Device Growp... Growp... Verify... TimePariodl Time Pariod 2 Tima Perind Action [0 EmployeeId First Name Last Name
Device Command
& AvmCot 9 L 0 & 1 o o » 3 ' [Click to save the edits]

Time Period
Groups / Edit e Discard
Holidays

=10

Combination N Group Name® i i il
o Edit the required details ]
Privilege 1

[ 1 X - Time Period 2 -

Perform the following steps to edit an Access Group.

Click the corresponding area on the left side of the interface. The list of all the groups in the
corresponding area will be displayed on the right side of the interface.

In the group list, click the group name or click # icon.
Modify the parameters as per your requirements.

Click Save to save the modified group information.

Personnel Transfer
If you need to transfer the employees to a specific group, perform the below given steps.

Select the area in which you need to transfer the employees.

Then, select the Group and click Group Menu -> Personnel Transfer. The interface appears as shown
below:
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@ZI(BioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
= Groups 3
[0 Device N > 101 Odisha Y u (0 L& m © C Move to Group 1
Davice Gr.. 6r. Clone to Areas imePeriod2 TimePerioc [] EmployeeID First Name Last Name
Device Command Personnel Transfer o
0=  —— 0
£ Access Control A~
Time Period
Personnel Transfer
Holidays
=1 Bl o[ |[ervom B
Combination > [0 Department B cmployesiD First Name Last Name Employee ID First Name Last Name rows
Privilege Employeel A 101 Employeel
syed Jeelan Basha
O mss Harithaa Ka
O oz Haratha m
Rowsperpoge: 10 =  I-1Dofll >

oen -

* Now, select the employee whom you need to transfer to the selected group and click Confirm.

Clone to Area

The Clone option is used to copy the holiday of one particular area to another area. It saves the time of
creating individual holiday to each area.

Select the holiday to be cloned. Click Clone to Areas to open the following interface.

@ZI(BioTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST

Groups

-
L0 Device ~ > 101 Odisha Y u ¢  m H C Move to Group |
Device ] o A . . . y

Gr. Gr. one to Areas riod2 TimePerioc [ | EmployeeID First Name Last Name

Personnel Transfer

Device Command
O @ 0

£ Access Control A
Time Period
olidays Clone to Areas Enter the
required
details.

=1@
Area v

Combination No rows
Privilege e

Remark
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Enter the parameters as shown below:
Area: Select the area (multiple areas can be selected)
Remark: Enter the remarks.

Click Confirm to save the clone details.

Add New Area

.'_
To add a new area, click on Add New Area © icon, enter the required details then click confirm.

@ZKBiOTimECIOud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
= Groups e
[0 Device ~ > 101 Odisha Y u 2 & m 9 ¢ Move to Group 1
Device [J o©r. 6r. ve. TimePeriodl TimePeriod2 TimePerioc [ ] EmployeelD First Name Last Name
Device Command
O 1 Any 1 0 1]
£ Access Control ~
Add new area
Time Period
Holidays Area Code * Enter the required
o e details.
Combination No rows
Area Name *
Privilege
Superior -
Export
. oy o
To export groups, click on the export icon and choose your preferred format, such as CSV, Excel, PDF,
or TXT
@ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
= Groups
Lo Device ~ > 101 Odisha Y u (G — m £ C Move to Group |
Device . . . [ESV Export . )
[J er. Gr. Ve. TimePeriodl Tir wePerioc  [] EmployeeID First Name Last Name
Device Command frcel Export
O 1 Any 1 0 bpF Export
¢ Access Control A *po
TXT Export
Time Period
Holidays
=)

Combination No rows

Privilege
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Combination

Access groups can be used with different unlock combinations to enable multiple authentications and to
improve security.

For each area, the maximum number of unlocking combinations is 10. When an area is created, 10 unlock
combinations are automatically created. The unlock combination with combination No. 1 will be set in a
way that one employee from Access-Group 1 can open the door by default. Other unlock combinations do
not include any employee from the access group.

@ZKBioTimeCloud Company Complements Employee Device GPS Attendance orts System Apps W @ SANTEST

Combination

+
L0 Device -~ > 101 Odisha Y ¢ & & m H C
Device — P ‘
|:| Combination N.. Combination Name Group 1 Group2 Group3 Group4 Group5b Action
Device Command
-
O 1 1 1 1 1 1 Vs
£t Access Control A |
2 2 0 0 0 0 0
Time Period a ’
Holidays O s 3 0 0 0 0 0 P
Groups
P g = 4 0 0 0 0 0 V4
@
O s 5 0 0 0 0 0 P
Privilege
O s 6 0 [ [ 0 [ Vs
. . o
Edit Combination

To edit the Access Control Combination, perform the following steps:

Click the corresponding area on the left side of the interface. The combinations belonging to this
area will be displayed on the right side of the interface.
Click the corresponding combination number to edit the combination.
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::jZKBioTimerud Company Complements Employee Device GPS Attendance Access Re > Apps W g SANTEST

Combination

LT Device ~ > 101 Odisha Y G & &4 m 9O C
Device R R .
B CombinationN.. Combingtio.. Groupl Group2 Group3 Group4 Groups Action

Device Command N
Q=] . Y
£t Access Control ~
.

2 2 0 0 0 0 0
Time Period g ’

Holidays combination / Edit Discard

Groups N -
(1]

Combingtion NO.*
Privilege 1

Enter the required details. }

1

Group1*

1 -

Group 2 -

Group 3 -

Group 4 -

Group 5 v

Enter the parameters as shown below:

Area: Select the area name.

Combination Number: The combination number cannot be edited.
Combination Name: Set the name of the combination.

Employee from Group: Select the group which the employee belongs to. For example, If the selected group
is Group 1, one of the employees from Group 1 can open the door in the specified area. In a combined
verification, the range of user number is 0<N<5. You can combine two or more employees to achieve multi-
verification and security advancement.

Click Save to save the settings.

Clone to areas

The Clone option is used to copy the time period of one particular area to another area. It saves the time of
creating individual time period for each area.

Select the time period to be cloned. Click Clone to Areas to open the following interface.
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@ZKBioTimeCIoud Company Complements Employee Device GPS Attendance Access Reports Syster > Apps W @ SANTEST

Combination

1

L0 Device ~ > 101 Cdisha Y e . & m LH C
Device PR PR "
= Combination N.. Combination Name Group 1 Group2 Group3 Group4 Groupb Action
Device Command
-
O 1 1 0 0 0 0 Vs
2 Access Control A
M2 2 s} s} 0 s} 0 7
Time Period e =
Holidays O = 3 0 0 0 0 0 Vs
Gi -
roups O =« 4 Clone to Areas " o /
0
O s 5 [ 0 rd
Privilege Area -
0O s . Enter the
required details.
o = 7 | Remark

oEm -

Enter the parameters as shown below:
Area: Select the area (multiple areas can be selected)
Remark: Enter the remarks.

Click Confirm to save the clone details.

Export

+
To export the time combination, click on the export = icon and choose your preferred format, such as
CSV, Excel, PDF, or TXT.

@ZI(BioTimeCIOUd Company Complements Employee Device GPS  Attendance Access Reports System Apps ‘W @ SANTEST

Combination e

-
[0 Device A > 101 Odisha Y (O m 9 C
Device Combination N..  Combination Name Group 1 Group2 Group3 Group4 ¢ SV Export n

P ] p P
Device Command Frcel Export
-
O 1 1 1 1 1 bDF Export
£ Access Control ~
TXT Export
2 2 0 0 0 0 4
Time Period g
Holidays O s 3 0 0 0 0 [5} 7
Groups
P o 4 0 0 0 0 0 rd
(1)
O s 5 0 0 s} s} 0 ra
Privilege
Add New Area

.'_
To add new area, click on Add New Area G/ icon, enter the required details then click Confirm.
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@ZKBiOTimECIOud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST

Combination e

L0 Device ~ > 101 Odisha Y 2 & m H C
Device PR PR .
[:I Combination N..  Combination Name Group 1 Group2 Group3 Group4 Group 5 Action
Device Command
-
O 1 1 1 1 1 1 ra
£t Access Control ~
Add new area
0 s} 4
Time Period a ’
Holidays O | areacode* ‘ 0 s} ra
Groups Enter the required
O details.
Area Name *
- O
Privilege
m n n £
Superior -

11.2.5 Privilege

The privilege option is used to view and assign access privileges to all the employees.

@ZI(BioTimeCIoud Company Complements Employee Device GPS Attend@ Reports Systen > Apps W @ SANTEST

= Privilege
"
[0 Device ~ > 101 Odisha Y ¢ 2 & m oH C
Device O e . . . . . . . )
mployee.. First Na.. Group Verify M..  Verify M..  Time Pe.. Time Pe... TimePe.. TimePe. Action
Device Command
a
O w Employe.. 1 Group Apply Gr..  Group 0 0 0 ra
x Access Control ~ |o
102 Employe.. 1 Grou, Apply Gr..  Grou 0 0 0 4
Time Period u piov P ol P 4
Holidays O 7nosi Mamta 1 Group Apply Gr..  Group 0 0 0 rd
Groups . N
[:, 71062 Gayatri 1 Group Apply Gr.. Group 0 0 0 rd
Combination
O 7oss Vidya 1 Group Apply Gr..  Group 0 0 0 rd
O 7099 BioTime.. 1 Group Apply Gr..  Group 0 0 0 Vs

Edit Privilege
If you need to edit an employee’s access privilege, you can do as per the following:

e (lick the corresponding area on the left side of the interface. The privileged information of
employees who belong to this area will be shown on the right side of the interface.

Click the corresponding employee ID or 7 icon to edit the employee privilege.
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@ZKBioTime Cloud Company Complements Employee Device GPS Attendance Access Reports Systerr >  Apps ™ @ SANTEST
= Privilege
L0 Device -~ > 101 Odisha Y ¢ 2 & m 9 C
Device . " " . . . . .
= Employee.. First Na.. Group Verify M. VerifyM.. TimePe.. TimePe. TimePe. Time Pe. Action

Device Command

£ Access Control A

-
e 101 Employe.. 1 Group Apply Gr.. Group (1] (1] (1] e m
o

Edit the required

102 Emplo; Gr.. Grou| 0 0 0
Time Period = F details. ° g
Holidays Privilege | Edit o em Discard
Groups
Combination
a
Group *
1 -
Verify Mode Use for*
Group -
Time Period Use for *
Group -

Edit the details as shown below:
Employee: The employee field cannot be edited.

Group: Adjust the access group for the employee from the drop-down list. The corresponding verification
mode and time period will be updated automatically.

Verify Mode: If a Group is selected, the employee can be verified by using the verification mode of the
group to which this employee belongs. If Personnel is selected, you can customize the verification mode for
this employee from the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnelis selected, then set the unlocking time period for this employee. The time period of thisemployee
does not affect the time period of any other employee in this group.

Click Save to save the details.

Adjust employee access privilege.
The employee’s access privilege can be altered as per your requirements. Perform the following steps:

Click the corresponding area on the left side of the interface.

The privileged information about employees who belong to this area will be displayed on the right
side of the interface.

Click Adjust to access the adjust privilege interface:
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@ZK BioTime Cloud Company Complements Employee Device GPS Attendance Access Reports Systen > Apps W @ SANTEST
= Privilege
L0 Device ~ > 101 Odisha Y e & m O C
Device B Employee.. FirstNa.. Group Verify M..  VerifyM.. TimePe. TimePe. TimePe. TimePe. Action
Device Command
e 101 Employe.. 1 Group Apply Gr..  Group (1] (1] 0 /‘
£ Access Control A
102 Employe.. 1 G Apply Gr... . 0 "
Time Period o mploye. T PPYEE Enter the required 4
Holid details. ;
olidays .
4 Adjust o
Groups N
P /
Combination
— /
Employee * - Group * -
Verify Mode Use for
Group -
me Period Use for *
Group -

o= -

Enter the parameters as shown below:
Employee: Select the employee from the list to whom the privilege must be adjusted.

Group: Select the access group for the employee from the drop-down list. The corresponding verification
mode and time period will be updated automatically.

Verify Mode: If a Group is selected, the employee can be verified by using the verification mode of the
group to which this employee belongs. If Personnel is selected, you can customize the verification mode for
this employee for the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If
Personnel is selected, then set the unlocking time period for this employee. The time period of this employee
does not affect the time period of any other employee in this group.

Click Confirm to save the details.

Export

el

To export the privilege, click on the export
PDF, or TXT.

icon and choose your preferred format, such as CSV, Excel,
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@ZI(BioTime Cloud Company Complements Employee Device GPS Attendance Access Reports Systerr > Apps W @ SANTEST
= Privilege
¥
[0 Device ~ > 101 Odisha Y ] e m 9 C
Device ] Employee.. FirstNa.. Group Verify M..  VerifyM.. TimePe. TimePe. TimePe. Ti CSV Export n
Device Command Excel Export .
D 101 Employe.. 1 Group Apply Gr.. Group V] V] 0 | poF Export
£ Access Control ~ e
Time Period D 102 Employe.. 1 Group Apply Gr.. Group V] V] ) TXT Export
Holidays 71081 Mamta 1 Grou Apply Gr..  Grou o o 0 4
' P PPy P Fd
Groups . .
[:, 71082 Gayatri 1 Group Apply Gr.. Group V] V] ) 7
Combination
O 7oss Vidya 1 Group Apply Gr..  Group 0 0 0 Vs
o
O 7099 BioTime.. 1 Group Apply Gr..  Group o o 0 rd

Add New Area

.'_
To add new area, click on Add New Area Q/ icon, enter the required details then click Confirm.

@ZI(BiQTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST
= Privilege
LG Device ~ s> 101 Odisha Y 2 & m 9 C
Device O . . . . . . . .
‘mployee..  First Na.. Group Verify M..  VerifyM.. TimePe.. TimePe. TimePe. TimePe. Action
Device Command
O 0 Vs
£ Access Control ~ Add new area
; ; O
Time Period . .
Area Code * Edit the required
Holidays a details.
Groups
__ o Area Name *
Combination
o D ’ ,‘
ge
O Superior v 0 ra
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Reports

The report’'s module has detailed information regarding employees’ attendance, transactions, and
schedules as well as user can configure, calculate, and export the reports in required formats. (PDF, Excel,

TXT, and CSV formats).
[)ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access om Apps ‘W @& DEMO
= Report Library
- W
Report Library Schaduling Raports
Cotaine s Ce a = C) G
Monthly Reports
Transacsion Mobile Tramsaction Total Punches Fast&Last FastIn Last Out
¢ Configuration v Seisininy Ripichs
Special Reports

Scheduling Reports

© R = M % O & o 2
Scheduled Log Total Time Card Missed In & Out Late Eaxly Laave Absent Overtime Break Time Half Day
.
4 =)
Muitiple Transaction Birthday

Daily Reports
¢ 2 G B
Monthly Reports

B8 ©) = [0 B (]
Basic Sums Status Semmary O Semmary ‘Week Duration Work Detail ATT Shest Summary Atndomes Status Anenance Summary

Summary Reports

12.1 Report Library

The Report Library includes various types of reports such as Transaction reports, Scheduling reports, Daily
reports, Monthly reports, Summary reports, and Special reports.
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@ZKBioTimecloud Company Complements Employee Device GPS  Attendance Access cm Apps W @ DEMO

Report Library

rrr— > W

e
Daily Raports

Co—
Calculate \a [—] ( : ) S
Monthly Reports © G
Tamaction Mabile Tramsaction Total Punches Fem &Lt FistIn Lt Out
€8 Configuration v T R——
Special Reports

% O : O & 53 «
Missed In & Out Lae Early Lazve Absent Overtizme Break Time HalfDay
.
N =)
Multiple Tramsaction Birtday

Daily Reports

Monthly Reports
‘Basic Samus. Satus Semmary OT Summary Werk Duration Wtk Detail ATT Sheet Sumsmary Anendance Status Attendance Summary
Summary Reports
LS 3 = o
Employee Sammary Depertment Summary Leave Summary Yearly Summary
Special Reports

|

In Reports, user can export reports as required from the list of types and sub types of reports.

Transaction Reports

Transaction Reports include reports such as Transaction, Mobile Transaction, Total Punches, First and
Last, and First in Last Out.

Transaction Reports

e : QO ¢

Meblle Transaction Total Puncheas Flrst & Last First In Last Out
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Transaction Report
Transaction Report
Start Date End Date Employes
2024-04-01 2024-04-23 o N
me\D‘,’C‘.C o] First Name Dcpmtmcnt Date Time Punch State Data Sources Tcmpcrcturc
PDF Export
POF Export *®

Exproarl Seope:

@' Current Page

O All Data

Syle:

Expreal &

Defoult

Poge Site

Orientation

Excel Export

Excel Export

Export Scope:

@ Current Page
Export Style

Dafault
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CSV Export
CSV Export X
Export Scope:
(e currentPage () All Data
TXT Export
TXT Export X
Export Scope:
(8 currentPage () All Data
Export

Clickon © iconto export the reports. Reports can be downloaded in formats like PDF, Excel, CSV, and TXT.
Select any of the format type from the drop-down list, fill in the required fields, and then click on Confirm

to export the report.

Mobile Transaction Report

Mobile Transaction Report

Start Dats End Date Emiployes

Employee ID First Name Departrment Date

Export:

Punch State Data Sources GPS Location

To export the Mobile Transaction Reports, and for more details about the Export feature, refer to the link

mentioned. Export
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Total Punches Report

ITotuI Punches Report I

Start Dats EBnd Dats Employee

Export:

To export the Total Punches Report, and for more details about Export feature, refer to the mentioned link.
Export

First and Last Report

IFirst & Last Report I

Start Date End Date Employee

Export:

To export the First and Last Report, and for more details about Export feature, refer to the link mentioned.
Export

First In Last Out Report

First In Last Out Report

Start Data End Date Employes

Export:

To export the First in Last Out Report, and for more details about the Export feature, refer to the mentioned
link. Export
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Scheduling Reports

Scheduling Reports include reports such as Scheduled Log, Total Timecard, Missed In and Out Punch,
Late, Early Leave, Birthday, Overtime, Absent, Multiple Transaction, Break Time, and Half day reports.

[Scheduling Reports |

© -

Schedulad Log Total Time Card

= LS

Missad In & Out Early Laava

[]

=

Birthday

&

Multiple
Transaction

Cvertime Braak Time

Scheduled Log Report

| Scheduled Log |

Date Period Start Date End Date

Employee - This Week ~ 03/16/2025 B - | 03/22/2025 B m & C

) 0

Employee ID Employee No.. Department Na.. PunchDate Weekday Work Code  Punch Time Punch State Correct St..
[J pepartment

Export:

To export the Scheduled Log Report, and for more details about the Export feature, refer to the mentioned
link. Export

Total Timecard Report

| Total Time Card |

Daote Period Start Date End Data

Employee - Last Mon.. - 02/01/2025 (3 | - | 02/28f2025 B m & C

& %

Employee ID Employee Na.. Department Na.. Date Timetable Duration Check In Check Out DutyDurati...
[J pepartment

Export:

To export the Total Timecard Report, and for more details about the Export feature, refer to the mentioned
link. Export
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Missed In and Out Punch Report

| Missed In& out |

Date Period Start Date End Data
2 0 Employee - This Week ~ 03/16/2025 (3 | - | 03/22/2025 0| m & C
Employee ID Employee Nome  DepartmentNa.. Date Timetable Missed In Missed Out

[J Department

Export:

To export the Missed In and Out Report, and for more details about Export feature, refer to the mentioned
link. Export

Late Report
Date Period Start Date End Date
Employee - This Week =~ 03/16/2025 - 03/22/2025 o &

Employee ID Employee No.. Department Na.. Date Week. Timet. Chec. Chec.. Clock.. Clock. Total.. Late
[J pepartment

Export:

To export the Late Report, and for more details about the Export feature, refer to the mentioned link. Export.

Early Leave Report
Early Leave
Date Period Start Date End Date
- i - - +
2 ® Employee This Week 03/16/2025 0| 03/22/2025 B m &

Employee ID Employee No.. DepartmentMNa.. Punch.. Weekd.. Timeta. Check.. Check.. Clockln Clock.. EarlyL.
[J pepartment

Export:

To export the Early Leave Report, and for more details about the Export feature, refer to the link mentioned.
Export
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Birthday Report
Birthday
Date Period Start Date End Date
Employee - This Week ~ 03/18/2025 (B -  o03/22/2025 | m & C
& 0 -
Employee ID Employee Name Department Name Birthday

[J pepartment

Export

To export the Birthday Report, and for more details about Export feature, refer to the mentioned link.
Export

Overtime Report

Date Period Start Date End Date
Employee - This Week ~ 03/16/2025 B - 03/22/2025 | m & C
& Q
Employee ID Employee No.. Department Na.. Date We.. Ti. Ch.. Ch. Clo. Clo. TotalTime  Total WT Norm

[] pepartment

Export

To export the Overtime Report, and for more details about the Export feature, refer to the mentioned link.
Export

Absent Report
Date Period Start Date End Date
Employee A This Week ~ 03/16/2025 - | 03/22/2025 m & C
r.‘?h @ ploy GI G
Employee ID Employee Na.. Department Na.. Date Weekd.. Timeta.. Check.. Check.. Clockin Clock.. Absent

[J pepartment

Export

To export the Absent Report, and for more details about the Export feature, refer to the mentioned link.
Export
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Multiple Transaction Report

| Multiple Transaction |

Date Period Start Date End Date

Employee - This Week ~ 03/16/2025 (3 | - | 03/22/2025 | m & C

) 0

Employee ID Employee No.. DepartmentMa.. Punch.. Timeta. Summ.. Clockin Clock.. TotalTi. Total..  TotalB..
[J] pepartment

Export

To export the Multiple Transaction Report, and for more details about Export feature, refer to the
mentioned link. Export

Breaktime Report

Date Period Start Date End Date
Employee - This Week ~ 03/16/2025 (3 | -  o03/22/2025 B m & C
&8 Q
Employee ID Employee Na.. Department Na.. Date Timetable summary Ti..  Break Out Break In

[J pepartment

Export

To export the Breaktime Report, and for more details about the Export feature, refer to the link mentioned.
Export

Half Day Report
Date Period Start Date End Data
- i - - +
2 0 Employee This Week 03/16/2025 0| 03/22/2025 0| m & C

Employee ID Employee Na.. DepartmentNa.. Date Wee. Time.. Che.. Che. Duty. Cloc.. Cloc.. Total. Half..
[J Department

Export

To export the Half Day Report, and for more details about the Export feature, refer to the link mentioned.
Export
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Daily Reports

Daily Reports include reports such as, Daily Attendance, Daily Status, Daily Summary, and Daily Status.

Daily Reports

© = M B

Daily Attendance Craily Details Daily Surmmarny Dwaily Status

Daily Attendance Report

| Daily Attendance |

Date Period Start Date End Date
2 0 Employee - This Week ~ 03/16/2025 (B - | 03/22/2025 0| m & C
Employee ID Employee Na.. Department Na.. Date Timetable Duration Clock In Clock Qut Actual WT

[J pepartment

Export:

To export the Daily Attendance Report, and for more details about the Export feature, refer to the link
mentioned. Export

Daily Details Report
Daily Details
Date Period Start Date End Date
2, ® Employee - This Week ~ 03/16/2025 8 -  03/22/2025 B m & C
Employee ID Employee Na.. DepartmentNa.. Date Timetable Duration Check In Check Out Clock In

[J pepartment

Export

To export the Daily Details Report, and for more details about Export feature, refer to the link mentioned.
Export
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Daily Summary Report

| Daily Summary |

Date Period Start Date End Date
s ® Employee - This Week ~ 03/16/2025 1 -  03/22/2025 8 m & C
Employee ID Employee Na.. Department Na.. Date Timetab.. ClockIn Clock Qut  Actual .. Total WT  Attenda...

[ pepartment

Export

To export the Daily Summary Report, and for more details about Export features, refer to the link
mentioned. Export

Daily Status Report
Daily Status
Date Period Start Date End Date
Employee - This Week ~ 03/16/2025 m = 03/22/2025 m m & C
& O i
Employee ID Employee Na.. DepartmentNa.. 16 17 18 19 20 2

[J] Department

Export

To export the Daily Status Report, and for more details about the Export feature, refer to the mentioned
link. Export

Monthly Reports

Monthly Reports include reports such as, Basic Status, Status Summary, OT Summary, Work Duration,
Work Detailed, ATT Sheet Summary, Attendance Status, and Attendance Summary.

| Monthly Reports |

& ()

ATT Sheat

Basic Status Status Summary OT Summary Work Duration Work Detail
Summary

B

Attendance Status

Attendance
Summary

Page|263 Copyright © 2025 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Basic Status Report

Basic Status

& ©

Date Period

Employee v March 2025 o) m & C

Employee ID Employee No.. Department Na.. 1 2 3 4 5 6
[] Department

Export

To export the Basic Status Report, and for more details about the Export feature, refer to the link
mentioned. Export

Status Summary Report

| Status Summary |

Date Period

2 ® Employee - March 2025 B m & C

Employee ID Employee Na.. DepartmentNa.. P A HL HP Wo WOP
[J pepartment

Export

To export the Status Summary Report, and for more details about the Export feature, refer to the link
mentioned. Export

OT Summary Report
Date Period
v +
] Q) Employee March 2025 | m & C

Employee ID Employee Na.. Department Na..  1Sat 2sun 3mMon 4Tue 5Wed 6Thu
[J pepartment

Export

To export the OT Summary Report, and for more details about Export features, refer to the link mentioned.
Export
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Work Duration Report

Work Duration
Date Period
Employee - March 2025 m & C
rhEb ® ploy G
Employee ID Employee Na.. Department Na.. Data Type 1 2 3 4 5

[J pepartment

Export

To export the Work Duration Report, and for more details about Export feature, refer to the mentioned
link. Export

Work Detailed Report

Work Detail
Date Period
Employee - March 2025 m & C
,_-?,:. ® ploy Gl
Employee ID Employee Na.. Department Na.. Data Type 1 2 3 4 5

[] Department

Export

To export the Work Detailed Report, and for more details about the Export feature, refer to the link
mentioned. Export

ATT Sheet Summary Report

IATT Sheet Summary |

Date Period

s ) Employee - March 2025 i m & C

No. Total Employ.. 1 2 3 4 5 6 7 8
[ pepartment

Export

To export the ATT Sheet Summary Report, and for more details about the Export feature, refer to the link
mentioned. Export
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Attendance Status

Attendance Status

Date Period

2, ® Employee - March 2025 i) m & C
D Department Employee Information Attendance
Sat sun Mon Tue Wed Thu
Employee ID Employee Na.. DepartmentNa.. 1 2 3 4 5 ]

Export

To export the Attendance Status Report, and for more details about the Export feature, refer to the link
mentioned. Export

Attendance Summary

I Attendance Summary I

Date Period

Employee - March 2025 | & C

) Q

[J pepartment

Export

To export the Attendance Summary Report, and for more details about the Export feature, refer to the
mentioned link. Export

Summary Reports

Summary Reports include reports such as Employee Summary, Leave Summary, Department Summary, and
Yearly Summary Reports.

Summary Reports

28 £ 8 - o

Employea Department

Leave Summa Yaarly Summao
Surnmary Summary Y iy it
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Employee Summary Report

|Emp|oyee Summary |

Date Period Start Date End Data
Employee - This Week ~ 03/16/2025 B - | 03/22/2025 B m & C
& Q
Employee ID Employee Na.. Department Na.. Late Early Leave  Absent Actual Wo.. Normal OT  Week Off ..

[C] Department

Export

To export the Employee Summary Report, and for more details about Export feature, refer to the link
mentioned. Export

Leave Summary Report

| Leave Summary |

Daote Period Start Date End Date

I o Employee - This Week ~ 03/16/2025 ) | - | 03/22/2025 B m & cC

Employee ID Employee Na.. Department Na..  Sickleave  Casualle.. Maternity .. Compassi. Annualle..  BusinessT..
[J] pepartment

Export

To export the Leave Summary Report, and for more details about Export feature, refer to the mentioned
link. Export

Department Summary Report

|Depurtment Summary |

Date Pariod Start Date End Date
2 ® This Week - 03/16/2025 [ | - | 03/22/2025 | m &+ C
Department Total Empl. Late Early Leave Absent Late Times  Early Leav. Absent Ti.. Actual Wo.. Norma

[J pepartment

Export

To export the Department Summary Report, and for more details about the Export feature, refer to the
mentioned link. Export
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Yearly Summary Report

| Yearly Summary |

Date Period

Employee - 2025 | m

[«
Q

) 0

Employee ID Employee Na.. Department Na..  Month Departme.. P A HL HP
[[J] pepartment

Export

To export the Yearly Summary Report, and for more details about Export features, refer to the mentioned
link. Export

Special Reports

Special Reports include reports such as Continuous Abnormal Report (3Day Absent) Report and Payroll
Report.

Special Reports

! I
E\\v @ Continuous

Abnormial

Training Payroll Report Report(3 Days

Training Reports

Training
Date Period Start Date End Data
2 ® Employee v This Week ~ 03/16/2025 3| - | 03/22/2025 B m & C
Employee ID Employee Na.. Department Na.. Date Clock In Clock Qut Total WT Training Sym...

[[] pDepartment

Export

To export the Training Reports, and for more details about the Export feature, refer to the link mentioned.
Export
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Continuous Abnormal Report (3 Days Absent) Report

|Continuous Abnormal Report(3 Days Absent) |

Date Period Start Date End Date
2 ® Employee - This Week ~ 03/16/2025 3 | - | 03/22/2025 i m & C
Employee ID Employee Name Department Name Number Of Times

[CJ pepartment

Export

To export the Continuous Abnormal (3 Days Absent) Report, and for more details about the Export
feature, refer to the mentioned link. Export

Payroll Report

Payroll Report
Date Period

Employee v March 2025 m & C
& 0 Ploy £

Employee ID Employee Na.. Department Na.. 1Sat 25un 3Mon 4Tue 5Wed 6Thu
[J pepartment

Export

To export the Payroll Report, and for more details about the Export feature, refer to the mentioned link.
Export

12.2 Calculate

Users can calculate an employee's report by selecting the Employee ID, entering the Date Period, Start Date,
and End Date, then clicking on Calculate to generate the report.

@ZKBioTimeC]oud < mplements Employee Device GPS Attendance Access Reports System Apps W @ MADHU

uccessful a
——

=
Employee e
. Thadha Date Period Start Date End Date

|rh Reports *lo 2 o) = Thisw.. ~ | | 03/09/202¢ (¥ | - | 03/i5/2025 [= m

Report Library

[ pepartment

Calculate e Employee ID Employee Name Department Name Position Name

L Configuration > e 70632 madhu Department Position
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Configuration
Report Setting

In Configuration, user can set up the displays of report to view as required.

@ZKBioTimeQOUd < mplements Employee Device GPS Attendance Access OQm Apps W @ MADHU

Report Setting m

Date Format *

[B Reports ~
DD-MM-YYYY A
Report Library
Time Format *
Calculate HHMM -

IQ Configuration A I eu',mu-,- Resigned Employee *

3 Yes -
Report Setting e

work day related display *

Punch State Setting
Calculate by total record -
Report ltems Setting

The following field parameters are described below:

Date Format: Set the date format from the drop-down list.
Time Format: Set the time format from the drop-down list.
Display Resigned Employee: Select either Yes or No to display the resigned employee in report.

Workday related display: Select the method of calculating workdays to display in the reports such as
Calculate by total record, calculate by every record, and auto calculate.
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12.3.2  Punch State Setting

Punch state setting refers to the process of defining and managing the status or state of an employee's time
entry within a time tracking system. This is used to track when an employee begins and ends their workday,
as well as other key activities such as breaks, lunch periods, and overtime.

@ZKBioTimeGoud < mplements Employee Device GPS Attendance Access Otem

[l Rreports
Report Library

Calculate

Punch State Setting

| £ Configuration

Report Setting

Punch State Setting e O

Report ltems Setting

[0 Name
[] check_in
af2)
[0 check_out
break_out
[0 break_in

O overtime_in
[0 overtime_out
O

key6

Punch Sate Setting / Edit

To edit the punch state setting, click on the /

[{ZKBioTimeCloud Company Complements Employee

1

B Reports A
Report Library
Calculate

@ Configuration

omrt Setting
Punch State Setting

Report Items Setting

Page|271

Device

Punch State Setting

B Name

e check_in
~

[ check_out

Punch State Setting / Edit

Value

GPS

Value

Attendance Access

Apps

Alias

Check In
Check Out
Break Out
Break In
Overtime In
Overtime Out

6

1-10 of 13

BD:

Rows per page: 10 ~

icon, enter the required details, and click Save.

Reports System Apps

Alias

Check In

Check Out

™ MADHU

& m C

Action

W @ SANTEST

& m ¢
Action
0= |
;

o —

Name *

check_in

Value

0

Alias

Check In

Enter the required
details.
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Export

L
To export the punch state settings, click on the export " icon and choose your preferred format, such as
CSV, Excel, PDF, or TXT.

@Z{(BioTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST

Punch State Setting

1

B Reports ~ e m ¢

Report Library O Name Value Alias CSV Export
Calculate e Excel Export
.
) ) [J check_in 0 Check In PDF Export
£ Configuration ~
. [J check_out 1 Check Out TXT Export
Report Setting
Punch State Setting o [0 break_out 2 Break Out ra
Report Items Settin .
P 9 [J break_in 3 Break In Vs
[0 overtime_in 4 overtime In ra

Report Items Setting

In Configuration, user can set up the displays of report Items setting to view as required.

@ZKBioTimeCIoud < mplements Employee Device GPS Attendance Access Otem Apps W @ MADHU

Report Items Setting

[ Reports ~ & m C
Report Library [0 Name Minimum Unit Unit Round Off Symbol Color Action
Calculate N

Duration 1 HH:MM Round-Off Wt . Va
| L Configuration ~ |
. [0 ®reak Time Durati.. 1 HH:MM Round-Off BTD Vs
Report Setting
Punch State Setting [0 unscheduled 1 HH:MM Round-Off us . Vs
Report Items Setting .
[0 Remaining 1 HH:MM Round-Off R Vs
O late 1 HH:MM Round-Off LT . Va
[ Early Leave 1 HH:MM Round-Off EL . Vs
[0 Absent 05 Workday Round-Off A . Vs -
Rows per page: 10 = 1-10 of 18 N2 > 1 Page

Edit Report Items Setting

To edit the report item settings, select the user you want to edit, click on the edit 4 icon, enter the required
details, and then click Save.
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@ZI(BioTimeCI()ud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST

Report Iltems Setting

1

& Reports ~ & m C
Report Library B nName Minimum Unit Unit Round Off Symbol Color Action
Calculate R

Duration 1 HH:MM Round-Off w1 . e

2 Configuration ~

. [0 ereak Time Duration 1 HH:MM Round-Off BTD Vs

Report Setting
Punch State Setting [J unscheduled 1 HH:MM Round-Off us . rd
Report Items Setting L 3
Remaining 1 HH:MM Round-Off R rd

Report Items Setting | Edit o 5 save | Discard ‘

Minimum Unit *

Unit*

Minute N Enter the required details

Round Off *

Round-Down j/’

Symbol

Color*

W #000000

Export
, . , &
To export the report item settings, click on the export icon and choose your preferred format, such as

CSV, Excel, PDF, or TXT.

@ZKBioTimeCIoud < mplements Employee Device GPS Attendance Access Reports System Apps W @ MADHU

Report Items Setting

B Rreports ~ 9 m cC

Report Library [0 Name Minimum Unit Unit Round Off symbol Color CSV Export
Calculate Excel Export
) ' PDF Export
L Configuration ~
TXT Export

Report Setting

Punch State Setting

Report Items Setting) o No rows
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System

The system facilitates you to assign system users (such as Username, First & Last name, Email, Group name,
Date of joining), to configure roles for each user, and set Authentication, Integration, Configuration & Log.

Authentication

Groups

While using the system, the user needs to assign different groups to new users. The default users of the
system have all the privileges and can assign new users based on the requirements and they can set the
corresponding permissions.

Add a Group

Select [System] > [Authentication] > [Group]> [Add ].

G]ZKBioTimeCloud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps W @& DEMO
; Groups
€ i« Y eu & m o e
=10 o - -
Users
B mucgrion v Enter the required details
Groups | Add q o Discard
£ Config v
£ Log v Name /
9 [ Click save to add ]
COMPANY ~ COMPLEMENTS  EMPLOYEE  DEVICE GPS ATTENDANCE ~ ACCESS ~ REPORTS  SYSTEM
> [J Company
&sNote:

Select the corresponding permissions based on the selected functional module.
Name: Enter the name of the group.

In the parameter list under each functional module, select the checkboxes of the required permissions. If
you want to select all the permissions under a module, select the Master check box.

Click [Save] to save the settings.

Edit a Group

In the group list, click the role name or click “ " in the same row of the role to be edited.

Modify the parameters as per your requirements (refer to the parameter setting method in "Adding a role").
After modifications, click [Save] to save the parameters.
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@ZKBioTimeGoud Company Complements Employee Device GPS  Attendance Access Reports System  Apps ™ @& DEMO

Groups

€ Authentication ~ Y n 4 m H C
=1@ -

Users

Action

) zk diL

B Integration 9 e ‘
£ Comfigumaton v Groups | Edit QE‘ ==

£ Log - Name*
zk

COMPANY COMPLEMENTS EMPLOYEE DEVICE GPS ATTEMDANCE ACCESS EEPORTS SYSTEM o

v O Company

[0 Company Settings
> [[] Department
> [ Pesition
> [ Area
> [ Location

[ Edit the required details ]

Delete a Group

In the group list, select the group and click [Delete] on the upper part of the interface or click ¥ in the
same row of the role to be deleted.

@ZKB\'QTimeClOud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps W @ DEMO
= Groups
€ e~ ¥ D:ooc
Q . -
Users

& 7
B Integration e Delete EI
£ Configuration v Are you sure to delete this record? e
D Leg v o Discard

Click [Confirm] to delete the selected privilege group.

&sNote: The group which is currently being used cannot be deleted.

Export

e

To export groups, click on the export
or TXT

icon and choose your preferred format, such as CSV, Excel, PDF,
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@ZKBioTimeCIoud Company Complements Employee Device GPS Attendance Access Reports System Apps

Groups

-

(1) O name

Users
B integration v
£ Cconfiguration v
49 Log v

No rows

13.1.2 Users

Adds new users to the system and authenticates the role to users.

Delete a User

Select [Authentication] > [User] > [Delete] to delete the User Interface data.

@ZKBioTimeCluud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps

— Users
@ Authentication -~ Y
Groups 9 Username First Name Last Name Email Group Is Active Ts Superuser Date of Joining

@

s weii@zkteco.com mike wei@zktaco.com @ @ 2024-05-19 10:38:45
@ Integration v

[0 avinchengateco.com arvin chen@zidaco.com @ @ 2024-10-24 15:33:47
2 Configuration v

L
yurinu@zktecocom  mumh ywiwe@zkte Delete . X 2024-08-13 16:15:19

D Log . O Click confirm to delete

[ damienyang@ziecs. . damienymgg oo imo? : @ 2024-09-04 11:42:48

Click [Confirm] to delete the user.

Invite User

Select [Authentication] > [User] > [Invite User] to invite the user for Authentication.

@ZKBioTimeGoud Company Complements Employee Device GPS  Attendance Access Reports  System  Apps

— Users
cat v .
€ fubestcation Enter the Email
Croups 0 Usermame First Name Last Name Emazil - Date of Joining
o Iovite User
[ kewe@aescom e / 20040819 103845
@ Integration -
[  arvinchen@skteco com arvinche || Email® | e @ 2004-10-24 153347
£ Configuration .
- - e vl send amml o et Eor st aneoE ) .
& Lo L O swim@decosn  msh [Cllck confirm to delete 20040813 161519
O  demionyane@ekteco damien v2 - 20040804 11.42:48
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csv Export |

Excel Export

e PDF Export

TXT Export

ion

W & DEMO

P, Authentication A u m o ¢

u 2 4 m H C
Last Login Action
2025-02-10 1349:56 em@
040215347 S WD
0050218193404 S i D
240018170158 S W D

W @ DEMO

Bl:]: o o ¢

LastLogin

2025-02-1013:48:56 Vil |

2024-10-24 153347 P |

2025-02-18 19:34:04 7

2024-10-18 17:01:59 7

Action.

-
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The following field parameters are described below:
Username: Enter the name of the group.
Email: Enter the mail ID of the User.
Click [Confirm] to invite the user.
History
It displays the history of user details.
» Select [Authentication] > [User] > [History] to display the User history.
@ZKBioTimecbud Company  Complements Employee Device GPS  Aftendance Access Reports System  Apps '™ @ DEMO
= Users
€ ddemcaion A Y 0- &.@ 1<)
Groups O Usermame First Nama Last Name Fmail Group Is Active Is Superuser Date of Joining Last Login Action
o O mikewei@ek mike wei@zkteco. 2024-05-15 10:38:45 2025-02-10 13:49:56 3 B
@ Intezration v - e ) o T s 8
Users | History
£ Configwation v
£ Log v v c
Emmail Action Time Action Object Deseription P Address Status
yuriwa@zkteco.com 2025-02-18 15:42:54 joined_company 112482245
yuriwa@zkteco.com 2025-02-18 15:29:36 joined_company 112482245
yuriwa@zkteco.com 2025-02-11 11:42:39 joined_companmy 5825213244 @
yuri wu@zkteco.com 2005-02-11 11:41:52 joined_company 5825213244
yuri wu@zkteco.com 20050207 14:18:15 joined_company 112482245
yuriwa@zkteco.com 20250207 14:18:12 joined_company 112482245
yuriwa@zkteco.com 2025-02-06 11:3747 joined_company 27.149.67.142
yuriwa@zkteco.com 2025-01-25 11:24:08 joined_company 10.837.135 @
yuri wu@zkteco.com 2005-01-25 11:2123 joined_company 10.837.135
yuri wu@zkteco com 2025-01-24 18:24:33 imvite_user 112482244
Export
Select [Authentication] > [User] > [Export] to export the user details.
@ZKBioTimeClc.ud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps W @& DEMO
= Users e
® Authentication ~ ¥ n = m o C
Groups N ) CSV Export
[ Usemame First Name Last Name Ermail Croup Is Active Is Superuser Date of Joining by ction
o uau Excel Export
[0 mikewsi@zkteco.com mike wei@zidaco.com @ @ 2024-08-18 10:38:43 20250210 ppFEport | W @
@ Intesration - X
Ao Exprt [0 aninchen@ziteco com arvin chen@zkteco.com @ @ 4104153347 o | TTErt 1 g 5
£ Configuration N [0 rwis@zkiecocom  eush yuri v @zkteco.com 2040913161519 2050218193404 S § D
Alert Setting [  demienyans@zkieco. . damien yans @ekteco. 2024-09-04 11:42:48 041018170158 S i B
PDF Setting
Email Setting

WhatsApp Setting

o Lo .
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Edit a User

Click on the [Edit] ’ icon to edit the user details.

G‘]ZKB[()TimeGoud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps ™ @ DEMO
= Users
® muetein Y B::ooc
Groups e Username First Name Last Nams Enail Growp Is Active Is Supenuser Date of Joining LastLogin Action
(1)
mlkenei@zhscocum ke wei @rkteco com 20040919 103845 msm,mme i o)
B Integration ~
P [ svinchen@altecs com arvin. chen@zideco.com % @ 41024153347 WHWA1LTE S B D
@ Configmation | Users / Edit eﬂ et
Alert Setting . o+
) mike weii@zkteco.com
PDF Setting - -
. o Edit the required
mail Setting Base Informat i
S details
Whatspp Setting —
First Name Last Name
o Lo "
Permissions
s Active Is Superuser
@ @

After editing the details, click [Save] to save the user details.

Integration

Auto Export

Based on the time period and repetition frequency, the code, files and the data template will be exported
automatically.

Add Auto Export Template

Select [System] > [Integration] > [Auto Export] > [Add] to set the auto export details.
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@ZKB{oTimecbud Company Complements Employee Device GPS  Atfendance Access Reports System  Apps '™ @ DEMO
= Auto Export
€ Authentication ~ ¥ 9 u 2 & m 9 C
Groups O Code Name Search By Auto Fxport Time Time Action
Users
[<>] ]n(eg'ro -
| Auto Export |
£ Configuration v [AutoEsport / Add o EH Dz |
D Lee M Basic Seftings Basic Settings -
Data Template Seftings
Format Seing Code* Name* Enter the required
Data Filter Setting e e details
‘Export Time Setting File Name * YYY¥-MM-DD
Export Path Setting -
s Time
Data Template Settings
[Please drag the required fields to be exported from the column available on the right to the text box below.)
first_name) ast_name)
time]
erm
{emp_code}'t{first_name}'t{last_name}'t{dept_code}'t{dept_name}\t{date}\t{time}'t{verify_tvpe}t{punch_state}'t{work_code}t{ca
rd_number} t{area_name}'t{terminal alias} 't {terminal_su}'t{temperature} t{mask fag}'t{gps location}'rn
Format Setting
D - ormat
YYY HH:MM
0
Data Filter Setting
Search By *
Upload Time - Yes
Department - Area -
Export Time Setting
Ieterval ¢ Ao Export Tans
0 0001
‘Emer ke afer aprering the time
Frequency *
Daily - 1
Export Path Setting
Email
-

The following field parameters are described below:

Code: Select and drag the fields that you want to export to the text box Data Template below.

Name: Enter the name of auto export task.

File Name: Enter the name of the file.

Auto Export: Enable it, then the auto export task will be valid, and exports the file to the corresponding
path according to the set frequency.

File Name: Enter the file name to be exported.

File Format: Set the file format of the exported file (Excel, CSV, Txt).
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Data Template: Select the fields to export from the menu Macros above. By default, all the data will be auto
exported.

File Date: Entire file date.

After editing the details, click [Save]

Format Setting
Format Setting
Deta Format * Time Format *
YYYY-MM-DD - HH:MM -
D Drigits * File Farmat *
a TXT -

Date format: Set the length of the Employee ID when exporting. If the length is insufficient, 0 will be
appended to the Employee ID.

Time Format: Set the time format in the punch date/time.
ID Digits: Enter the ID of the employee.

File Format: Set the file format in Txt, Excel, or CSV.

Data Filter Setting

Search By Irchude Teday

[Data Filter Setting |

Upload Time - Yes

Department - Area

Search By: Set the filter for the attendance transactions to be uploaded on the software. The filter can be:

Include Today: Select “Yes” or “No” to include the data.

Department: Click  to select the Department to export. If the Department is not selected, the attendance
data of all the departments will be auto-exported.

Area: Click  to select the area to export. If the area is not selected, the attendance data for all the areas
will be exported.
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Export Time Setting

| Export Time Setting |

Interval Auto Expon Time*
0 00001
Pl ter Enter key after mg t
Daily - 1 -

Interval: Set the export interval for the export task.
Auto Export Time: Set the export time.

Frequency: Set the export frequency. The export time-frequency can be set on a monthly/weekly/daily
basis. According to the selected frequency, set the date and time.

Day: Set the export time duration.

Export Path Setting

[Export Path Setting |

Email

Export Path: After entering the file name, a new folder will be created in \files\temp of the installation
directory of the local computer to store all the exported files.

Email: When an Email is set, it receives the exported file when it is exported.

FTP Path: Set the name of the folder, which is the existing folder on the FTP server. The exported files will
be saved in the corresponding folder under the FTP server in the file format of "/ABC/" (ABC is the existing
folder on the FTP server).

FTP Server: Click  to select the FTP server. When the attendance record is exported, the exported file will
be saved on the FTP server.

Delete Selected Record

In the auto export template, select the export data you want to delete and click [Delete] and
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@Zl(BioTimeCk)ud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps ™ & DEMO

= Auto Export

¢ i+ ¥ @g0-: oo c
Groups Cade Name SearchBy Auto Export Time Time Action
Users

ab Ann Upload Time 00:01 ra E
B Integration

o p— Delete 9
ick confirm

£ Configuration v to delete delete this record

O Log v

Click [Confirm] to delete the selected record.

Manual Export

After the automatic export settings are saved, you can export the details in real-time by clicking [Manual
Export] at the top of the list.

i ioTi Company  Complements loyee Device GPS  Attendance Access Reports System  Apps - DEMO
10 limeClou ompay p y P 3 PP " &
= Auto Export e
€ semcton A ¥ DE : v o c
Groups Code Name Search By Auto Export Time Time Action
Users
9 ab Am Upload Time 00:01 Fa |
) mtepration
(1] Nl Exger
¢ Configuration ~
Start Date * ] o
D Lee ¥ ] Enter the required
Start Time * HH:mm details
EndDate * (i
End Time * HH:mm
Upload Time

o=

Start Date: Set the start date of the export.

End Date: Set the end date of the export.

Click [Confirm] to save the export data.

History

Select [Integration] > [Auto Export] > [History] to display the User history.
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[{)ZKBioTime Cloud
® Authentication ~
Groups
Users

ﬁx&licn ~

£t Configuration v

o Loz v

Export

Click the [Export] icon

(HZKBioTimeCloud Company Complements Employee

¢ Authentication

Groups

Users

B integration

Auto Export

¢ Configuration

9 log

Page|283

Company Complements Employee Device GPS  Aftendance Access Reports System  Apps ! # DEMO
Auto Export e
v O=:no e
O Code Name Search By Auto Export Time Time Action
0 = Am Upload Time o0:01 |
©
LAuto Export | History
Y C
Email Action Time Action Object Description P Address Status
yuri w@zkteco.com 20250219 12:27:48 create {"id": 26, "fle_prefix"- "dehj","f . 14.57.160.178

Auto Export
~ Y
[ code

~

v

Name

to export the employee details either in pdf, excel, csv and Txt format.

Device GPS Attendance Access Reports System Apps W @ SANTEST

Search By

BO-C=o -

CSV Export

Auto Export Time Last Process Time stion

Excel Export

e PDF Export

TXT Export
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Configuration

Alert Setting
On the System module, click [Configuration] > [Alert Settings] to configure the alerts for the events.

Users can enable or disable the corresponding events for Email, App, WhatsApp, and SMS alerts.

4
G]Zl(BioTimeCk)ud Company Complements Employee Device GPS  Attendance Access Reports - o ™ @ DEMO
_ System / Allrt Setting q l Enter the required field ] e E
® Authentication ~ Exception s Setngs Exception Alert Scitings
Groups Eception Banail Alert When pumbsr of lne sxcesds ¢ When mamber of When pumber of hsem sxcesds ¢
. Passwoed Change a Times 0 Times 0 Times
Users
Device Offline
B Integration ~ Approval Serding Frequeney * Sending Dey
em Export Disable || CumentDay
Day * - 00:00 HE:mm
E
PDF Settmg Password Change
Email Setting
B Admin password change notification
Whate App Setting
O Log - Device Offline
1 Device offline netification
Approval
B Email Notification B WhatsApp Notification  Popup Notification

Click [Save] to submit the Alert settings details.

PDF Settings

Click [System] > [Configuration] > [PDF Report Setting] to access the Company Setting interface.

G]Zl(BioTimeCk)ud Company Complements Employee Device GPS  Atfendance Access Reports System  Apps ™ @ DEMO

System | PDF Setting e E

€ Autesticaion ~ AS‘ 9 Select the required field]
o .
Groups
Crientation -

Users Portrait

@) Integration ~

Page/Total Page
Auto Export N =

Configuration ~
@ N Foater Right

Alert Setting

PDF Setting o Report Style

Exmail Setting

Whats App Setting

D Loz "

Page Size: Sets the page size for exported PDF.
Orientation: Set the direction of the exported PDF. It can be “Portrait” or “Landscape”.

Footer Left: Set the content to be displayed in the lower-left corner of the exported PDF page. It can be
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won nwon won

"Blank", "current page number / total number of pages", "author", "time", "author + time".

Footer Right: Set the content to be displayed in the lower right corner of the exported PDF page. It can be

“Blank”, "current page number / total number of pages", "author", "time", "author + time". Click [Save] to
save the PDF export settings.

Report Style: It displays the style of the PDF report.

Click [Save] to send the PDF report.

Email Settings

On the System module, click [Configuration] > [Email Settings] to set the settings of the email.

The email setting is used to trigger an alert when the specific value set by the administrator has crossed the
limit.

{)ZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access prms o W @& DEMO
System | Email Setting eﬂ
® Autentication  ~ P - -
Groups o Enter the required field ]
Users SMTP Server Port
B Iutegration ~

5L
o Expart

Alert Setting Email Account

PDF Seting

emls.j\pp Setting
Email Address *

£ Loz .

#Note:

The domain name of the E-mail address and E-mail sending server (outgoing server) must be the same. For
example, the Email address is test@yahoo.com, and the E-mail sending server must be smtp.mail.yahoo.com.

The following field parameters are described below:

SMTP Server: Enter the Email sending Server address.

Port: Port of the email sending server and select the type of Port.

Email Account: Enter the email account.

Email Password: Enter the One-time random authorization password from the mailbox provider.
Email Address: Enter the Email address.

Enable: Toggle the Enable button to Yes in the email settings.

WhatsApp Settings
On the System module, click [Configuration] > [WhatsApp Settings] to configure the WhatsApp API key.
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Users can enable or disable the corresponding events for Email, App, WhatsApp and SMS alerts.

[JZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance Access Reports o

@ [ centertheAPIkey |

System | WhatsApp Setting

@ Authentication ~ -
Groups
Users

@ Integration ~
Anto Export

CE=m

Alert Setting
PDF Seting

Email Setting

D Loz .

API Key: Enter the WhatsApp API key.

Click [Save] to submit the API key details.

13.4 Log

Click [System] > [Log] > [Log] to view the user log data.

@ZKBioTimeCloud Company Complements Employee Device
= Log
@ Authentication ~ ¥
Groups O et
Users
O rwinu@zkecocom
@) Integration ~
yuri wu@zktecr
Aurto Export O isu@etecocom
¢ Configuration ~ O ywiru@zecocom
Alert Setting O  yuinu@sktecocom
PDF Setting
O rwinu@zkecocom
Email Setting
i wu@zktec
WhatsApp Setting g === ocom
[
e [ SRR
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GPS

Attendance  Access Ripm'lo

Content Type

User

System Setting

System Setting

System Setting

System Setting

System Setting

System Setting

System Setting

Stams

Success

Success

Success

Success

Success

Success

Success

Success

Description TP Address

112482243

112482245

14.97.160.178

1497160178

112482243

112482245

5825213241

14.97.160.178

W @& DEMO

o

™ & DEMO

Action Time

2023-02-19 14:41:17
2025-02-19 14:41:07
2023-02-19 14:20:09
2025-02-19 13:51:3¢
2023-02-19 13:39:13
2025-02-19 13:38:57
2025-02-19 13:35:54

2025-02-19 13:15:33
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App
Ralvie Al

RALVIE is a powerful computer activity monitoring application designed to automatically track time and
capture events for every task performed on a system. By providing accurate work hour reports, it serves as
a valuable tool for freelancers managing multiple projects and organizations monitoring employee
productivity across various tasks.

With RALVIE, all captured events can be seamlessly tagged to specific projects using the RALVIE Cloud. This
feature enables users to precisely classify billable and non-billable hours, ensuring accurate invoicing and
better time management.

Whether you're an individual professional or part of a large organization, RALVIE is your go-to solution for
precise time tracking and comprehensive productivity.

([{1ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Re » B @& svsTesT
= Dashboard e @ RONVIBAIL 5 - 05 Aprzozs  »
<) Ralvie Al ~  App Categories Y Project Hours Y Most Used Applications

Dashboard
Productivity Summary

Configuration

Week Active Time Oh Om Week Idle Time 0h Om

hr
hr

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

Dashboard

The dashboard displays an overview of the user's activities, including app categories, project hours, active
time for the current week, idle time for the current week, rankings by highest active and idle hours, and the
most used application.
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@ZKBioTime Cloud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SYSTEST
= Dashboard 4 30Mar-05Apr2025
<) Ralvie Al ~  App Categories Y Project Hours Y Most Used Applications

[ Dashboard ] o

Productivity Summary

Configuration

Week Active Time 0h Om Week Idle Time Oh Om

hrs
hr

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

The user can view activities for a specific date range.

@ZKBioTimerud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SYSTEST
= Dashboard e [ < 30Mar-05Apr2025 » ]
<) Ralvie Al ~  App Categories Y Project Hours Y Most Used Applications

Dashboard ] o

Productivity Summary

Configuration

Week Active Time 0h Om Week Idle Time Oh Om

hrs
hr

ue Wed Thu Fri Sat Sun  Mon

Sun  Mon Tue Wed Thu Fri Sat

Product Summary

The Productivity Summary provides a detailed overview of user activity within a selected date range. It
displays key performance indicators such as the total number of users who worked, the cumulative hours
logged, and the average daily working time per user.

The summary includes a day-wise breakdown of productive hours for each user, presented in a color-coded
format to highlight performance trends—green for expected productivity, red for below-average activity,
and grey or dashes for no activity. This visual and data-driven report helps organizations track employee
engagement, identify productivity gaps, and make informed decisions based on real-time work patterns.

ZKBio Time Cloud allows the admin to monitor the activities of the Ralvie user within a selected date range
and export the productivity summary.
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@Zl(BioTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ ARVIN
= Productivity Summary <« O01Dec-31Dec2024 » &
P Ralvie Al Ao
9 Users Worked Total Hours Average Day
Dashboard 11 8275 2:25
Productivity Summary 9
Configuration Name Total Dec1 Dec2 Dec3 Dec4 Dec5 Dec6 Dec7 Dec8 Dec9 Dec10 Dec1l Dec12 Dec13 Dec14 Dec15 Dec16
Total Hours 8275 243 4738 SO:18 5433 4210 4144 00 00 471 37:25 383 4737 2740 00 1:45 2959 &
160:16 = 80 80 80 8:0 80 = = 80 80 80 92 745 = = 7:30
129:16 = = a21 8:46 8:20 835 = = 837 747 = 7:52 = = = 7:59
119:6 2:43 5:13 78 5:49 6:4 5:40 - - 6:54 4:48 4:26 7:51 4:55 - 1:45 4:44
139:53 - 70 70 70 70 70 - - 70 6:53 70 7.0 70 - - 70
146:0 = 80 80 90 80 80 = = 80 80 80 80 80 - - -
74:40 = 439 &= = 4:46 4:29 = = 58 1:56 50 4 - - - 2:45
19:36 = 75 = = = = = = 321 = 535 3:30 - - - -
-
L] »
@Zl(BioTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ ARVIN
= Productivity Summary e [ < 01Dec-31Dec2024 » ] & C
P Ralvie Al Ao
Users Worked Total Hours Average Day
Dashboard 1" 8275 2:25
Productivity Summary 9
Configuration Name Total Dec 1 Dec 2 Dec3 Dec 4 Dec 5 Dec & Dec7 Dec @ Dec9 Dec10 Dec1l Dec12 Decl13 Decl4 Decl5 Declé
Total Hours 8275 2:43 47:38 50:18 54:33 42:10 41:44 0:0 0:0 471 37:25 383 47:37 27:40 0:0 1:45 29:59 =
160:16 = 80 80 80 80 80 = = 80 80 80 92 745 = = 7:30
129:16 - - 821 8:46 8:20 8:35 - - 8:37 747 - 7:52 - - - 7:59
119:6 2:43 5:13 78 5:49 6:4 5:40 - - 6:54 4:48 4:26 7:51 4:55 - 1:45 4:44
139:53 - 70 70 70 70 70 - - 70 6:53 70 7.0 70 - - 70
146:0 = 80 80 90 80 80 = = 80 80 80 80 80 - - -
74:40 = 439 &= = 4:46 4:29 = = 58 1:56 50 4 - - - 2:45
19:36 = 75 = = = = = = 321 = 535 3:30 - - - -
-
4 »

Export

Select [Ralvie Al] > [Product Summary] clicks on [Export] L jcon, to enter into the export interface. An
example to export product summary list and the export options are shown below:
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@ZKBioTimeC[oud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SYSTEST

Productivity Summary < 01Apr-30 Apr 20259 c
Q Ralvie Al o CSV Export
Users Worked Total Hours Avera -
Excel Export
Dashboard 0 0:0

PDF Export
Productivity Summary e
TXT Export
Configuration Name Total  Aprl Apr2 Apr3 Apr 4 Apr 5 Apr 6 Apr7 Apr 8 Apr9  Apr10  Aprll ——mpriz——nap |
Total Hours 0:0 0:0 0:0 0:0 0:0 0:0 0:0 0:0 0:0 0:0 0:0 0:0 0:0 0:0
L] >

& [

CSV Export
Excel Export
PDF Export

TXT Export

File Type: If you want to export the file in Excel format, select Excel Export.

Excel Export

Current Page

Default

Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.
Select “Encryption” whether it should be default or password

Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported,
as shown in the figure below:

0 Productivity Summary_20250401070832 xlsx
Open file
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14.1.3 Configuration

The Ralvie user credentials (email and password) must be valid, and the Company Code should be copied
from the Ralvie application. Once all required fields are filled, clicking the Save button will store the
configuration and enable integration with the Ralvie platform.

@ZKBioTimeCIoud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SYSTEST

Configuration m

Ernell £

<) Ralvie Al ~ Enter the

Ralvie

com

Dashboard N
Credentials

Productivity Summary Password *

Configuration Enter the company

code which is
generated in Ralive
application

Company Code *

BioTime Cloud configuration steps

° Successfully integrated BioTime Cloud account!

Use the below "organization code” to proceed the integration

B8aB6838791c07dBd0191c626a4a60e0a

Introductions h

Copy the Organization
code and paste in
company code in

ZKBio TimeCloud app

BioTime Cloud 2.0 - Apps menu

Go to the BioTime Cloud Ralvie configuration page.

Enter Ralvie admin credentials.

Enter the provided organization code in the organization code field.

Click on save and wait for the response
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