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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").

ZKTzcoisa 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
supplied equipment. 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 the 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 further 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 in 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 of 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
operation and safety of the machine/unit/equipment. The said additions or amendments are meant for
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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 mal-functions due to any non-
compliance of the instructions contained in this manual (ii) 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 is one of the world’s largest manufacturer 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 1SO9001-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 the 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 of the industrialization of biometric verifications

This manual introduces the operations of easyWDMS.
All figures displayed are for illustration purposes only. Figures in this manual may not be exactly consistent
with the actual products.

Conventions used in this manual are listed below:

Symbols

This implies about the notice or pays attention to, in the manual

The general information which helps in performing the operations faster

1.'\
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The information which is significant

@ Care taken to avoid danger or mistakes

c The statement or event that warns of something or that serves as a
cautionary example.
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Why EasyWDMS

Our easyWDMS is Web-Based Browser and Server Application software that aids in organizing and
managing Employee Time and Attendance. As a middleware, WDMS allows you to deploy on all the kinds
of Server and Database, for devices and transaction management.

Key Features of easyWDMS Software:

Supports LAN and WAN Device Management and Data Synchronization.

Friendly User Interface and Platform Style brings new process experience for the user.
Simple installation process for Windows and Linux Operating Systems.

Supports the automatic synchronization of employees in the same area.

Supports multiple companies and divides the administrators with different permissions.
Supports HTTPS security communication.

Supports license control.

Supports hybrid-biometric templates such as fingerprint, face, and palm.

Simple deletion of outdated data.
Our software is built on a powerful architecture that integrates several modules, which permits you to
manage Personnel/Employees/Staff up to 10,000 counts on a single platform. You can integrate the Device
to our Software Application, which enables you to retrieve instantaneous Reports and 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 acquire more information on how to create an admin and how to set
up the System and your Organization.

Visualizing All in One Place

Our EasyWDMS App integrates all the jobs in a single platform, which updates the data and delivers the
output whenever required. It is a user-friendly software that helps you to maintain the records and monitors
the actions of the users.

Overall this improves your Organization standard and facilitates in performance and growth of your
Management.

License and Version Details

You can view the software version and license details in the About option. It also provides numerous
facilities such as;

Online Activation
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o Offline Activation

e License Update

You can also download the fingerprint driver for using the USB fingerprint reader with your PC.

Welcome admin

2 @ language

& Password

Absent
@ Logout

The details will be displayed as shown below:

About the system w

Software Version
easy WDMS_8.2.1(c54facdc)-Build:Jan 23,2020

License Information

Software Mame: easy WDMS
No. of Devices: 0/2
No. of Employees: 0/10000
Activated Date: 20200127
Valid Up to: 2020-04-26
Licensed to trial

Computer Unique Code

License Operation

Online Activation Offline Activation Update License

Driver Download

Fingerprint driver

3.7 Online Activation

e Before using this function, you should get the License Code from your dealer.
o Contact your dealer and get the License Code.
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About the system *

Software Version
easy WDMS_8.2.1(c54facdc)-Build:Jan 23,2020

License Information

Software Name: easy WDMS
Mo. of Devices: 0/2
No. of Employees: 0/10000
Activated Date: 20200127
Valid Up to: 2020-04-26
Licensed to trial

Computer Unique Code

License Operation
Online Activation Offline Activation Update License

Driver Download

Fingerprint driver

o After obtaining the license code, click Online Activation and authenticate using your Username
and Password.

Authenticate

[ :
Username* | admin|

Password® sssee

¢ You will get an interface to input the provided license code. Enter the license code and click
Activate.
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Online Activation e

License Code *

Cancel

3.2 Offline Activation

» Contact your dealer to acquire the offline Activation Code.

o After obtaining the Activation code, click Offline Activation and authenticate using your
Username and Password.

About the system »

Software Version
easy WDMS_8.2.1(c54facdc)-Build:Jan 23,2020

License Information
Software Name: gasy WDMS
No. of Devices: 0/2
No. of Employees: 0/10000
Activated Date: 20200127
Valid Up to: 2020-04-26
Licensed to trial

Computer Unique Code

License @Peration
Online Activation Offline Activation Update License

Driver Download

Fingerprint driver

e You will get an interface to input the provided license code.
o Enter the license code and click Activate.

Page |10 Copyright© 2020 ZKTECO CO., LTD. All rights reserved.



EasyWDMS User Manual

Offline Activation x

Activation Code
*

4 System Setup
4.7 Requirements

Features Details

CPU Dual-core 2.0GHz or above
RAM 4GB or above

Hard Disk 100GB available space or above
Operating System Windows 7/8/8.1/10

Server: 2003/2008/2012/2016 (64-bit)
Linux: CentOS, Ubuntu

Browser IE 11, Firefox 27, Chrome 33+

Database PostgreSQL (Default)/MySQL/SQL Server/Oracle
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4.2 Procedure
Install the software from the provided setup file. Once installed, provide the port number.
Service Console

* On the easyWDMS menu, click open/Run as administrator, to go to the Service Console.

Ensure the service is running

ice Lonsole ¥4 Language =

ﬂ easy TimePro/WDMS Platform ©

. smRcE : SY"STE.M.. ,

Dec 12, 2019

u DATABASE

.
Start U Stop

Service Type

|§-| hpache

|_| Https

Services

SER‘.-'ICE| 1 :|

Web Fort

HITE Fort (8098

Check Fort

C:heasytime

Q Restart

A

Services

E Check

12-19
12-19
12-19
12-19
12-19
12-19

12-20
12-20
12-20
12-20

12-20
12-20

12-20
12-20
12-20
12-20
12-20
12-20

16:
16:
16:
16:
16:
16:

11:
11:
11:
11:

11:
11:

11:
11:
11:
11:
11:
11:

23]
2]
2]
2]
2]
2]

51
51
51
51

2]
23]

jata)
jata)
=]
=]
=]
=]

Start the zervice
bic—apachel iz O
bicproxy 1z 0K
bio—cache iz 0K
bio—server iz 0K
Finizh Start

Start stopping zervice
bio—proxy stopping
bio—apachel stopping
Finish Stop

Start Check Port
Port is OK! port=0098

Start the service
bio—apachel is 0K
bio—proxy is 0K
bio—cache is 0K
bio—server 1s OK
Finish Start

-

Hints:Flease stop the service and then modify the parameters

o Click Stop, to provide the required service or the port number.
e Then click Start to start the service.

o Click Restart, if you require to restart your service.
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5 Into the Software
5.7 Login to EasyWDMS

After installing the software, you will find an easyWDMS icon on the desktop, double-click to open. An
interface appears as shown below:

zasy WDMS®

Username

Password

ZKT=co

Copyright @2020 ZKTeco Biometrics India Pvt.Ltd About

The default login ID is admin and the password is also admin. We recommend changing the login
password.

An Admin account is a User account with excessive privileges that is responsible for managing our
EasyWDMS application.

It is a Superuser account which is accountable in all the Organization activities.
Key outlines of an Admin profile in our EasyWDMS application:

* Installation of our Software

e Managing your Organization’s User permissions

e Handlesin User Access and Information
* Managing the Services, and more.
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5.2 How to Reset your Password
You can change the password by performing the following steps:

o Inthe user's list, select the user to change the password and click Change Password.

Za Sy WDM S':-':' Personnel Device System

Group User

% Authentication & Bookmarks - T Filters -

Group Add Delete Change Password Q

User 2 Username First Name Last Name Email Group Name
admin admin@zkteco.com
Database
= Integration
Middleware Table

Log

Configuration

o A prompt appears as shown in the image below:

Prompt *

Are you sure, you want to Change Password for
the selected Username?

Confirm Cancel

o Click Confirm to change the password.
o Inthe appearing window, enter the old password, new password and confirm it.
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asy Personnel Device System

Lol Group «  User »

% Authentication B BanlmiEiEs Y Filters ~

Group Add Delete Change Password

Username First Name Last Name Email Group Name Enable Is superuser

admin admin@zkteco.com (] True
Database

Inte

Middleware Table
Change Password x

Log
Old Password*

% Configuration

New Password® | |

Confirm New
Password*®

Confirm Cancel

Click Confirm after entering the password details.

Alternatively, you can change the password as given below:

€asywDM € Personnel Device S E Welcome admin  (2) ~

1. Click to open ’ 0 About
profile

i Organization
g T Fiters -

& Bookmarks ~ @ Language

[# Password
Add Delete Import Personnel Transfer P o]

. @ L t
Department Code Department Name Parent  Employee Count Resigned Count 2. Click to egeu

Department E 10 0 change

& Employee Management

How to set up a “User Account”

The User Management option allows you to add and manage multiple users. You can also assign user roles
and set privileges to the users.
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easy WDMS®

&% Authentication

Group

User 3
Database

= Integration

— Middleware Table
Log

Configuration

Personnel Device System

Group User

& Bookmarks~ Y Filters =

Add Delete Change Password

Username First Name Last Name

admin

The columns are explained as follows:

Email

admin@zkteco.com

Username, First Name, Last Name, Email: The username, Name and Email ID of the user.

Group Name: The name of the user group to which the user belongs.

Enable: Whether the user account is activated or not.

Superuser: Whether the user is Superuser or not.

Vendor: Whether the user is a Vendor or not.

Date Joined: The Date on which the user account is created.

Login Times: Number of times the user logged into the account.

Add a user (Consider Admin as an example)

Perform the following steps to add a new user:

o Click Add to add a new user.

A window appears as shown in the image below.

Page |16

Copyright© 2020 ZKTECO CO., LTD. All rights reserved.



EasyWDMS User Manual

Personnel Device System

User

Y Filters ~

teco.com

Password*

Confirm Password*®

X

Username: Enter the username.

Password and Confirm Password: Enter the password and confirm the same.
Click Confirm after entering the password details.

Edit user details

Perform the following steps to edit the user details:

o Inthe user's list, select the user to be edited and click E‘? icon.

A window appears as shown in the image below.
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a Sy Personnel Device System 1

LMol Group User

208 N
% Authentication & Bookmarks~ Y Filters ~

Group Add Delete Change Password J

2 || Usemname First Name L_a Edit % s_ wvend
[/ admin | False

£ Database
Username® admin

Basic Details

First Name

% Configuration Last Name

Email admin@zkteco.com
Permissans

Superuser

Vendor
Authorized Department  ----------
Authorized Area  ---——--——-
Groups  ----------

Confirm Cancel

Username: Enter/Modify the username (required field)
Information

First Name: Enter the First name of the user.
Last Name: Enter the Last name of the user.

Email: Enter the Email ID of the user.

Permission

Enable: If the checkbox is selected, the user can log in to the application. If it is not selected, the user
account will be disabled by default.

Superuser: If the checkbox is selected, the user becomes a Superuser and there is no need to assign
permissions. If it is not selected, the user will be a normal user with specified access permissions.

Vendor: If this checkbox is selected, the user becomes a Vendor.
Authorized Department: Select the corresponding department of the user from the drop-down list.
Authorized Area: Select the corresponding area of the user from the drop-down list.

Groups: Select the group to which the user belongs.
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Click Confirm after entering the required details.
Delete a user
Perform the following steps to delete a user:

In the user's list, select the user to be deleted and click Delete.

On the appearing pop-up, click Confirm to delete the user.

Create User Groups

The Superuser assigns different user levels to different users. To avoid assigning one by one, the Superuser
can create a user group and set roles with specific levels of access to other users.

Add a User Group

Perform the following steps to add a new user group:

Click Add to add a new user group.
A window appears as shown in the image below:

asy Personnel Devi 1 System
5. Enter the

Group Name

& Boockmarks~

& Authentication 2

T Filters =

\

3 Personnel Device System

M oA v

w = personnel (0/43)

> O3 employee (0/18)
2> O[3 pepartment {0/6)
> O[3 postion (0/6)

> O3 Area (0/8)

> O[3 Rresign (0/7)

4. Click here to
add a user group

6. Select the
applicable privileges

Cancel —
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Name: Enter the name of the group.
Permission: Under each module, select the permissions to the user by selecting the corresponding
checkboxes. Only the corresponding user can use the selected options. If you want to select all the options,

select the Master checkbox.

Click Confirm after setting the permissions.

Edit a User Group

Perform the following steps to edit a user group:

o

o Inthe user groups list, select the group to be edited and click “= icon.
o Edit the required details in the user group and click Confirm.

Delete a User Group
Perform the following steps to delete a user group:

o Inthe user groups list, select the group to be deleted and click Delete.
o On the appearing pop-up, click Confirm to delete the selected user group.

5.5 Getting Started

System Management defines the process in which the software and other devices interact with each other
based on system settings. The System Management module is designed to manage multiple users, user
groups, databases, and other system-related parameters.

With its advanced framework, the configuration of system parameters is made simple. You can view all the
system logs with associated details that enable efficient management. You can also backup the system data
that ensures data security and data availability at any time.

- Users and Group Management

- Database backup and migration

- Data Integration

- Middleware to establish communication
- Log Management

- User Authentication

System Management

A\
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Advantages of System Management

» Consistent user management

o Back-up options to prevent data loss
o Displays all the transaction logs

o Auto-export the data

o Configuration of Email, SMS, WhatsApp, and Alert settings
o System log details in a single interface.
o Alerts for exceptions

5.5.1 Set up the System Parameters

You can set up the system parameters through the System Configuration. It manages the specifications of
the given software and its associated processes. In easyWDMS, you can manage and configure various
parameters such as Company, Reports, WhatsApp, SMS, Email, and more. All steps in setting up your
organization happen under the Settings tab.

Company Settings

The Company Settings allows you to add and configure Company Name and Logo. This logo can be used in

exported reports.

e¢asy WDMS®

Authentication
Database
+— Integration
Middleware Table
D Log

ﬁ Configuration

PDF Repc
Email Settings.
Alert Settings

Bookmarks
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Personnel Device System

Group Company Settings

[& Company Logo Review

Dimensions 200 x 75

= Company Details in Report
Company Logo  Click to upload Tgo

Company Mame

[& Company Information
Company Phane

Caountry

Enter the
essential
details here

Lago Display Do not Display

Company Name Display Do not Display

Company Address
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Report

You can set the following parameters that will be displayed in reports.

Company Logo: Upload the company logo.

Logo Display: Select the display position of the logo. It can be aligned to Left/Center/Right.
Company Name: Enter the company name.

Company Name Display: Select the display position of the company name. It can be aligned to
Left/Center/Right.

Email Signature

You can set the following parameters that will be displayed in auto generated e-mails.
Regards: Set the name/term which will be displayed in the first line of the e-mail signature.
Option1: Set the name/term which will be displayed in the 2" line of the e-mail signature.

Option2: Set the name/term which will be displayed in the 3 line of the e-mail signature.

Image preview = @ R
Attendance Exception insec = &
Wed, Dec 18, 1057 AM (2 days age) T4 4w
tome =

=K T ==

ZKTECO BIOMETRIC INDIA

Dzar hari
Ernglayee ID: 70044
There are some altendance axceplion.

START DATE 20191217

EHD DATE 20191217
LATE o
EARLY LEAVE o

ABSENT 1

m _j/RegartIs
- ZKTECO
_ Hr Team
\

o e # Formere M

Click Submit after entering the required details.
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PDF Report Settings

PDF Report Settings allows you to set the report style settings. You can generate PDF reports such as
Transaction Reports, Employee Details, Device Details, and so on. The major advantage of exporting the
reports as PDF is, you can configure the page size and report components as per your requirements.

Personnel Device System

PDF Report Settings

= PDF Report Export Style Settings

4. Enter the
required details

Authentication

Database
Page Size A4

Integration
Crientation  Portrait

Middleware Table
Footer Left  Page/Total Page

Log
Footer Right Blank

ﬂ Configuration
Report style  Classic

Ftp Settings

Company Settings

Email Settings

Page Size: Select the page size according to your requirements. The auto option generates the report with
size which fits the columns. You can also set other page sizes such as AQ, A1, A2, A3, A4, etc.
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Orientation: Select the page orientation. It can be a portrait or landscape.

Footer Left: Select the content which is to be displayed on the left side of the footer. It can be (Page/Total
page) / Author/ Time/ Author+Time.

Footer Left‘ Authar - ‘

Blank
Page/Total Page
Time
Author+Time

Footer Right

Note: Author is the Username of the account.
Footer Right: It is the same as Footer Left.

Click Submit after setting PDF report formats.
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Email Settings

Email settings are used to trigger an email alert if there is an exception.

zasy WDM sC Personnel Device System

PDF Report Settings Email Settings Alert Settings

Authentication & Email Settings
Database SMTP Server® SMEP.J0NI000

= |Integration Port® SSL TLS

Middleware Table Email Account® wood@oocos,domain name/domain user
‘D Log Password*

& Configuration 2 Email Address®
Company Settings m
PDF Report Settings
Email Settings 3
Alert Settings

Bookmarks

SMTP Server: Enter the Email sending Server's address.

Port: Enter the Port number of the email sending server.

Email Account: Enter the email account.

Password: Enter the one-time random authorization password from the mailbox provider.
Email Address: Enter the Email address.

Notes: 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.
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Alert Settings

Alert Settings is used to configure the alerts for any exceptions regarding employee's attendance. The
corresponding personnel will be notified if any of the configured exceptions occur.

Attendance Alert Settings

Here, the alert can be set for late check-in, early check-out and absent. You must set the value for each
exception. For example, let the values for Late, Early-Leave and Absent are set as 4,5,6, respectively.

Za 5)" WDMS : Personnel Device System 1l Welco

L WoREd POF Report Settings Emall Settings Alert Settings
& Authentication Ml [ Attendance Aert Settings o

Database When number of late exceeds® 0
When number of early leave exceeds* 0

When number of absent exceeds® 0

* No Day* 1 Time*  po:00:00 Sending Day®  Current Day Last Alert Time

0 Password Change Alert Settings o

Admin Password Change Notification

L Approve Alert Settings o

Email Alert SMS Alert WhatsApp Alert

When an employee comes late more than 4 times, an alert will be sent to the corresponding person.
When an employee leaves early more than 5 times, an alert will be sent to the corresponding person.
When an employee is absent more than 6 times, an alert will be sent to the corresponding person.

Sending Frequency: Set the repetition interval for alerts. It can be set to Daily/Weekly/Monthly.
Day: Set the day to send the alert.

Time: Set the time to send the alert.

Sending Day: You can set whether to send the alert on the same day or the next day.

Last Alert Time: Displays the sent time of the last alert.

Approve Alert Settings

Set the mode of alerts. The mode can be SMS/Email/WhatsApp.
Click Submit after entering the details.

Notes: You can also send an alert if the device is offline or the Admin's password is changed.
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Bookmarks

You can save the filtered results as a bookmark to simplify the search operation and they can be used for
future references.

« Toadd abookmark, apply the condition for the filter by enabling the toggle button as shown in the
image below:

a Sy Personnel Device System

e I ST
ﬁ% Device Management

& Bookmarks v Y Filters ~
N 3. Select the
= Messeae Add | Delete | () & Work Code om Device desired criteria
A ;
2 Data Work Code .. T Work Code Name } jde Name
@) v Last Activity
Choice Date

2. Toggle Date Range

With Date

Bio-Photo Today

Bio

Yesterday

Last 7 Days
D Log This Week

This Month
& Configurations This Year

Transaction

Personnel Device System

4. Click here to

apply filter

T Last Activity date 2020-06-15 2020-06-15 X
& Bookmarks T Filters o" -

Add Delete Send To Device Remowve From Device

Work Code Work Code Name
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Then click Bookmarks and select New Bookmark as shown below:

asy Personnel Device System

il

®» Q= 1. Click here

& Dovice Management M YR A Y 2. Enter the Bookmark
Name

e 1 T N

) Message
= Messag Mo Bookmarks

Work Code t Code Mame

€ Data | -+ New Bookmark -
| [ Is Shared

Bio-Template
Bio-Photo 3. Click to save
Transaction

‘D Log

£ Confi gurations

o The saved Bookmark appears as shown below:

& Bookmarks = T Filters =

M Work Code nd To De

+ Mew Bookmark
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Delete a bookmark
Perform the following steps to delete a bookmark:
o Select the bookmark to be deleted and click Delete or the Delete icon of the corresponding

bookmark.
o On the appearing pop-up, click Confirm to delete the bookmark.

5.6 What are the Common Functions in EasyWDMS

Department

& Bookmarks = T Filters v. Person “Ze

Import Personnel Transfer " D9 M

» testing
test

DepartmentName % Parent Employee Count Resigned ...

i Bookmarks

testing - 9 o 4
2 test L 1000 2 (& b
Development - 2944 o &
Technical - GE6 i} B‘ dbbb
HR1 . 165 0 & S5las
Managerl testing 163 i} B test
dbbb 0 0 = deptiz
68 Sales [ 0 & ss
test i} 1 Cff
depti2 1 o =
12345578901234567890123456780012345678901234567890 | 8§ o i} Q;

Bookmarks
o This function bookmarks the filtered columns.
o At first, a filter needs to be applied using the provided filter options, and then on the Bookmark
function, click New Bookmark, provide the new Bookmark name, and then click Save, to bookmark
the filtered columns.

Filters

o This function filters and displays only the required columns by selecting the required options
provided on the Filter function.

Fit
«  This function aligns and displays the columns based on the provided options.
o Best Fit shrinks all the column's width as much as possible, and Best Fit with Scale aligns the
column based on the scale.

Expand

o This function expands the display of the columns based on the provided options.
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Full Frame expands the column only within the frame interface and Full Screen expands the whole
interface with the size of the monitor

History

This function displays the history of all the activities done by the Administrator.

Columns

This function allows selecting the preferred columns that need to be exported, as well as displays
only the selected column on the interface.

Export

This function exports the selected columns, and the output format can be selected from the
provided options (CSV, PDF, Excel, TXT).

CSV/TXT: You can export only the current page or the entire report data.

CSV Export b

Export Scope: () Current Page All Data

Cancel
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Excel: You can export only the current page or the entire report data. You can also set the export
style namely Default/Employee-wise/Department-wise/Date-wise. If the page-wise checkbox is
selected, then the report will be generated as individual pages for the selected export style.

Excel Export 5
Export Scope: @ Current Page All Data
Export Style: | Default Page Wise

Employee Wise
Department Wise
Date Wise

PDF: You can export only the current page or the entire report data. You can also set the export
style namely Default/Employee-wise/Department-wise/Date-wise. If the page-wise checkbox is
selected, then the report will be generated as individual pages for the selected export style.

PDF Export prd
Export Scope: () Current Page All Data
Export Style:  Default Page Wise

Page Size Default

Orientation  Default

The advantage of the PDF format is that you can define the page size according to your
requirements. You can also set the page orientation as Default/Portrait/landscape. The default
parameters are taken from PDF settings. Click here for further details.
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This setup greatly helps when you need to change the layout only at that instant.
Refresh
» This function refreshes or reloads the page.
Restore Layout
» This function restores the data to the default.
Personalize

» This function changes the view of the display column on the interface, based on the below three

options.
Add Delets Import Personnel Transfer A S D 0O e (=
Department Code = Department Name = Parent Employ Highlight identifier
T \ testing & i . [
2 e hyperlink CiCX A0 e : S ey
j n W‘u hlghhght t ol — DE'VEl(‘)menl B 2044 O Show line division | [
4 s Technical - 666 U i
» HR1 " 165 0 [
_' [ Managerl testing 163 0 i
10 dbbh 0 0 L
| IEE Sales 0 0 C
1 test - 0 1 (
17 dept2 1 0 (
'ﬁ3£557390'|2345578931 23456789012345678901234567890 | SS 0 0 [

Add Delets Import Personnel Transfer 7 S 9D 0O ¢~ =
Department Code & Department Mame + Parent Employ o Highlight identifier
! ledting . 2 Show zebra stripes (
2 test e 1000 C
T3 7'y Development = 2944 Show line division (
4 e n Technical - 666 1] (
g D:spla_ys the rows in Hi 5 e & i
z alternative gray shades Mianagarl R B = i
10 0 (
68 Sales - 0 0 C
9 test - 0 1 (]
7 dept12 3 1 0 (
12345678901234567890123456789012345678901234567890 | SS s o o [
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Add Delete Import Personnel Transfer S 9D M A =
Department Code = Department Name = Parent Employ Highlight identifier
1 testing - 9 .

Show zebra stripes
2 fest - 1000
[ = 7 ] Development B 2944 @ Show line division

4 Technical - 666 U
5 HR1 - 165 0
B D[Sp|ay5 Horizontal & Manager1 testing 163 0
10 Vertical divider lines i : 0 0
68 * 0
g fest - 0 1
7 dept12 - 1 0
12345678901234567800123456789012345678901234567890 55 - o o

Note: The Preferences function changes the view of the columns only on the interface and does not reflect
this change on the exported sheet.

Edit

This function enables us to revise the created data on the Software.
Delete

This function allows you to erase or remove the existing data on the Software.
Column Arrangement

This function arranges the columns either according to their position in the alphabets from A to Z
or in order of their numerical value.

Personnel Management

Our Personnel module of easyWDMS eases the employee creation in the system by directing you only to
the relevant and the mandatory fields.

This feature allows updating employee details; manage request flow, area, job title, department, joined date,
and add or remove positions of each employee.

The powerful reporting tools create both productive and pre-defined reports.
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Employee
Enrolment

Employee " Profile

\ Tracking 4 anagement .

Integration

6.1 Organization
Our Organization module of easyWDMS simplifies you to make up major teams of employees structured to
achieve in close coordination with each other and to thrive in categorizing a requirement or sustaining

collective determinations.

On the Organization module, you can create, modify, or delete the Department, Employees and their roles,
establishment of the Areas and the Request flows of your Organization.

On the Personnel module, click Organization to go to the Organization module.

[ ' 1

6.1.1 How to Set Up the Department

Our Department interface facilitates you to enhance and manage the functional space, such as accounting,
marketing, planning, which adds value to the overall strategy and targets of your organization.
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On the Personnel module, click Organization, and then click Department to go to the Department
Interface.

a Sy Personnel 1 wice System

= Department

& Bookmarks » T Filters =

Add Delete Import Personnel Transfer 7 e D m e~ =

Department Code Department Name Parent Employee Count Resigned Count

Department - 10 0 & @

On this Interface, you can create a new Department or a Sub-department, modify or delete the existing
Departments or the Sub-department and can manage employees in existing Departments or the Sub
departments.

With design to the Corporate Structure; “Marketing”, “Finance”, “Operations management”, “Human
Resource”, and “IT” are some of the common Departments.

A brief note about the columns displayed on the Department Interface
Department Code: Displays the unique code number of the Department.
Department Name: Displays the name of the Department.

Parent: Displays the Superior Department name.

Employee Qty.: Displays the total count of the Employees in a Department.
Resigned Qty.: Displays the total count of the resigned Employees in a Department.

Functions available on the Department Interface
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Add

Add function lets to create a new name for a Department or a Sub-department, with a unique Department
Code.

Personnel Device System

B Bookmarks= Y Filters =

1. Click here to Add a
Department &= Department Code* 2 =

Add

Department Name®

Parent | ---—----—--

2. Enter the

required details

- Confirm Cancel

Create a new name for a Department or a Sub-department
On the Department interface, click Add to create a new Department or a Sub-department name.
Enter the unique Department Code and the required Department Name.

On the Parent field, select the required Department name from the list to define as the Parent department
if creating a new name for a Sub-department.

After entering the details, click Confirm to save and update the newly created Department or the Sub-
department name.
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Removing a Department

Delete function lets you remove the existing data of the Departments or the Sub departments from the list.

asy Personnel Device System

‘} Q §| Department

Y -

Add  Dekte  import  Personmel Transfer 7 2 9 m e =

B oepartment Code = Department Name = Parent  Employee Count Resigned Count
[ 1§ Department: i L0 0 @ @
Prompt %

1. Select the required

Are you sure you want to delete the selected 1
Department

item?

Cancel

3. Confirm to
Delete

Delete the existing Department or a Sub Department
On the Department interface, select the required Department or the Sub-department data from the list.
Click Delete, to delete the selected Department or the Sub-department data.

Click Confirm, to ensure and delete the selected Department or the Sub-department data from the list.
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How to import Department details from the system

Import function lets you add a new or update the existing Department or the Sub-department data to the
Software.

a Sy Personnel Device System

» Q= { 3. Click here to

upload the file

- Organization a & Bookmarks+ Y Filters + l
Import File: | Choose File [No file chosen
Add Delets Import Personnel Transfe'
Department Cod Department Name = J
1. Click here to Department Existing Data:  Ignore

Import Department
details

Sample Template: &Download Template

A 5 c 2. Download
Department Code Department Name Parent the template

2 NO.1 department]
NO.2 department2
4 NO.3 department3

Description
1. The header in file template is required

2. Department Code and Department Name are Required fields
3. The Parent Department must be Department's Code

Cancel

C 2 v © Total 1 Records 1 | Page

Import a new or update the existing Department or the Sub-department details

On the Department interface, click Import to import a new or update the existing Department or
the Sub-department details on the Software.

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 import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Department and the Sub-department on the Software need to be
updated with the imported data.

Choose Ignore, if the modification is not required for the existing Department or the Sub-
department on the Software.

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

How to allocate Employees to Departments

On the Personnel module, click Organization, and then click Department to allocate Employees to the
departments.
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Personnel Transfer

Personnel Transfer function lets you transfer the existing Employees from another Department or the Sub-
department to the specified Department or the Sub-department based on the Organization system.

Note: Only one Department or a Sub-department can be selected at a time to modify.

Personnel Transfer

Personnel Device

Department

& Bookmarks

System

Y Filters =

Add Delete Import Personnel Transfer

Department Code

Department Name

Department

1. Select the
Department

Department Employee Q

Employee ... First Name Last Name Department

1 Department
Department

2 3. Select the Department

3 Employee Department

4 Employee 1 Department

5 Department

55 Department
555 Employee 2 Department
6655 Employee 3 Department
666 Department

20 ~ Total 10 Records
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2. Click here to
transfer Personnel

7 9 0O e~
Parent Employee Count

Resigned Count

10 0 =

Selected 1

Last Name

Employee ... First Name

4. Click to
Confirm

Cancel
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Manage and modify Employees Departments

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

Click Personnel Transfer to transfer the required Employees into that selected Department or the
Sub-department.

On the Personnel Transfer window, select the required Employees from the list displayed on the
left.

The selected Employees list will reflect on the right side of the Adjust Employee window.
Use the Department drop-down list or the Search option (search by Employee name or Employee
ID) to search for Employees.

Click Confirm, to ensure and adjust the Employees to the selected Department or the Sub-
department.

Employees' Designation Management

Our Position interface helps you to manage and maintain the nomination, selection, or ranking of an

employee into a distinct category from one another.
On the Personnel module, click Organization, and then click Position to go to the Position Interface.

On this interface, you can create a new Position or a Sub position, edit or delete the existing Positions or the

Sub positions, based on the rules and requirements of the Organization.

as y Personnel Device System

Position

it Organization

& Bookmarks = Y Filters =

Add Delete Import 2 9

iy v Position Nap : r ot
1. Click here to — N Add « B
add a position Position |

Position Code® 2

Pasition Name™*

Parent = ----------

2. Enter the
required details

Cancel

o
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Position reveals both the role and the job responsibility of an employee in the Organization such as

"Director"”, "Head Chief", "Manager", "Lead Accountant", "Developer", "Project Engineer", and more.
A brief note about the columns displayed on the Position Interface

Position Code: Displays the unique code number of the Position.

Position Name: Displays the name of the Position.

Parent: Displays the Superior Position name.

Employee Qty.: Displays the total count of the Employees in a Position.

Resigned Qty.: Displays the total count of the resigned Employees in a Position.

How to create Designations for the Employees

On the Personnel module, click Organization, and then click Position to create Employee designation.

Add

Add function lets you create a new title for a Position or a Sub position with a unique Position Code.

Personnel Device System

‘} Q = Position

& Bockmarks ~

it

Add Delete  Impot  Persomnel Transfer 7 2 9 m e~

H Position Code % Position Name % Parent + Employee Count Resigned Count

- I Position = Lo L0: [ T
Prompt X
1. Select the
Position Are you sure you want to delete the selected 1
item?

Cancel

3. Confirm to Delete
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Create a New Position or a Sub position name

On the Position interface, click Add to create a new Position or a Sub position name.

Enter a unique Position Code and the required Position Name.

On the Parent field, select the required Position name from the list to define as the Parent position,
if creating a new name for a Sub position.

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

Removing the Designation of an Employee

On the Personnel module, click Organization, and then click Position to remove the Employee

designation.
Delete

Delete function lets you remove the existing data of the Positions or the Sub potions from the list.

Personnel Device System

Add  Delete  Import  Personnel Transfer Z 2 9 M A =
! Position Code % Position Name Parent + Employee Count Resigned Count
n ji Position [.— |.ﬂ IO E,I '@
Prompt X
1. Select the Position Are you sure you want to delete the selected 1
item?

Cancel

3. Confirm to Delete

Delete the existing Position or a Sub position

On the Position interface, select the required Position or the Sub position data from the list.
Click Delete, to delete the selected Position or the Sub position data.

Click Confirm, to ensure and delete the selected Position or the Sub position data from the list.
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Importing Employees' Designation

On the Personnel module, click Organization, and then click Position to import Employee designation to
the software.

Import

Import function lets you add a new or update the existing Position data to the Software.

a Sy Personnel Device System

® Q §| Position 3. Upload the
Import file x

P Organization

& Bookmarks T Filters = I

TR T T . . 1 Import File: |m Mo file chosen
Add Delote  _ Import- | ‘[ : _ =i =
A Position Mame e template, ad
1. Click here position | B

Existing Data:  Ignore

Sample Template:

A

m

2. Download the

Position Code Position Name Template
2 NO.1 position1
3 NO.2 position2
4 NO.3 position3

Description
1. The hegdecindile temolate jo =g ;
E ::: ¢ 4. Confirm to dRequsreci fields
Import

Cancel

===
©  Total 1 Records: 1 | Page [Esyiitind

Import a new or update the existing Position or the Sub position details on the Software

On the Position interface, click Import to import a new or update the existing Position or the Sub
position details on the Software.

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 import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Position or the Sub position on the Software needs to be updated
with the imported document.

Choose Ignore, if the modification is not required for the existing Position or the Sub position on
the Software.

Click Confirm, to ensure and import the saved data file to the software.
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How to move an Employees' Designation

Personnel Transfer function lets you transfer the existing Employees from another Position or the Sub
positions to the specified Positions or the Sub positions based on the Organization system.

Only one Position or a Sub position can be selected at a time, to modify.

Zasy WDMS Personnel Device System Welcome admin () ¥ TP

& Bookmarks~ Y Filters + m
M

Add Delete Import Personnel Transfer £ S D M e~ o= ch
B rosition Code Position Name Parent Employes Count Resigned Count Position
Position - o ]

Personnel Transfer
nagement

1. Select the Position 3. Select the ‘ T
Employee . .
|

20 v Total 10 Records
4. Confirm here
Total 1 Records 1

Manage and modify Employees Positions

» On the Position interface, select the required Position or the Sub position from the list to move in
the Employees.

« Click Personnel Transfer to transfer the required Employees into that selected Position or the Sub
position.

o On the Personnel Transfer window, select the required Employees from the list displayed on the
left.

« The selected Employees information will reflect on the right side of the Adjust Employee window.

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

«  Click Confirm, to ensure and adjust the Employees to the selected Position or the Sub position.
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Area Classification

Area

Our Area interface benefits you to shape the workplace zone and the Department space, which in turn have

a remarkable effect on both the employees and the business as a whole.

On the Personnel module, click Organization, and then click Area to go to the Area Interface.

ca Sy WDMS': Personnel <1 evice System

Department Area

@ Organization 2 & Bookmarks~ Y Filters ~

Department

Add Delete Import Personnel Transfer
Position Area Code = Area Name < Parent Device Count Employee Count
3 1 Not Authorized - 0 1

Area 3
Location

% Employee Management ~

On this interface, you can create a new Area or a Sub-area, edit or delete the existing Areas or the Sub-areas,

based on the rules and requirements of the Organization.

Area defines your Employee’s service location whether geographically or by sector such as, “Manufacturing
Floor”, “Experience Center”, “Server Room”, “Development”, “Marketing”, and more.

A brief note about the columns displayed on the Area Interface

Area Code: Displays the unique code number of the Area.

Area Name: Displays the name of the Area.

Parent: Displays the Superior Area name.

Device Qty.: Displays the total count of the Devices connected in an Area.

Employee Qty.: Displays the total number of Employees in each Area.

Resigned Qty.: Displays the total number of Employees resigned in each Area.
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Create an Area

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

Personnel Device

Y Filters =

Add Delte  Impon By Add x B2 9 M =
3 . ¥ Area Name %}gnad Count
1. Click here to - | AreaCode™ 8
add an area oot | g [EA !
| Ban.galo{e N Area Name® P_ @ @
(HsL B | E_ £ 1w
FicoM B | Parent: L & '@
Prasanth 0 = '@
| - | E
VL 0 = W
Zero :b‘% C’ @

2. Enter the required
details

Cancel

Create a New Area or a Sub Area name

On the Area interface, click Add to create a new Area or a Sub-area name.

Enter a unique Area Code and the required Area Name.

On the 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.
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How to remove an Area

Delete function lets you remove the existing data of the Area or the Sub-areas from the list.

Personnel Device System

- 2. Click here to
& Bockmarks Helcle
Add  Delte  Import Personnel Transter 72 9 m e =
|:| Area Code Area Name = Parent Device Count. ]gmplqymtg"nt Resigned Count
Wik NotAuthorized =0 o o Z @
iil__ = MR Prompt X B & @
3 H5L | | Z 1w
I Ficom _ \ = m
1. Select the B Ttk Are you sure you want to delete the selected 1 '—‘ & Iﬁl
area e Vst item? L_ = @]
I
3 ol 3. Confirm to Delete - B Fw
m ance

Delete the existing Area or a Sub-area:

On the Area interface, select the required Area or the Sub-area data from the list.
Click Delete, to delete the selected Area or the Sub-area data.

Click Confirm, to ensure and delete the selected Area or the Sub-area data from the list.
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Import the Area details from System

Import function lets you add a new or update the existing Area data to the Software.

Personnel Device System

& Bookmarks =

Y Filters =

‘ Import X '

Import File: | Choose File | No file chosen

: Farent D""iﬂ 3. Upload the file g
1. Click here to 0 lore
|mp0|"t 1 N | Existing Data:  Ignore
B | |
Ll | Sample Template: LDownload Template ith
0
i | N .
5 2. Download
5 - B Area Code Area Name the Template
2 NO.1 areal
3 NO.2 area2
4 NO.3 area3

Description

1. The header in file template is required
2. The Area Code and Area Name is Required fields
3. The Parent Area must be Area's Code

Cancel
4. Confirm here
C 20 v - © Total 7 Records 1 Page

Confirm

Import a new or update the existing Area or the Sub-area details on the Software

On the Area interface, click Import to import a new or update the existing Area or the Sub-area
details on the Software.

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 import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Area or the Sub-area on the Software needs to be updated with
the imported document.

Choose Ignore, if the modification is not required for the existing Area or the Sub-area on the
Software.

Click Confirm, to ensure and import the saved data file to the software.
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How to move Employees between Areas

Personnel Transfer function lets you transfer the existing Employees from another Area or the Sub-area to
the specified Area or the Sub-area based on the Organization system.

Only one Area or a Sub-area can be selected at a time to modify.

Personnel Device System Welcome admin

8 8ockmarks~ T Filters + m

Add Delete Import Personnsl Transfer S S D M e
Area Code Area Name Parent Device Count _Emplovee Count Resigned Count
Not Authorized X Personnel Transfer
] Bangalore
% Employee Management - HSL
g FICOM
1. Select the Area Prasanth

V5L

3. Select the
Employee

2] Tikal 7 Rocords

Manage and modify Employees Areas

e On the Area interface, select the required Area or the Sub-area from the list to move in the
Employees.

* Click Personnel Transfer to transfer the required Employees into that selected Area or the Sub-area.

¢ On the Personnel Transfer window, select the required Employees from the list displayed on the
left.

e The selected Employees information will reflect on the right side of the Adjust Employee window.

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

e Click Confirm, to ensure and adjust the Employees to the selected Area or the Sub-area.

6.2 Employee Account

Our Employee Management module of easy time Pro helps you to stay organized by maintaining all your
employee data up to date, which saves you an ample amount of time and also helps you to retrieve
employee information of your Organization at any point in

time. On the Employee Management module, you can add, modify, terminate, or revive the Employee
details of your Organization.
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Our Employee interface facilitates you to update, sync, upload and retrieve Employees' personal, medical,
and identity information so that you need not delve into multiple papers and documents; and thus, eases
your work and saves your time.

ca Sy WDM 5':' Personnel 1 evice System

Department

i Organization & Bookmarks~ T Filters ~

] Employee Management

Add Delete Import Personnel Transfer
Employee Department Code < Department Name < Parent Employee Count
1 Department - 1

Resign

On this Interface, you can add a new or delete the existing Employee information and even enables you to
transfer, modify and terminate a temporary or permanent Employee of your Organization.

Some common examples of the Employee Information include; "Employee Name", "ldentity Proof",
"Biometric details", "Personnel Information" and more.

A brief note about the columns displayed on the Employee Interface
Employee ID: Displays the identity number of each Employee.

First Name: Displays the First name of each Employee.

Local Name: Displays the defined common name of each Employee.

Last Name: Displays the Last name of each Employee.

Card NO: Displays the Card number of Employee if the Card access is registered.
Date of joining: Displays the joining date of each Employee.

Department: Displays the Department names of each Employee.

Department Code: Displays the unique Department Code of each Employees' Department.
Position: Displays the Position name of each Employee.

Location: Displays each Employee's work or Organization location.

Gender: Displays each Employees' Gender details.

Email: Displays the Electronic Mail ID of each Employee.
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Device Privilege: Displays the Employees' Device privilege.

Area: Displays the located Area of each Employee.

Area Code: Displays the unique Area code of each Employee's located Area.

Mobile App Status: Displays the Mobile Application (Active or Inactive) Status of each Employee.
Fingerprint: Displays the registered Fingerprint count of each Employee.

Face: Displays the registered Face count of each Employee.

Palm: Displays the registered Palm count of each Employee.

VL Face: Displays the registered Face count captured from the Visible Light Devices.

WhatsApp Status: Displays the WhatsApp (Active or Inactive) Status of each Employee.

SMS Status: Displays the SMS (Active or Inactive) Status of each Employee.

How to create an Employee Account

On the Personnel Module, go to Employee Management, click Employee Interface to create an Employee
Account.
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Add

Add function lets you add the new Employee details with the unique Employee ID and to update the
Employee's personal information.

Add a New Employee

Add 2. Enter the
¥ Q = | Employee required details
Profile

Employee ID* First Name*
Department® ---------- Last Name
1. Click here to Add ositen e
an Employee Employment Type  ---ecneer Date of joining
]E
Cll4
Ols Personal Information  Device Settings
miE
[]]s5s Aadhaar No. Local Name Gender  —----ee-
[/ 6658
O)less Passport No. Automobile License Motorcycle License
Contact no. Office Tel Mobile
Nationality Religion City
Permanent Address Pincode Email
Birthday

Cancel

Q
o=l

On the Employee interface, click Add to add a new Employee.

Enter the mandatory fields, the unique Employee ID, Employee's First Name, Last Name, and then
select the Department, and the Area (Employee's work department and location) from the drop-
down list.

After entering the mandatory details, click Confirm to save created Employee Account.
Where and how to update Employee Information

On the Personnel module, go to Employee Management, click Employee interface and then either click

or click the required Employee ID to update Employee Information.
Profile

On the Add window, under Profile, you can enter the following data.
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Profile
Employee ID* First Mame*
Department®  ---------- Last Name
Position  ---------- Area®  ----------
Employment Type  ------——- Date of joining

Position: Select the Organization Position or the designation of the Employee from the drop-down list.

Employment Type: Select the required Employment Type Permanent or Temporary for the Employee,

based on the Employment discussion.
Date of joining: Choose the date of joining or the joined date of the Employee from the calendar.
Photo: Click on the photo to upload the image of the Employee.

Personal Information

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

Personal Information Device Settings
Aadhaar No. Local Name Gender  ---------
Passport No. Automobile License Matorcycle License
Contact no. Office Tel Mobile
Mationality Religion City
Permanent Address Pincode Email
Birthday

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

Gender: Select the sociocultural expression of the Employee from the drop-down list.

Passport NO.: Enter the Employee's official travel document number issued by the government.
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Motorcycle 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.
Nationality: Enter the legal Nation or the Country name 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.

Office Tel: Enter the Employee's Office desk contact number.

Religion: Enter the religious practice of the Employee.

Pin 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.

Personal Information Device Settings

Verification Mode Any Device Privilege Employee

Card NO. Device Password
Enroll Device FP Registered(v10)

Bio-Photo

Verification Mode: Select the Employee's Device verification mode from the list.
Card NO.: Enter the Biometric Device RFID Card number of the Employee.

Enroll Device: The Software automatically updates the Employee's registered Device name or the serial
number.

Device Privilege: Select the Device authorization type of the Employee.

PIN: Enter the Employee's Device verification password.
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FP Registration(v10): Click Enroll, to register the Employee's Fingerprint.

Delete an Employee Account

On the Personnel module, click Employee Management, and then click the Employee interface to remove
or delete an Employee account.

Delete

Delete function lets you remove the existing data of the Employee from the list.

Personnel Device System

Employee

¥ Employee Management | Add ] % e L ] ?mw I
: > N il

|
m i [ :
| | Employee ID = First Name = Department Device Privilege: Area
E :] Qw‘ﬂj l I iIW,Prasaﬁﬂ]_VSL
- AT e

. 111
i i N P t —
1. Select the 2 | rome X fasanth
Employee 3 Prasanth |
14 [ Emp|mé-'|_ Are you sure you want to delete the selected 1

5 | item?

555 Employee 2
6655 Employee 2
666

Cancel

-

3. Click here to

Delete

Delete the existing data of the Employee
On the Employee interface, select the required Employee data from the list.

Click Delete, to delete the selected Employees' data.
Click Confirm, to ensure and delete the selected Employee's data from the list.
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6.2.17 Import Employee Details

Import function lets you add a new or update the existing data to the Software.

a Sy WDMS Personnel 1 avice Systemn

*a =

& Bockmarks = T Filters =

= Employee Management 2 Add Delete Import oﬂel Transfer More settings

Employee ID

o Organization

T e Department Device Privilege

3

Department Employes

Import Photo
Department Employes

Department Employes
Prasanth Department Employes
Employee 1 Department Employee
Department Employee
Department Employee
Employee 2 Department Employee
Employee 3 Department Employes
Department Employes

Functions available under Import

o Import Employee
o Import Photo

Import Employees from Device to the Software

On the Personnel module, click Employee Management, and then click the Employee interface, to import
the newly registered Employee from the Device to the Software.
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Import Employee

Import Employee function lets you add a new or update the existing Employee data to the Software.

Personnel Device System Welcome admin

®» Q= 3. Upload the file

Import Employee

& Bookmarks ~ Y Filters =

Import File: | Choose File | No file chosen

2. Download the
template
Existing Data: Ignore

N Sample Template: LDownload Template
Prasanth

Employee ] A B c D E 3 G H
1 Employee ID First Name  Department Code Department Na.. Position Code  Position Name  Gender Date of joi...
B 2 10001 Ko 1 HR 1 Director Male /Female  2016-10-14
['“Fl""eif 3 10002 Koe 1 HR 1 Director Male /Female  2016-10-14
EHRIGESE  ,  1000: Kosan 1 HR 2 Manager Assis... Male /Female  2016-10-14

" Description
1.The header in file template are required
2.The Employee ID,First Name, Department Code Area Code are Required fields
3.The Card Number must be unique

Note: Only ‘txt’ xls‘csv’ and ‘slsx’ formats are supported 4. Confirm here

Gzov<n>; —

Cancel

Import a new or update the existing Employee data on the Software

On the Employee interface, click Import, and then select Import Employee from the drop-down
list to import a new or update the existing Employee data on the Software.

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

Please make sure that the employee details, which are to import, follow the guidelines specified on
the description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on the Existing Data field.

Choose Overwrite, if the existing Employee data 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 Confirm, to ensure and import the saved data file to the software.

Import Employees’' Photo from the System

On the Personnel module, click Employee Management, and then click the Employee interface, to import
the Employee photo to the Software.

Import Photo

Import Photo function lets you add a new or change the existing Employee's Photo to the Software.
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Personnel Device

2. Click here to Upload
® Q = | Employee

1. Click here to
import Photo

e e

L1 Prasamh_
[]s Employee |
s
= |55 1
|] 555 Empluye:_-ag
I:\' 6655 | Empl{;};j
[ ]| 666 B |
B | Overwrite® No Ignore Error*  No
*Notice
1.The name of photo must be employee 1D.
2.The size of photo maximum 25kb.
3.The employee photo must be .jpg format.

O v ¢ n o Te Confirm [IEROTN

Import a new or change the existing Employee Photo

On the Employee interface, click Import, and then select Import Photo from the drop-down list to
import a new or to change the Employee's existing Image.

Please make sure that the image, which is to import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Upload to select the image file from the PC to import.

Click Clear if the image uploaded is not needed or does not meet the standards provided on the
description.

Based on the import type, there are two options available on the Overwrite field.

Choose Yes if it is required to revise the Employee's existing image with the imported image.
Choose No if it is not required to revise the Employee's existing image with the imported image.
Choose Ignore Error, if the modification is not required for the existing Employee's image on the
Software.

Click Confirm, to ensure and import the saved image to the software.

Transfer Personnel

Personnel Transfer function eases the employee's migration or transference from one area, team,
department, or one position to another at the same or different location, which helps an employee gain
extensive and wide-ranging experience within the Organization.
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Personnel 1 vice System Welcome admin

= | Employee

& Bockmarks T Filters =

& Employee Management Add Delete irport pemnneimnsferoesetﬁnqs s S 9 O

3 Employee ID % First Nami

tt

— Device Privilege Area Fingerprint Face  Palm VL Face

S — Employee Bangalore, Prasanth, V5L
Employee Prasanth

(aaengie Employes Bangalore,Prasanth

Prasanth | Resignation Employes Bangalore

Employee | Uepartment Employee Bangalore Ver 10:1

Department Employee Bangalore Ver 10:1

Department Employes Bangalore Ver 10:1

Employee 2 Department Employee V5L

b (= (= (= (=D ©) = EDED

Employee 3 Department Employee V5L

Department Employee vsL

Functions available under Personnel Transfer

o Department Transfer
o Position Transfer

o Area Transfer

* Resignation

How to move Employees between Departments

On the Personnel module, click Employee Management, and then click Employee to move Employees
between Departments.

Page |59 Copyright© 2020 ZKTECO CO., LTD. All rights reserved.



EasyWDMS User Manual

Department Transfer

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

asy Personnel Device System

® Q §| Employee
& Bookmarks =

i:| Employee ID =

3. Select the

Department Transfer Department

-

Department™  ---—---—--

2. Select Department

- A v Q v

1 Transfer Rt E

) O Department 3
1. Select the : . —] | =

Employee Prasanth Department =
| | b | | .

. Employee 1 Department =
— : ; = E—

[ ]ls Department 4 -

= | | = | | =

1|55 Department -

\j| 555 Employee 2 De’partmenL E

\:| 6655 Employee 3 Department E

||l e66 Department | E

4. Confirm here

Cancel

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.
On the Personnel Transfer menu, click Department Transfer to transfer the selected Employees.

In the Department field, select the required Department or the Sub-department from the drop-

down list.
Use the Expand/Collapse option or the Search option to search for the specific Department or the

Sub-department.
On the Remarks field, write the reason for transferring the Employees.
Click Confirm, to ensure and transfer the selected Employees to the required Department or the

Sub-department.

How to move Employees' Positions

On the Personnel module, click Employee Management, and then click Employee to move Employees'

positions.
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Position Transfer

This function lets you move the Employees from the existing Position or the Sub position to another Position
or the Sub position within the Organization.

a Sy Personnel <1 Device System

L "WoWk=N Department «  Employee =

e Organization v & Bookmarks~ Y Filters ~

& Employee Management<([ 2 WH Delete Import Personnel Transfer p More settings

Employee ID = First Name < Department Device Privilege Area
1 test Department Employee Not Authorized

Paosition Transfer *

Position*:  ----——-- o

Remarks:

Confirm Cancel

Transfer Employees Position or the Sub position

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

On the Personnel Transfer menu, click Position Transfer 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.

Use the Expand/Collapse option or the Search option to search the specific Position or the Sub
position.

On the Remarks field, write the reason for moving the Employees.

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

On the Personnel module, click Employee Management, and then click Employee to move Employees
between Areas.

Area Transfer

This function lets you shift the Employees from the existing Area or the Sub-area to another Area or the Sub-
area within the Organization.

a Sy Personnel 1 Jevice System

L "WoWk=N Department «  Employee =

s Organization v & Bookmarks~ Y Filters ~

4 Employee Management <C_ 2 B Delete Import Personnel Transferep More settings

Employee ID = First Name = Department Device Privilege Area
1 test Department Employee Not Authorized

Area Transfer *

Area® o

Remarks:

Cancel

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.

On the Personnel Transfer menu, click Area Transfer 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.

Use the Expand/Collapse option or the Search option to search the specific Area or the Sub-area.
On the Remarks field, write the reason for shifting the Employees.

Click Confirm, to ensure and shift the selected Employees to the required Area or the Sub-area.
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How to move Employees Profile to Terminated Account

On the Personnel module, click Employee Management, and then click Employee to terminate
Employees' Accounts.

Resignation

This function lets you authoritatively terminate, relocate the Employees' regular or permanent position
based on your Organization standards.

asy Personnel Device System

® Q §| Employee

3. Enter the
required details

Resignation

2 Select R = Resignation Date®  2020-06-17

=
Resignation Lein 5 I
H S5 Resignation Type®:  Quit =
Department =
1. Select the i e s , o
Employee Prasanth Department Resign Reason: -
Employee 1 Department | =
':' 5 Department 1 =
|j 55 Department P -
|j| 555 Employes 2 Department | -
|i| 6655 Employee 3 Department -
(] 3

666 Department
; ; — 4. Confirm here

Cancel

Employees' Resignation

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

On the Personnel Transfer menu, click Resignation to officially terminate or transfer the selected
Employees.

On the Resignation Date field, select the last working day of the Employee and on the Resignation
Type, select the mode of Resignation.

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.
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6.2.3 Employee Data Management

On the Personnel module, click Employee Management, and then click Employee to manage Employee

data in Device and Software.
More Settings

More Settings lets you to the following functions.

easy WDMSE Personnel <_ 1 :vice System

® Q Department Employee

«&a Organization

& Bookmarks~ Y Filters ~

@ Employee Management<(_ 2 JF¥ih Delete Import Personnel Transfer App More settinggo

Employee 3 Employee ID < First Name % Department
1 test Department

Resynchronize to device

. Re-upload from device
Resign

Delete Biometric Template

Functions available under More Settings

» Resynchronize to Device
o Re-upload from Device

o Delete Biometric Template
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How to Resynchronize Data to Device

On the Personnel module, click Employee Management, and then click Employee to resynchronize
Employee data to Device.

Resynchronize to Device

This function lets you sync or merge the Employees' data from the Software to the Device.

asSy Personnel Device System

® Q E‘ Employee

& Bookmarks~ Y Filters = 2. Select resynchronize
fo device

=)
- .
|| Employes 1D % First Name = Department

Ei
Department
. De.partmerri
| pe | i
| Prasanth | Deparh'nec:itll _ ) I=
Emblores i Departmenf /' YOU sure you want to resynchronize User v
I I Deparﬁna_zigl data to device? 3;.
| it | | i
Department V]
. Employee 2 . De’pa_arlma'_r; Cancel 1]
. Employ'P;e 3 . Depa.ri.'me_-_ -|_
. . Departmeﬁ I

Resynchronize Employee Data from Software to Device

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

On the More Settings menu, click Resynchronize to the device, to sync or merge the selected
Employees' data to the Device.

Click Confirm, to sync the selected Employees' data to the Device.
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Re-upload Employee Data from Device

On the Personnel module, click Employee Management, and then click Employee to re-upload Employee
data from Device.

Re-upload from Device

This function lets you sync or merge the Employees' data from the Device to the Software.

Personnel Device System

2. Select Re-upload
¥ Filters « from Device

import  Personnel Transfer M .
= FistName & Department  Device Privilege  Area

o Re-upload from device be =

1. Select the . —
Employee

Device*™ | All | =

Serial Number

3. Select the Device

55 L
I L

555 Employee 2 E
i

al . \ o Cancel
4. Confirm here - -

6655 Employee 3

666

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.

On the More Settings menu, 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 Specified, 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.
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How to remove Bio-metric Template of an Employee

On the Personnel module, click Employee Management, and then click Employee to delete the Bio-metric
template of the Employees.

Delete Biometric Template

This function lets you delete or remove the Employees' retained Biometric Impression from the Device.

Personnel Device System

Employee

& Bookmarks~ T Filters =

|| EmployeeiD 4 First Name 4 = S— = -
| Delete Biometric Template X
—Ud | =
| _.
_j Fingerprints  No 3. Select the L
| iy required details
Prasanth | |
1 | Face®™ No |
- Employee 1 i 5."‘10
|t| 5 _j Finger Vein®: No i‘j
[Cllss | 310
|j 555 Employee 2 | Palm™ No |
[]! 6855 Employes 3 I
[1]6es A E
4. Click here
Cancel
o A W

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.

On the More Settings menu, click Delete Biometric Template to delete the retained Biometric
Impression of the selected Employees from the Device.

On the Fingerprint, Face, Finger Vein, 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.
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6.2.4 Manage Employee's Termination

Our Resign interface manages the discrete resignations professionally and systematically, which simplifies
your work and avoids unnecessary interruptions and obstructions. Resignation plays a crucial role in
proficient organizations primarily in thriving enterprises.

On the Personnel module, click Employee Management, and then click Resign to go to the Resign
Interface.

Personnel ~ 1 avice System

® Q

& Organization 3
aa I & Bookmarks= T Filters =

‘ Employee Management 2 Add

Delete Rehire Import

Employee Employee First Name Last Mame Department Position Resign Type
loyes

On this Interface, you can add a new, delete or restore the resigned Employee information and even enables
you to transfer, modify and terminate a temporary or permanent Employee of your Organization.

A brief note about the columns displayed on the Resign Interface
Employee: Displays the Employee name.

Department: Displays the Employee's Department.

Position: Displays the Employee's Position.

Resign Type: Displays the Employee's Resignation type.

Resign Date: Displays the Employee's Resign or the last working date.
Attendance: Displays the Employee's Attendance status.

Resign Reason: Displays the Employee's relieving reason.
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How to Terminate the Employees

On the Personnel module, click Employee Management, and then click Resign to terminate the

Employee’s Account.
Add

Add function lets you add the Employees' data who are getting dismissed from their responsibility in your

Organization.

Personnel Device

Employee Selected 0

First Name Last Name Department Employee First Name Last Name
1 Department
B 1 Department

1. Click here to add 2 Department
Resignation 3 Prasanth Department

4 Employee 1 Department

5 Department

55 Department
555 Employee 2 Department
2. Select the 6655 Emplayee 3 Department
Employee 666 Department

20 w Total 10 Records 1

3. Enter the
Resign Date”  2020-06-17 details
Resign Type*  Quit
P
4. Confirm here

Resign Reason

Cancel

Add the Employee's Resignation details

On the Resign interface, click Add to include the Employees' resignation information.

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.

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.
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On the Attendance field select Enable to calculate attendance till the last working date or select
Disable to stop the attendance calculation.

On the Resign Reason field, based on the type of resignation write the reason for resigning the
selected Employees.

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

Deleting Employees from the Terminated list

On the Personnel module, click Employee Management, and then click Resign to delete the Employee’s
Account from the terminated list.

Delete

Delete function lets you remove or discard the existing resignation details of the Employees from the list.

Personnel Device System

$ Q=

* Employee Management

1. Select the
Employee Prompt

Are you sure you want to delete the selected 1
item?

3. Confirm to Delete

Delete the existing Department or a Sub Department

Cancel

On the Resign interface, select the required Employees' resignation details from the list.
Click Delete, to delete the selected Employees' resignation details.
Click Confirm, to delete the selected Employees' resignation details from the list.

How to Rehire the Terminated Employee

On the Personnel module, click Employee Management, and then click Resign to reinstate the terminated

Employee’s Account.
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Rehire

Rehire function lets you revive or restore the Employees from the resignation list.

Personnel 1 evice System

Department = Employee Resign

& Bookmarks~ T Filters ~

& Employee Management Add Delete Rehire ort Disable Attendance

En - Employee = Department Position Resign Type <= Resign Date < Report
i 1 test Department = Quit 2020-01-27 2020-0

Prompt b4

Are you sure to rehire the selected employee?

Cancel

Rehire the Employees from the Resignation list

On the Resign interface, select the required Employees from the resignation list.
Click Rehire, to restore the selected Employees from the resignation list.

Click Confirm, to restore the selected Employees from the resignation list.
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Import Employee's Account to Termination

On the Personnel module, click Employee Management, and then click Resign to import the
Employee’s Account to termination.

Import

Import function lets you add a new or update the existing Employees' resignation details to the Software.

Personnel Device System

® Q= 1 Click here to
Import

& Bookmarks= T Filters «

E Employee Management Add

Delete Import

D Employes + First Mame Last Mame J

[ Jf1m

Existing Data:  Ignore

A ownload Template
Sample Template: =Uownload lempiate

“ g c 2. Download the
1  employee Resign Date Resign Type Template
2 10001 2018-07-18 Quit

Description

1.The header in fils template are required
2.The Employee ID,Resign Date Resign Type, ars Required fields

Mote: Only et 'xls' ‘cov' and 'wlsx’ formats are supported

4. Confirm here

Cancel

Import a new or update the existing Employees' Resignation details

On the Resign interface, click Import to import a new or update the existing Employees' resignation
details.

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 import, follows the guidelines specified on the
description of the Import window.

On the Import window, click Choose File to select the file from the PC to import.

Based on the import type, there are two options available on 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 Confirm, to ensure and import the saved data file to the software.
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7 Device Management

Our Device module of easyWDMS manages with the implementation and maintenance process of the
Biometric Devices, which facilitates the proper tracking of the Employee attendance and transaction details.

It eases the configuration of the Biometric Devices by ensuring the consistency between the physical and
the logical assets.

It administrates the setup of mobile applications, Device instructions, Employee announcements, capturing
and uploading of Employee data, maintenance of logs, attendance, and the transaction details among the
Devices.

Security

Configuration
Monitor

&

Report

Motifications
management

Features of the Device module

» Centralized Device Management

» Mobile Workforce Management

Work Code Management

o Device Data synchronicity

»  Customized Announcements for individual or all Employees
s Security and Threat Detection

» Tracking down of Anomalies
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Device Management

Our Device Management of easyWDMS simplifies you to mount and manage the Biometric Devices in your
Organization with necessary configurations to track and maintain the Time and Attendance data of your
Employees.

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

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

Device

Our Device interface eases you to set up and administrate the Biometric Devices and its locations of your
Organization.

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

easy WDMSE Personnel Device <1 ystem

Device

& Bookmarks~ T Filters =
Lalice 3 Add Delete Add New Area Clear Pending Command Clear Data Data Transfer Device Menu
Device Command Serial Number < Device Name < Area < Device IP Status Last Activity User Count Fingerprint Count
©» Message None

= Data

D Log

©f Configurations

On this Interface, you can add a new Device, modify, or delete the existing Devices, manage the existing
Device locations, transfer Data and more.

A brief note about the columns displayed on the Device Interface
Serial Number: Displays the unique Serial Number of the Device

Device Name: Displays the Device Name.

Area: Displays the Device's Area Name.

Device IP: Displays the Device IP address.

Device Model: Displays the Device model name.

Timezone: Displays the Device Time zone.
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Firmware Version: Displays the Firmware version of the Device.

Push Version: Displays the Push version of the Device.

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

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

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

FP Qty.: Displays the registered Fingerprint count stored in the Device.
Face Qty.: Displays the registered Face count stored in the Device.
Palm Qty.: Displays the registered Palm count stored in the Device.
Transaction Qty.: Displays the total transaction count of the Device.
Last Sync: Displays the last sync date of the Device.

Cmd: Displays the total Device command count stored in the Device.

How to Set Up the Device
First, connect the Device to the required network cable and then log in to easyWDMS software.

On the Device module, click Device Management, and then click Device interface.

Add a Device

Add function lets to add the mounted Device to the software.
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Personnel Device System

& Bookmarks v

T Filters =

2. Enter the
required details

-l
1. Click here to add

Device Name*

Serial Number® Device IP
Area*  ---------- Timezons®  Etc/GMT+5:30
Registration Device* No Attendance Device”  Yes

Connection Request Interval(sec)® 10 Transfer Mode®  Real-Time

&=

Cancel

Add the mounted Device

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

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.

Timezone: Select the common standard time 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 connections 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.

Click Confirm to save the newly mounted Device to the software.
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Assign the Device to an Area

New Area

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

asy Personnel Device System

A i DI e e |t |y

| Serial N . - e - Area & DevicelP Status l.ast&ctlyuy User Count Fingerprint Count
= oo 1. Click here to R St E——" | r
L add a new area L _
[ ] crurzo2 e T Add New Area % -
Area Code™ 8

Area Name*

Parent = --—-------

2. Enter the
required details

Cancel

Create a New Area

On the Device interface, click New Area 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.

On the 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 Pending Commands from Device
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Clear Pending Command function lets you clear the pending or the awaiting commands or instructions
from the Device.

asy Personnel Device System

® Q §| Device

%5 Device Management ;
& De ettt & Bockmarks~ Y Filters = m

| | Serial Number & Device Name % Area +  Device P  Status Last Activity User Count  Fingerprint Count

) BOCK184080022 | TEST F22 Bangalore 192168143 @ | 2020-06-0917:40:25 6 3
|| cRIEn5060001 | Auto add Pracanth 100168571 L m. ofoAnANR1ASTAT | 3 0
1. Select the device Prompt %

Are you sure to clear all the commands? |

Cancel

3. Confirm to clear
the commands

Clear the pending or the awaiting commands

On the Device interface, select the required Devices from the list to clear the pending or the
awaiting commands.

Click Clear Pending Commands, to clear the awaiting or the pending commands from the selected
Devices.

Click Confirm, to clear the awaiting or the pending commands from the selected Devices.
How to clear Data from Device

Data Clean clears away or erases the stored data from the Devices.

1 ystem

casy WbDm S8 Personnel Device

Device

& Device Management & Bookmarks~ Y Filters ~

Device 3 Add Delete Add New Area Clear Pending Command Clear Data ota Transfer Device Menu
Device Command Serial Number + Device Name - Area D Clear Attendance Data  ‘ctivity User Count Fingerprint Count
B 123 Test Not Authorized

Message Clear Captured Photo

Clear All Data
Data

Log

Configurations
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Functions available under Data Clean
Clear Attendance Data
Clear Captured Photo
Clear All Data

Clear Attendance Data

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

Personnel Device

Device

2. Click here

& Bockmarks £ 1) 'F.iltels -

| ey L I |’:-@-"‘-. .
|| Serial Number & DeviceName & Area &  DevicelP  Status LastActivity

g | BOCK184960022 | TEST F22 Bangalore I
KLE202060001 Auto add Prasanth

==
| Data Transfer

Clear Attendance Data required details

Start Time
End Time

Clear All

Cancel

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

On the Data Clean menu, click Clear Attendance Data to clear or erase the attendance data from
the selected Devices.

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 erases the Employees captured attendance Photo from the Device.

asy Personnel Device «f 1 ystem
L Q f=ll Device
& Device Slapaoepient 2 & Bookmarks~ Y Filters ~
3 Add | Delete | AddNewArea

Serial Number %
B3 122 Test

Device Command Device Name <

& Configurations

Clear Pending Command Clear Data oa Transfer
Area 5 Device IP Status Last Activity
Not Authorized = ! = = =

Device Menu

User Count Fingerprint Count

Prompt x

Are you sure to clear the capture of selected 1
device(s)

o Cancel

On the Device interface, select the required Devices from the list to clear or erase the Employees

captured attendance Photo from the Devices.

On the Data Clean menu, 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.
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Clear All Data

This function lets you clear or erases all the stored data from the Device.

a Sy Personnel Device 1 ystem

® QO = PDEY:

& Device Management 2

& Bookmarks~ Y Filters ~

3 Add Delete Add New Area Clear Pending Command Clear Da ta Transfer Device Menu

Serial Number = Device Name = Area = Device IP Status  Last Activity User Count

123 Test Not Authorized - : - -

2 Configurations

Prompt x

Are you sure to clear all the data in device?

o Cancel

Fin

On the Device interface, select the required Devices from the list to clear or erase all the stored data
from the Devices.

On the Data Clean menu, 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.

How to transfer Data
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Data Transfer lets you send the stored data from the Device to the Software.

easyWDM g€ Personnel Device <1 ystem

L "Me Rl Device

& Device Management 2 & Bookmarks~ T Filters ~

Deviceq 3 H

Add Delete Add New Area Clear Pending Command Clear Data Data Transfer e Menu

Device Command @ Serial Number - Device Name <+ Area - Device IP Stat Upload User Data from device

© Message @ e JLEst Motiauthorized : - Upload Transaction from Device
Sync Data To Device
Data

Log

#% Configurations

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

Upload User Data from Device

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

Personnel Device System
Device

& Bookmarks» T Filters » 2. Click here

i e sk ||

| | SerialNumber % Device Name % Area

- ¥ ggmt Fa
B3 socxisaseoo2z | TEST F22 Bangalore 19268/ Upload User Data from device X o
¢ || CKIF202060001 | Auto add Prasanth 102,168, | 3

Employee*  All
1. Select the

device Employee 1D

3. Selectthe
Employee

4_Click here to
Confirm 5

Page |82 Copyright© 2020 ZKTECO CO., LTD. All rights reserved.



EasyWDMS User Manual

On the Device interface, select the required Devices from the list to upload the Users or the
Employees' data to the software.

On the Data Transfer menu, 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 need 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.

Personnel Device System

Device

B Bookmarks~ Y Filters = m

Add  Delete  AddNewArea  ClerCommands  ClearDsta  DetaTransfer  Device Menu

| Serial Number % Device Name % Area %  DevicelP  Status LastAct

| BOEKI84950022 | TEST F22 'B38  Upload Transaction from Device x -
|| CKIF202060001 | Auto add Pra B o

Transaction®  All

3 Enter the Start Time
selected details

End Time

4_Click here to Confirm

Cancel

ivity User Count  Fingerprint Count
[0

3

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

On the Data Transfer menu, 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 All 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.

Personnel Device System

| Serial Number £ Device Name & i ~ BrCount Fingerprint Count Face Caur
Sync Data To Device x I
B sockis49s0022 | TEST F22 3 0
| | CKIF202060001 Auto add 0 3
i — | : i |
Employee o Photo

1. Select the
device

Face

3. Enable disable the No Bio-Photo
required features

" 4_Click here
to Confirm

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 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, Bio-Photo and
Finger Vein).

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

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

Za Sy WDM S‘::' Personnel Device <0 1 ystem

L WMo W=l Device
& Device RIS 2 & Bookmarks~ Y Filters =
Add Delete Add New Area Clear Pending Command Clear Data Data Transfer Device Menu o
Device Command Serial Number < Device Name = Area = Device IP Status Last Activity

123 Test Not Authorized - ! - .
~ Read Information
< Message

Reboot int Count

Enroll Remotely
=
= Data Duplicate Punch Period
D Log Capture Settings

Upgrade Firmware
of Configurations

Functions available under Device Menu

* Reboot

* Read Information

o Enroll Remotely

o Duplicate Punch Period
o Capture Setting

» Upgrade Firmware

o Download File

Reboot

This function lets you restart or reset the Device.
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2. Click here
to reboot

Prompt X

Are you sure to reboot of selected device(s)?

Cancel

3. Confirm
here

» Onthe Device interface, select the required Devices from the list to restart or reboot.
s Onthe Device Menu, click Reboot to restart or reboot the selected Devices.

» Click Confirm, to restart or reboot the selected Devices.

Page |86 Copyright© 2020 ZKTECO CO., LTD. All rights reserved.



EasyWDMS

User Manual

Read Information

This function lets you read or pull Device information.

a Sy Personnel Device <1 Jystem

& Device Management & Bookmarks~ Y Filters ~

3 Add Delete Add New Area Clear Pending Command Clear Data Data Transfer

Device Command Serial Number + Device Name = Area ¥ Device IP Status Last Activity
e | 123 Test Not Authorized = ! =

£ Configurations

Device Men

User Count Fing

Prompt

device

X

Are you sure to read information from selected

o Cancel

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

On the Device Menu, click Read Information to read or pull the selected Devices information.

Click Confirm, to read the selected Devices information.
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Enroll Remotely

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

a Sy Personnel

& Device Management ) i

| | CKiF202060001

1. Select the
device

4 BOCK184950022 | TEST F22

Device System

Y Filters =

Add Delete M@ Enroll Remotely

| | Serial Number % Device Name gj

Bio Type® Fingerprint

Auto add

grhployee 1D*

inger®  (Right Hand)Fore Finger

3. Enter the
required details

4. Confirm here

Cancel

rCount Fingerprint Count Fac
3 0
0 &

Enroll Remotely via software

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

registration.

On the Device Menu, 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, only the Fingerprint

option is available to register.

Employee ID: Enter the Employee's ID for registration.

Finger: From the drop-down list, select the required hand and the finger for use, to register.

Click Confirm, to communicate to the selected Device for registration.
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Duplicate Punch Period

This function lets you in indicating the Employees about the duplication of the punch on the Device by

setting the time duration.

a Sy Personnel Device <_1 ystem

® Q Device
& Device Management 2

& Bookmarks~ Y Filters ~
3

Add Delete Add New Area Clear Pending Command Clear Data Data Transfer Device Menu
> Command Serial Number = Device Name = Area & Device IP Status Last Activity User Count Fingerprint Cou)
123 Test Not Authorized - : - - -
Duplicate Punch Period b

eDuplicate Punch Period (m)*: 1 Minutes

& Configurations

o Confirm Cancel

Set Duplicate Punch Period

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

On the Device Menu, click Duplicate Punch Period to set the time 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.
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Capture Setting

This function lets you set the image capturing mode in the Device.

asy Personnel Device 1 ystem
® Q Device
) B & Bookmarks ~ T Filters =
3 Add Delete Add New Area Clear Pending Command Clear Data Data Transfer Device Menlo
Device Command Serial Number < Device Name = Area = Device IP Status Last Activity User Count Fingerprint
123 Test Not Authorized - ' - - -
Capture Settings *

% Configurations

°Capture*: Capture and Save

Confirm

Cancel

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.
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Upgrade Firmware

This function lets you upgrade or enhance the Firmware of the Device.

asy Personnel Device <€ 1 ystem

& Device Management

& Bookmarks~ Y Filters

3 Add Delete Add New Area Clear Pending Command Clear Data Data Transfer Device Menl.o

Device Command Serial Number = Device Name = Area = Device IP Status  Last Activity User Count Fingerprin
123 Test Not Authorized - 1 - - -

Upgrade Firmware *

Upgrade File*: | Choose file oosen emfw.cfg

g Configurations

o Cancel

On the Device interface, select the required Devices from the list to upgrade the Firmware.

On the Device Menu, 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.

Edit Device Details

Edit function allows you to modify the existing device details.
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asy Personnel Device System Welcome admin @~ 97

sam
& Device Management a . .
2. Edit the details
Add
i Device Name®  TEST F22 i
: : T[STF_". Serial Number* Device IP = ER}
|| Avtoa | (EQN|
Area®  Bangalore Timezone™  Ete/GMT+5:30
Registration Device®  Yes Attendance Device”  Yes
Connection Request Interval(sec)” 10 Transfer Mode®  Real-Time
Cancel
Modify the existing devices
On the Device interface, click the required device or Edit button.
Edit the required detail and click Confirm.
Discontinue the Device from the Software
Delete function lets you remove or discard the existing Devices from the software.
asy Personnel Device <t 1 Jystem
L Q f=ll Device Device Command
& Device Elaayepent 2 & Bookmarks ~ Y Filters ~
Add Delete New Area Clear Pending Command Clear Data Data Transfer Device Menu
Device Command Serial Number = Device Name = Area = Device IP Status Last Activity User Count Fingerprint Count
123 Test Not Authorized - 1 - - -
Message
Data
Log
& Configurations
Prompt X
Are you sure you want to delete the selected 1
item?
o Cancel
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Delete the existing Devices
o On the Device interface, select the required Devices to be removed from the list.

o Click Delete, to remove the selected Devices.
o Click Confirm, to remove the selected Devices from the list.

7.1.9 Device Command

Our Device Command interface facilitates you to 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.

a Sy Personnel Device 1 stem Welcome admin

N ey

Device M: t
& Device Management| 2 & Bookmarks= T Filters =

Delete Clear Commands S S D M A =
Serial Number Device Name Content Operate Date/Time Transfer Time Return Time Return Valu
BOCK184960022 TEST F22 CHECK LOG 2020-06-09 17:09:04 2020-06-09 17:09:08 2020-06-09 17:09:21 Successfu
BOCK184960022 TEST F22 CHECK OP 2020-06-00 17:08:55  2020-D6-09 17:09:08 2020-06-00 17:09:21 Successfu
BOCK184960022 TEST F22 CHECK 2020-06-00 14:56:23  2020-D6-09 14:56:31  2020-06-00 14:56:32  Successfu
BOCK184960022 TEST F22 DATA USER PIN=4 Name=Mm Pri=0 Passwd= Card= Grp=1 Verif... 2020-06-09 14:47:40 2020-06-09 14:48:58 2020-06-09 14:48:59 Successfu
BOCK184960022 TEST F22 DATA USER PIN=1 Pri=0 Passwd= Card= Grp=1 2020-06-09 14:47:19 2020-06-09 14:47:30  2020-06-09 14:48:57 Successfu
BOCK184960022 TEST F22 CHECK ALL 2020-06-09 14:47:16 2020-06-09 14:47:30 2020-06-09 14:48:57 Successfu
BOCK184960022 TEST F22 INFO 2020-06-00 14:47:16  2020-D6-09 14:47:30 2020-06-00 14:47:36  Successfu
BOCK184960022 TEST F22 CHECK 2020-06-00 14:47:06  2020-D6-09 14:47:30  2020-06-00 14:48:57 Successfu
BOCK184960022 TEST F22 CHECK 2020-06-09 14:47:06 2020-06-09 14:47:30  2020-06-09 14:48:57 Successfu
CKJF202060001 Auto add INFO 2020-06-08 16:57:29 2020-06-08 16:57:29 2020-06-08 16:57:30 Successfu
CKJF202060001 Auto add DATA UPDATE BIOPHOTO PIN=111 Type=9 Format=1 Url=iclock/... 2020-06-08 16:57:26 2020-06-08 16:57:29 2020-06-08 16:57:31 Successfu
CKIF202060001  Auto add DATA UPDATE BIOPHOTO ZK_BIO_PHOTO_PIN=default 111 2020-06-08 16:57:26  2020-D6-08 16:57:28  2020-06-08 16:57:28  Successfu
CKJF202060001 Auto add DATA USER PIN=111 Pri=0 Passwd= Card= Grp=1 2020-06-08 18:57:23 2020-06-08 16:57:28 2020-06-08 16:57:28 Successfu
CKJF202060001 Auto add INFO 2020-06-08 16:57:07 2020-06-08 16:57:07 2020-06-08 16:57:09 Successfu
CKJF202060001 Auto add INFO 2020-06-08 16:55:06 2020-06-08 16:55:07 2020-06-08 16:55:08 Successfu
CKIF202060001  Auto add INFO 2020-06-08 16:50:39  2020-D6-08 16:50:39  2020-06-08 16:50:41  Successfu

2 > Total 30 Records 1 Page

¥ Message
Data
D Log

£ Configurations

A brief note about the columns displayed on the Device Command Interface
Serial Number: Displays the unique serial number of the Device.

Device Name: Displays the Device name.

Content: Displays the command content.

Operate Date/Time: Displays the last command operated time.

Transfer Time: Displays the last command transfer time.

Return Time: Displays the last command return time.
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Return Value: Displays the last command return value.

Functions available on the Device Command Interface

Delete the Device commands
On the Device Command interface, select the required Devices from the list to delete or remove
the instructions.
Click Delete 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.

Configure Employee Notifications

Our Message module of easyWDMS eases you, to convey your Organizational announcements to the
Employees. It enables you to set messages to the Employees both as a publicannouncement 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.

easywbMm c¢ Personnel Device <. 1 ystem

L MoKl Device

& Device Management v

Bio-Photo Operation Log Error Log Upload Log Configuration Public

& Bookmarks ~ Y Filters ~

< Messagel 2 < Add Delete Send Message to Device

Device Name Serial Number Start Time
Private None
Data

D log

& Configurations

How to Set Up Public Notification

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

Page |94 Copyright© 2020 ZKTECO CO., LTD. All rights reserved.



EasyWDMS User Manual

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

e¢asy wbMm s¢ Personnel Device <1 ystem

Device Bio-Photo Operation Log Error Log Upload Log Configuration

& Device Management & Bookmarks~ Y Filters =

Q Message 2 Add Delete Send Message to Device

Public 3 Device Name Serial Number Start Time
Private
£ Data
Log

& Configurations

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

A brief note about the columns displayed on the Public Interface
Device Name: Displays the Device name.

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.
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Functions available on the Public Interface

Add

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

asy Personnel Device System

L Q E‘ Public

& Bookmarks~ Y Filters »

SRR Add 5
Device®  --—--—---—- l

Start Time®

Device Mame

1. Click here to add
a public message

Dwration® 60 minutes

2. Enter the Content®
required details

Cancel

3. Confirm here

Add the newly mounted Device

On the Public interface, click Add 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 Confirm to save the newly created message.
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Delete

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

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

Click Delete 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.

a Sy Personnel Device «C 1 Jystem

L “We Wl Device Bio-Photo Operation Log = Error Log Upload Log = Configuration = Public >

& Device Management v & Bookmarks~ Y Filters ~

< Messaged 2 Add Delete Send Message to Device

Device Name Serial Number Start Time

pd Test 123 2020-01-27 00:00:00
Private

o Configurations

Prompt ¥

Are you sure to send the message?

Cancel

Send Message to the Device
On the Public interface, select the required message announcements to send to the respective
Devices from the list.

Click Send Message to Device to send the selected message to the respective Devices.
Click Confirm to send the selected message to the respective Devices.

How to Set Up Private Notification

Our Private interface benefits 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.
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casy WbDM € Personnel Device < 1 jystem

© Q = Wby Bio-Photo Operation Log Error Log Upload Log
5 Bzviee Sanme e M & Bookmarks~ T Filters

2 Message < 2 Add Delete Send Message to Device

Public Employee Start Time
Drata
Log

Configurations

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

A brief note about the columns displayed on the Private Interface
Employee: Displays the unique Employee ID.

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.
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Functions available on the Private Interface

Add

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

Add X

Department Employee Q Selected O

Employee ... First Name Last Name Department Employee ... First Name Last Name

Department
Department °
2 Department
1 Clickto add a 3 Prasanth Department
message 4 Employee 1 Department
5 Department
55 Department
355 Employee 2 Department
6655 Emplaoyee 3 Department
666 Department

2. Selectthe
employee

20 v Total 10 Records 1 Page

Start Time” Duration” 60 minutes

Content™

3. Enter the

required details
4 4. Confirm here

Cancel

Add the Private message details
On the Private interface, click Add 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.

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 Confirm to save the newly created message.
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Delete

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

Delete the 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.

Send Message to Device

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

a Sy Personnel Device <1 Jystem

L “WeW—l Decvice ©  Bio-Photo «  Operationlog <«  Errorlog «  Uploadlog <  Configuration =  Public »

& Device Management -

& Bookmarks~ Y Filters ~

2 Message 2 Add Delete Send Message to Device e
Public Employee Start Time D
| 1 test 2020-01-27 00:00:00 60

S Data
2 Log

€ Configurations

Prompt X

Are you sure to send the message?

Confirm Cancel

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 Send Message to Device to send the selected message to the respective Devices.
Click Confirm to send the selected message to the respective Devices.

Device Data Management

Our Data module of easyWDMS facilitates you in obtaining, authenticating, storing, protecting, and
processing required data to ensure the accessibility, reliability, and timeliness of the data for its users.
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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.
Work Code

Our Work Code interface aid you to create labour codes that are relevant to the services provided by your
organization which eases to identify the different sections of work carried out by the Employees.

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

easy WDM g€ Personnel Device < 1 ystem

Device Device Command Work Code
EpbeviCMana0eent & Bookmarks~ Y Filters =
©» Message Add Delete Send To Device Remove From Device

= Work Code Work Code Name

Bio-Template

Bio-Photo

Transaction
D log

#£ Configurations

On this Interface, you can create a new Work code, modify, or delete the existing Work Codes, and even can
set up or remove the Work Code to the required Devices.

A brief note about the columns displayed on the Work Code Interface
Work Code: Displays the unique work code number.

Work Code Name: Displays the work code name.

Last Activity: Displays the time of the last activity of each work code.

Functions available on the Work Code Interface
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Add

Add function lets you create a new Work Code.

Personnel Device System

is ‘ Work Code

. Click here to add
a Workcode

Work Code*:

Work Code Name*:

2. Enter the
required details

Cancel

3. Confirm here

Add or create a new Work Code

On the Work Code interface, click Add to add or create a new Work Code.
On the Work Code field, enter a unique code number.
On the Work Code Name field, enter the name for the Work type.

Click Confirm to save the newly created Work Code.
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Delete

Delete function lets you delete the required existing Work Codes.

easyWDM s¢ Personnel Device <. 1 ystem

Device Command Work Code

& Device Management & Bookmarks~ T Filters ~

% Message Add De]eteernd To Device Remove From Device

& Data 5 Work Code Work Code Name
1 Test

Worl

Bio-Template

Bio-Photo

Transaction
D log

¢ Configurations

Delete a Work Code

o Onthe Work Code interface, select the required Work Code to delete or remove from the list.
o Click Delete to delete or remove the selected Work Codes.

o Click Confirm to delete the selected Work Codes from the list.
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Send to Device

Send to Device function lets you send or transmit the required Work Codes to the connected Device.

After transferring to the Device, you can set up the Work Code based attendance registration in the Device

which eases to identify your Employees' different type of work process.

Personnel Device System

Work Code

& Bookmarks

Y Filters =

Send To Device X

E Work Code

[~ I

Device® | ----------

3. Select the
device

Cancel

Send the Work Code to Device

On the Work Code interface, select the required Work Code from the list.
Click Send to Device to send the selected Work Codes to the required connected Device.
On the Device field, select the required Device from the drop-down list.

Click Confirm to send the selected Work Codes to the Device.
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Remove from Device

Remove from Device function lets you to remove or eliminate the transmitted Work Codes from the Device.

Personnel Device System

2. Click here

F.emon

™  Remove From Device x B
Tes |
Pevice® | ---——----<-
S 1 S A v Q v
3. Select the device c
O B Auto add
O TesT F22

Confirm Cancel
4 Confirm here o

Remove the Work Code from Device

On the Work Code interface, select the required Work Code from the list.

Click Remove from Device to remove the selected Work Codes from the Device.
On the Device field, select the required Device from the drop-down list.

Click Confirm to remove the selected Work Codes from the Device.

Bio-Template

Our Bio-Template interface aid you to view the registered Bio record information of the Employees.

Page |105 Copyright© 2020 ZKTECO CO., LTD. All rights reserved.



EasyWDMS User Manual

On the Device module, click Data, and then click Bio-Template to go to the Bio-Template Interface.

a Sy Personnel Device 1 Jystem

® Q Bio-Template

& Device Management .
- & Bookmarks - T Filters «

¥ Message

g Data 2 Bio-Type Bio-Index Major Version
Fingerprint
Fingerprint

Fingerprint

Bio-Photo -
6655 Employee 3

. 555 Employee 2
Transaction piay

6
6
6
0
0
0
0
0

D Log

£ Confi gurations

A brief note about the columns displayed on the Bio-Template Interface
Employee: Displays the unique identity number of the Employee.

Biotype: 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.
Serial Number: Displays the Device serial number.

Update Time: Displays the last update time of the Bio-template.

Bio-Photo

Our Bio-Photo interface aid 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.
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Personnel Device © 1 /stem Welcome admin () ™

=[]
:

& Bookmarks » T Filters =

Delete Approve/Reject QR Code Import Bio-Photo P A B |

Employee D First Name  Last Name Email Serial Number User Photo Bio-Photo Register Time Remark Status Approval Time

CKJF202060001 2020-06-08 16:57:02 - Auto Approved 2020-06-08 16:537:(
CKIF202060001 2020-06-08 15:37:58 - Auto Approved 2020-06-08 15:37:¢

CKIF202060008 2020-06-08 10:03:31 - Auto Approved 2020-06-08 10:03:2

Total 5 Records 1 | page

A brief note about the columns displayed on the Bio-Photo Interface
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.

Bio-Photo: Displays the Employee's Device captured photo.

Register Time: Displays the photo registered time of the Employee.

Remark: Displays the comments (Approval or Disapproval reason) updated by the admin.
Approval State: 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.

Personnel Device Systemn Welcome admin

& Bockmarks = Y Filters =

Delete Approve/Reject QR Code Import Bio—M

[ ]/ Em ee irst Name  Last Name  Emai rial NL oto i oto i £ 3 emarl tatus
[ | Employee D | First N Last N Email  Serial Number _User Ph _Bio-Ph Time %  Remark &
OR Code x B
[ - - CKIF2 E W E Bl- Auto Approved
(IIE 2 SCS';;ZEQR B Auto Approved
CRefresh EDownload
[ 6655 gddd - - CKIF2 n- Auto Approved

Cancel
C |2 v n »  Total 5 Records 000 3. Confirm here

Upload Bio-photo using QR Code

On the Bio-Photo interface, click the QR Code to scan and upload the User photo via smartphone
to the software.

Use the smartphone to scan the displayed readable code by the camera.
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» TheURL navigates you to the page displayed below. In case of any error kindly contact your software

User admin.

Employee ID* 0

Remark o

Submit 4

ZKT=ca

Upload Photo: Tap the camera button to capture the User's image for Bio-Photo.
Employee ID: Enter the Employee Identity Number.
Remark: Enter the required information.

Click Submit, to upload the captured photo from mobile device to software.
How to Import Bio-Photo via System

Import Bio-Photo

Import Bio-Photo function lets you import the User photo via software.

Import User Bio Photo

» On the Bio-Photo interface, click Import Bio-Photo to a photo.
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On the Import Bio-Photo window, click +Upload to upload the photo from the local system.

asy Personnel Device <1 Jystem

L Weo Wl Decvice ©  DeviceCommand ~«  WorkCode «  Bio-Template «  Bio-Photo

£ Device Manageme
o Device Management O S mEse T Filters =

bete | Approve | QRCode | mportio Photo i

@ Configurations

Overwrite® No Ignaore Error®  No

*Notice
1.The name of photo must be employee ID.

o Cancel

| | Employee ID First Name Import Bio-Photo %

L1

Overwrite: Select either Yes to overwrite or No if the overwrite is not required from the drop-down list.
Ignore Error: Select Yes to Ignore the error or No to consider the error.

Click Confirm to save and update the Bio-Photo.

Approve the User's Bio-Photo

Approve
Approve function lets you approve the User photo as the registered Bio-Photo.

Approve the User Photo

On the Bio-Photo interface, select the required unauthorized User photo from the list to approve.

On the Bio-Photo interface, click Approve to approve the User photo.
On the Approval window, proceed with the following.

Approval State: Select either Approval Passed or Rejected from the drop-down list.

Overwrite: Select either Yes to overwrite or No if the overwrite is not required from the drop-down list.
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Remark: Enter the description for the approval or the disapproval of the Photo.

Click Confirm to save and update the Bio-Photo.

Remove the Bio-Photo

Delete
Delete function lets you delete the registered, pending, or approved Bio-Photo from the list.
Delete Bio-Photo

o On the Bio-Photo interface, select the required Bio-Photo to delete or remove from the list.

o Click Delete to delete or remove the selected Bio-Photos.
o Click Confirm to delete the selected Bio-Photos from the list.

Upload the Device Data Transaction

Transaction

Our Transaction interface avails 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.

a Sy Personnel Device < 1 /stem Welcome admin

W Q &= | Transaction

% Device Management )
& = B Bookmarks~ Y Filters +

=) =g Upload USB Transaction /s S 9D O e = e
bt 2 Employee ID FirstName  Department Date PunchTime Punch State  Area Serial Number % Device Name  Upload Time

4 Employee 1 Department 2020-08-09 17:09:34  Checkln  Bangalore BOCKI84060022 TESTF22  2020-06-00 17:08

4 Employes 1 Department 2020-06-09 Checkln  Bangalore BOCK184960022 TESTF22 2020-D6-08 17:09:

Employee 1 Department 2020-06-09 4 Checkln  Bangalore BOCK184960022 TESTF22 2020-06-09 17:07:

Department | 2020-06-09 4  Checkln  Bangalore BOCK184960022 TESTF22  2020-06-09 14:58:

Department | 2020-06-09 14: Checkln  Bangalore BOCK1B4060022 TESTF22  2020-06-00 14:58:

Department | 2020-06-09 1 Checkln  Bangalore BOCK1B4060022 TESTF22  2020-06-00 14:58:

Employse 1 Department 2020-03-05 10:0624  Check In Bangalore BOCK184960022  Auto add 2020-06-00 14:47:| EMPloyee ID

Employes 1 Department 2020-03-05 10:06:06 Check In Bangalore BOCK184960022  Auto add 2020-06-09 14:47:||  First Name

Prasanth  Department 2020-02-19 10:56:49 Check In Bangalore BOCK184060022  Auto add 2020-06-00 14:47:  LastName

Department | 2020-02-18  15: Check In Bangalore BOCK184960022  Auto add 2020-06-092 14:47; ~ Department
£ Configurations Department | 2020-02-18 59 Check In Bangalore BOCK184960022  Auto add 2020-06-09 14:47;  Position

Department | 2020-02-18  15:09:57 Check In Bangalore BOCK184960022  Auto add 2020-06-09 14:47: | Punch Date
Department | 2020-02-18  15:06:13 Check In Bangalore BOCK184960022  Auto add 2020-06-09 14:47: " Punch Time
Department | 2020-02-18 150224  Checkn Bangalore BOCK184960022  Auto add 2020-06-09 14:47:  Area
Department | 2020-02-18  15:00:53 Check In Bangalore BOCK184960022  Auto add 2020-06-09 14:47:  Serial Number
Department  2020-02-18  14:58:21 Check In Bangalore BOCK184960022  Auto add 2020-06-09 14:47:  Upload Time

. 10 > Total 184 Recards 1

A brief note about the columns displayed on the Transaction Interface

Employee ID: Displays the unique identity number of the Employee.
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First Name: Displays the first name of the Employee.

Last Name: Displays the last name of the Employee.

Department: Displays the Employee's Department name.

Position: Displays the Employee's Position name.

Date: Displays the last Punch Date of the Employee.

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.

Work Code: Displays the last punched unique Work 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.

Temperature: Displays the detected temperature.

Mask Flag: Displays whether the employee has worn the mask or not.

Upload USB Transaction
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asy Personnel Device <1 System
Device Bio-Photo Transaction
& Bookmarks~ Y Filters ~

Upload USB Transactios

|:| Employee ID First Name Department Date Time Punch State Area Serial Number <

None

Bio-Template
Upload USB Transaction x

Upload File*; | Choose file -ochosen

io-Photo

D Log

#8 Configurations

Cancel

Upload the USB transactions
On the Transaction interface, click Upload USB Transaction 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 Desktop.
Click Confirm, to upload the attendance transaction from the USB device.

Device Logs

Our Log module of easyWDMS facilitates you to view the recorded events or day-to-day activities that have
occurred on the connected Devices.

On the Log module, you can view the list of generated logs recorded on the Device.
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On the Device module, click Log to go to the Log module.

[ T |
Operation Log Upload Log

Operation Log

Our Operation Log interface aid you 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.
A brief note about the columns displayed on the Operation Log Interface

Device: Displays the Device serial number.

Timezone: 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.
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Action time: Displays the time of the action that took place on the Device.

Upload Time: Displays the uploaded time of the action that took place on the Device.

a Sy Personnel Device 1 stem Welcome admin

@ Q = | Operation log

g Device Management .
& e 8 Bookmarks~ Y Filters +

2 Message Delete /72 9 O e =
Serial Number Timezone Administrator Action Object Parameters Action Time Upload Time

BOCK184960022 Etc/GMT+3:30 Power on 2020-06-0917:13:44 2020-06-09 17:16:31
BOCK184960022 Etc/GMT+5:30 Enter menu 2020-06-09 17:11:10 2020-06-09 17:11:13
BOCK184960022 Etc/GMT+5:30 Power on 2020-06-09 17:09:03 2020-06-09 17:10:10
BOCK184960022 Etc/GMT+3:30 Enter menu 2020-06-09 17:08:36 2020-06-09 17:08:39
BOCK184960022 Etc/GMT+3:30 Enter menu 2020-06-09 17:06:58 2020-06-09 17:07:01
BOCK184960022 Etc/GMT+5:30 Enter menu 2020-06-09 17:06:54 2020-06-09 17:06:36
BOCK184960022 Etc/GMT+5:30 Enter menu 2020-06-09 17:06:47 2020-06-09 17:06:49
BOCK184960022 Etc/GMT+5:30 Enter menu 2020-06-09 17:06:39 2020-06-09 17:06:42
BOCK184960022 Etc/GMT+3:30 Enter menu 2020-06-00 14:44:12 2020-06-09 14:48:34
BOCK184960022 Etc/GMT+3:30 5 Enroll fingerprint 2020-06-09 14:42:11 2020-06-09 14:48:33
BOCK184960022 Etc/GMT+5:30 5 Enroll new user 2020-06-09 14:42:11 2020-06-09 14:48:53

€ Configurations

BOCK184960022 Etc/GMT+5:30 Enter menu 2020-06-09 14:41:47 2020-06-09 14:48:53
BOCK184960022 Etc/GMT+5:30 Enter menu 2020-06-09 14:40:27 2020-06-09 14:48:53
BOCK184960022 Etc/GMT+5:30 Enter menu 3061 2020-06-09 14:27:17 2020-06-09 14:48:53
BOCK184960022 Etc/GMT+5:30 Enter menu 2020-06-09 14:27:09 2020-06-09 14:48:53
BOCK184960022 Etc/GMT+5:30 Enter menu 2020-06-09 14:26:57 2020-06-09 14:48:53

2 3 . > Total 325 Records 1

= = Eb G E = ED ED G ED EED ED E E B

Delete

Delete function lets you remove or discard the Devices' event records via software.

Error Log

Our Error Log interface facilitates to maintain 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.
A brief note about the columns displayed on the Error Log Interface

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.

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 the error.
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Upload Time: Displays the error uploaded time.

¢asy WDM s® Personnel Device < 1 ystem

®© Q = gL Bio-Photo Transaction Operation Log Error Log

& Device Management v & Bookmarks~ Y Filters ~
Message Delete

Serial Number Device Name Error Code
Data

Log« 2

Operation Log

Upload Log

£8 Configurations

Delete

Delete function lets you remove or discard the event errors detected by the Device.

Upload Log

Our Upload Log interface facilitates to maintain a record of the transmission of Device commands and
instructions from the software to the Devices.
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On the Device module, click Log, and then click Upload Log to go to the Upload Log Interface.

a Sy Personnel Device 1 stem

Upleoad Log

% Device Management .
& . E— & Bookmarks ~ Y Filters =

Message Delete

Serial Number Event Content Error Count
Data

BOCK184960022 Operation Log

BOCK184960022 Operation Log

BOCK184960022 Operation Log

BOCK184960022 Fingerprint

BOCK1849500
Euarliag BOCK 1849600

5
2 5
2

BOCK18496002

3 2
2

Employee Info
TRANSACT Duplicate:92
Operation Log

BOCK1849600.
BOCK1849600.
BOCK18496002
BOCK184960022 Operation Log
BOCK184960022 Operation Log
BOCK184960022 Operation Log
BOCK184960022 Operation Log
BOCK184960022 Operation Log
BOCK184960022 Operation Log

Operation Log

onfigurations Operation Log

2
2
2
2
2
2

Operation Log

A brief note about the columns displayed on the Upload Log Interface.
Device: 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

Delete function lets you remove or discard the transmitted Device commands'logs from the software to the
Device.

7.5 Configure the Device

Configurations
Our Configurations module of easyWDMS 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 to go to the Configurations module.

Configuration

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

asy wbw g€ Personnel Device <1 ystem

Device Bio-Photo Operation Log Error Log Upload Log Configuration
Device Management ## Device Communication Settings

Message Registration Device (| Disable Filter Resigned | Disable Sync data to the device

Data

Allow Upload New =51 Allow Name (=4
Colopen i G o Cara Upload @EEEED)

Log

Configurations 2
4+ Bio-Photo Approval Policy

Configuration 3 Edie [ Perd
it Pending

Ermployee* Batch Import* Pending

Mobile Pending Device Auto Approved
Upload* Upload*

#* Data Retention Setting(Set 9999 to keep all data)

Transaction® 9999 Command* 90
90 - 9999 Days 15 - 9999 Days

Device Log*® 90 Upload Log* 90
15 - 9999 Days 15 - 9999 Days
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Functions available on the Configuration Interface

Device Communication Setting
This function lets you set up the Device signal for enrollment and data transmission.

Registration Device: Toggle Enable, to allow the newly connected Device to automatically consider as the
Registered Device.

Resigned Filter: Toggle Enable, to automatically eliminate or remove the resigned Employees from the
connected Devices.

Allow Auto Add: Toggle Enable, to automatically add the new Devices to the Software.

Allow Upload Name: Toggle Enable, to automatically upload the Usernames from the Device to the
Software.

Allow Upload Card: Toggle Enable, to automatically upload the Users' Card numbers from the Device to
the Software.

Bio-Photo Approval Policy
This function lets you set up the approval method for the uploaded Bio-Photo.

Employee Edit: Toggle Auto Approved, to automatically approve the captured Bio-Photo of the
Employees.

Batch Import: Toggle Auto Approved, to automatically approve the batch upload of the Bio-Photo.
Mobile Register: Toggle Auto-Approved to automatically approve photo uploaded via mobile device.
Device Upload: Toggle Auto-Approved to automatically approve the photo captured via Bio-metric
Device.

Data Retention Setting

This function lets you set up Device enrollment 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.

Page |119 Copyright© 2020 ZKTECO CO., LTD. All rights reserved.



EasyWDMS User Manual

System Management
Data Management

The Data Management in EasyWDMS ensures acquiring, validating, protecting, and processing the required
data to ensure accessibility, reliability, and timeliness of data to the users.

Database Backup

Database

Database management is important to manage multiple types of user data. It also enables you to perform
multiple tasks at the same time. It increases data consistency by reducing the update errors. The database
also increases data security.

Database backup

Database backup at regular intervals is highly recommended to avoid a network disaster. It helps to restore
the data and its operational state in case of any data loss.
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Backup automatically
This option allows you to back up the data when the day and time are pre-set.

Perform the following steps to back up the data automatically:

Click Backup automatically to back up the data automatically.
A window appears as shown in the image below:

Personnel Device System

‘\_} Q §| Backup

Backup Automatically

b ase L
4. Click here for Database” |
Automatic backup ==

— Database Name*
Save File At®  Dx\
Freguency*® Monthly
Day* 1 Time* 01:00:00

Backup photos
5. Enter the
required details

Cancel

6. Click here
to Confirm

Database: The database type cannot be modified.

Database Name: The database name cannot be modified.

File Storage Location: Enter the location to save the backup file.
Frequency: Select the backup interval.

Day and Time: Select the Day and Time of backup.

Click Confirm after entering the details.
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Backup manually
Perform the following steps to back up the data manually:

Click Backup manually to manually backup the data.
A window appears as shown in the image below:

Personnel Device System

& Bookmarks T Filters =

1. Click here
for manual

-
—

Database -’n-: | oE -‘ = .-I ll'.'-" ]'“! J| ;,"IE-;-' i

—ll

|:| Database Database Name }‘m e ime =

L || mysaL 2 En-ierthe file Backup Manually
location

e File At*

Backup photos

3. Click here
to Confirm

Cancel

Enter the location to save the backup file.
Click Confirm after entering the file location.
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Restore manually
Perform the following steps to restore the data manually:

Click Restore Manually to restore the data manually.
A window appears as shown in the image below:

Personnel Device System

1. Click here to

X Filfers = restore the Database

& Bockmarks =

2. Enter the | —
required details | Restore ¢ [210:48:08

Database Name®
Backup File name*

Restore photos ]

; ¢ :_ Cancel
3. Click here to i ;
Confirm -

Database Name: Enter the database name.
Backup file Name: Enter the file name to be restored.

Click Confirm after entering the details.

Migration
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Data migration is a key factor for system implementation, upgradation, or consolidation. While moving to
a new system or upgrading the existing system, you need to migrate the data to prevent data loss.

The data migration window appears as shown in the image below:

ca Sy WDM S'::' Personnel Device System

© Q= Backup Migrate

&% Authentication -

& Database < 2 Migrate From 5y 7¢Timeweb2.0 Biotime7.0 WDMS5 WDMS6 ZKTime.net3.0

Backup
Database * MSSQL Server

Address *
= Integration

Port #
= Middleware Table

Name*
D Log

User®
£ Configuration

Password*®

Fields to
migrate

Migrate Status |Pendiﬂg ||C\ear Cache|
If Migration didn't execute, click Clear Cache to fix

Test Connection Clear All Fields

Migrate From: Select the software from which you want to migrate the data.

Database: Select the Database type.

Address: Enter the IP Address of the Database.

Port: Enter the port number to connect to the Database.

Name: Enter the Database name.

User: Enter the Username.

Password: Enter the Password.

Fields to migrate: Select the fields which you want to migrate from the software.

After entering the migration details, click Test Connection. If the connection is successful, click Migrate.

Notes: If the data is not migrated, clear the Cache memory, and try again.
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8.2 Integrating and Exporting Data

Integration

Data integration combines data from several distinct sources. The data stored using different technologies
are combined to give a unified view of the data.

8.2.1 Auto Export

Auto Export allows you to export the data to a selected directory on a local or network drive. The data will
be auto exported based on the selected date and frequency.

Add an auto export template
Perform the following steps to add an auto export template:

o Click Add to add an auto export template.
A window appears as shown in the image below:

a Sy Personnel Device System. 1 Welcome admin

® Q E| Autobport

Authenticatio
uthentication 8 Bookmar| Add

Database Code’

Integration 2 File Name

Data Template

3

Middleware Table {emp_codelitlfirst_namelt{last_namelit{dept_codelitidept_namel\tidate)\titimeNtiverify_typel\tipunch_statel\tiwork_
codel\ticard_numberlitiarea_namel\titerminal_slias/\titerminal_snj\rin

D Log

o FormatSetting  Data Filter Setting  Export Time Setting  Export Path Setting

Date Format™  yyyy-MM-DD Time Format*  HHmmm

. File Format® Tt
D Digits" 0

m Cancel

Name: Enter the name of the auto export template.
Code: Enter the serial number of the template.

File Name: Enter the file name to be exported.
Date and Time: Set the date and time.

Department: Select the department to export the data.
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Notes: If none of the departments is selected, the attendance data of all the departments will be
auto exported.

Area: Select the area to export the data.
Notes: If none of the areas is selected, the attendance data of all the areas will be auto exported.

Data Template: To set the data template, drag the required fields from the right of the interface to the text
box.

Notes: By default, all data will be auto exported.

Short Date/Short Time: Set the time format.

Frequency: Select export frequency. It can be Monthly/Weekly/Daily.
Day: Select the export day.

Search by: Select the search criteria. Upload Time represents the data uploaded time. Punch time
represents the attendance recorded time.

Interval: Set the interval to export the data.
File Format: Set the file format of the exported file. It can be xls, CSV or txt.
Time Point: Set the time to export data.

Include Today: Select Current to export the data after the specified time. Select Previous to export the
data before the specified time.

Export Path: A new folder will be created in \files\temp in the installation directory of the local computer
to store all the exported files.

FTP Server: Select the FTP Server. When the attendance data is exported, it will be saved on the FTP server.
FTP Path: Set the existing folder name in the FTP server. The exported files will be saved in the
corresponding folder of the FTP server in the file format of "/ABC/" (ABC is the existing folder on the FTP
server).

Email: When an Email ID is set, the exported files will be sent to it.

ID digits: Set the length of the Employee ID. If the length is insufficient, 0 will be appended to the Employee
ID.

Click Confirm to create an auto export template.

Manual Export

Perform the following steps to export the attendance data manually:
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Select the template and click Manual Export.
A window appears as shown in the image below:

Personnel Device System

Auto Export

& Bookmarks

E Code

1

Manual Export X

Start Date © E

End Date *

Search By Upload Time

3. Enter the
required details

Cancel

Start Date/End Date: Set the data export period.

Search by: Select the search criteria.

Upload Time: The data will be searched based on data uploaded time.
Punch Time: The data will be searched based on attendance time.
Click Confirm after entering the details.

Delete an auto export template

Perform the following steps to delete an auto export template:

Select the template and click or icon of the corresponding template.
On the appearing pop-up, click Confirm to delete the auto export template.

System Logs
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Log

Log collects and displays all the data-based operations/events/actions of a system. It helps you to track all
the interactions through which the data, files or applications are stored, accessed, or modified. The log
record consists of the following fields:

Personnel

% Q = [

Backup

& Bookmarks«

= Integration e
admin
Middleware Table admin
admin
D Log ) admin
admin
3 admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
adrmin
admin
admin
admin
admin
admin
admin

IP Address

127004
127004
1270041
127004
127.000
127001
1270000
127,000
127000
127.00.1
127.0041
127.004
127000
127004
127004
127000
127000
127001
127.004
127.000
127000
127000
1270041

User: The user type of action.

Device

Migrate

T Filters =

Actlon Time

2020-01-27 111421
2020-01-27 17:10:50
2020-01-27 165705
2020-01-27 165703
2020-01-27 15839
2020-01-27 16:56:36
2020-01-27 16:56:30
2020-01-27 1&55:35
2020-01-27 185457
2020-01-27 16:44:10
2020-01-27 15:38:01
2020-01-27 15:01:27
2020-01-27 123742
2020-01-27 11:01:57
2020-01-27 11:01:48
2020-01-27 10:55:49
2020-01-27 10:5108
2020-01-27 10:08:36
2020-01-27 10:08:30
2020-01-27 025710
2020-01-27 025705
2020-01-27 05608
2020-01-27 09:55:34

System 1

Auto Fxpart

Actlen

Add

Add

Impart Bio-Fhata
Import Bio-Phato
Import Bio-Photo
Import Blo-Fhoto
Impaort Bio-Fhato
Delete

Import Bio-Photo
Add

Add

Add

Add

Legin

Logout

Login

Logout

Legin

Logout

Login

Logout

Legin

Login

IP Address: The IP address of the user's system.

Department

Positlon

Action Category  Object

Private Message
Public Message

Bio-Phata
Bio-Photo
Bio-Phote
Bio-Photo
Bio-Fhoto
Resign

Bio-Photo

Resign object

‘Work Code TerminalWorkCode object

Drevice
Resign
Employes
User
User
User
User
User
User
User
Usexr
User
User

123

1 test
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin

Action Time: The actual time of the execution of the action.

Action: The action performed by the user.

Employes Log

Status

Suceess
Success
Success
Success
Suceess
Success
Success
Success
Success
Success
Success
Success
Sutcess
Success
Success
Success
Success
Success
Success
Success
Success
SuCcess
Success

Description

Employee=(]5tart Time=2020-01-27 00:00:00,Duration=80,Content=hi
Device=]> 5tart Time=2020-01-27 00:00:00,Duration=60,Content=hi
File=1jpg, Overwrites0,Ignare Error=0

File=1.jpg,Overwrite=0Ignore Error=0

File=testjpg Overwrite=1,Ignore Error=1

File=testpg, Overwrite=1,Ignore Emror=0

Flle=test.jpg, Overwrite s, ignore Error=0

File=ZK logojpg Overwrite=0/Ignore Error=0

‘Work Code=1,Work Code Name=Test

Serial Number=123,Device Name=Test Area=Not Authorized
Employee=]= Resign Date=2020-01-27 Report Generation End Date=2021
Employes 1D=1,First Mamestest,Last Name=123, Department=Departmen

Action Category: The content type of the action (The module in which the action is performed).

Object: The output of the action.

Status: The status of the action. It can be successful/Failure.

Description: The short statement of the outcome of the action.
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