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Company:
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— Company
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To add a new company:

Add a new Company

Compaty Mame |I:|:|m|:uanj..I

| #dd || cancel |

- In the Company Name field, type your company name
- Press Add, your company name will be appeared in the “Company Management”
table above.
To edit a company:

- Move your mouse to the blank in front of the row you want to edit user and click

Srmpe e Ha-ageme

Zamzany tlamz b ombc of DJerasmzrkz: Mu~bz1 o Enrploycc:
L cfa.l: Corparg | 14
| ferean | |

- Right click and select Edit
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- In the Company Name field, edit your company name and press Update



Update a Comparny

Company Mame |E|:|m|:|an_l,l 1

[ |lpdate ][ Cancel J

To delete a company:
- Move your mouse to the blank in front of the row you want to edit user and click

Srmpe e Ha-ageme

Zamzany tlamz b ombc of DJerasmzrkz: Mu~bz1 o Enrploycc:
L cfa.l: Corparg | 14
| ferean | |

- Right click and select Delete
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- Click Yes

Confirm!

Department:
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To add a department to a company:

Add a Departrent
Compary | Comparny v
Sup - Department Root W

Ciepartment M ame 'jEF' 1_|

| add || cance |

- In the Company field, select a company you want from a list containing records

you have previously entered by clicking the search icon. -
- Select Root in the Sup — Department field
- In the Department Name field, type name of department and press Add

To add a child department to a mother department:

Add a Department
Company Compaty W |
Sup- Department | dep 1 v |

D epartment M ame F!E:F'J z 1|

sdd || Cancel |

- In the Company field, select a company you want from a list containing records

you have previously entered by clicking the search icon. -

- Select name of mother department you want to add in the Sup — Department
field.

- In the Department Name field, type Child Department Name and press Add.

To edit a department:
- Move your mouse to a company which has a department you want to update and
click the plus button in front of company name and mother department name. All
departments will appear.



[=- Compary

H Jazmine - dep |
= Compaiy = . j:p ::12
- dep 1 deE 1'3
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dep 3 dEE 5

Select department you want to edit and right click.

=1 Compary
= dep1
dep 1.1
dep 1.2

dep 2
dep 3

- Select Update.

= Compatiy
= depl
dep 1.1
dep 1.2

dep 2 Update

dep 3 Delete

In the Department Name field, retype your department name and press Update.
The entry is saved.

|Ipdate a Department

Company | Compaty w |

Sup - Department | dep 1

[ £

Ciepartment Mame |dep'|_3

Ilpdate ][ Cancel

To delete a department:

Move your mouse to a company which has a department you want to delete and
click the plus button in front of company name. All departments will appear.
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Select department you want to delete and right click

= Compary
= dep
dep 1.1
dep 1.2
dep 2
dep 3
- Sclect Delete.
= Caompaty
= dep
dep 1.1
dep 1.2
dep 2 Update
dep 3 Delete
- Click Yes.

\":{J Are you sure you wank to delete this department? This cannat be undaone,

L Yes ] [ Mo ]

Employee

ﬁ Employes




To add a new employee
Add Mew Lmployes

Add Y= ] o=y
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- In the Company field, select your company name by clicking the search icon. -
- In the Department field, select your department name by clicking the search

. e |
icon. —
- In the Working Calendar field, select your working calendar by clicking the

search icon. ¥

- In the Employee Number field and Payroll number field: will be assigned
automatically by the software.

- Enter your first name and last name in the First Name field and Last Name field.

- Enter your phone number in the Phone Number field.

- In the Address field, enter your address.

- Type your job title in the Job Description field.

- Enter your birthday, joined day and left day (if possible) in the Birthday, Joined
Day and Left Day field.

- If you want to change your terminal, just click Change button. The below table
will appear.
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+ If you want to add a new terminal, just choose another available
terminal in the right of table, and then click Add Terminal(s).
+ If you want to remove a registered terminal, just choose one of
registered terminals in the right of table, and then click Remove Terminal(s)
+ Click Finish.
- Click Add.

To edit an employee

- Move your mouse to the blank in front of the row you want to edit user and click.
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- Right click and select Update
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- Edit any information you want to change and press Update



[ Uipdate Employee

Updaz Enzlzpee
o Il:u n_am ¥ L epranerd IJ_ z = winsiry Zdernda
L nobonr=e kumber P | | 'awzl Mumber =R 1 Er'l
| rst Y =rie I;:Ei"c | s e T A )

_______ ey = o [ el
'me bosher ||:|'13: HE0 213 Addirss Z Fa-tror-Ecal

oh Eeseoplinn |azesuslatt rhds =] -0 v s
dizem D (L1 @ ennn = I =t Ta= L1 -0

l Upzae ” Cznza J

To delete an employee

- Move your mouse to the blank in front of the row you want to edit user and click.

i Emzlosect urbsa- k- zme -ch Jesripiion Paxol Hamzer akirgCakeada O
1 | & Jazming

2 ' [ | Fraglarirer 15'1 wi =4

E e —— IE wl el

- Right click and select Delete
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- Click Yes.

Are you sUre?
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To view employees of a department of a company

Enpdov=n =g w1

Cor =i E.llll-cﬂf A Dopa m=id e ™ ‘-l |_ g Ep_bova=s

| 2 h J [ f= Frepley=e Jaee Frone “reira J [ Impl B=mclir ]

l Lodbeal —pooes ][ Serd Tmaknges Coats To Termnal J[ [t rf e ]

T=imin-|

E Fra=lweel, b be=rar rh naipting Peyrnl Hoam-rs WakirgCakardy Sasicha=d

i 1 ! o o 1] g

el

3 Al diar | mlecliag REE wl

- In the Company field, select company you want to view by clicking the search

icon. l'
- In the Department field, select department you want to view by clicking the

search icon. l'
- Click View. All employees of this department of company you choose will
display.
To import file from MYOB 16.0.1

- From MYOB, go to Card File Command centre and click Cards List.

B ABC - Command Centre

CARD FILE

E m ﬁ 1 h | E
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- The Cards List window appears.



Note: Please ensure that all the Card IDs are in numbers only. FacelD does not
support other formats.
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- Next, go to File menu, select Export Data, select Cards and then select
Employee Cards
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- The export file window appears

[ Export File

X

Ewport Employess

Zxport File Farmat: | Zomma-separated -
First Record is: | deader Record -
| dantifiars: |
Postcode:
Custom List #1: | =
Custorn List #2: | E_”
Custom List #3; | =l

:"?' Cancel ‘ | Continue |

Help F1

+ In the Export File Format field: select options you want to display.
+ In the First Record field: select options you want to display.



+  Click Continue. The window below displays

i) Export Data FZ]

LClizk the MY LB Fields in the order that voy waizh o export hem.
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+  Click Match All and then click Export.
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+  Choose Destination you want to store your file and click Save.



Save As
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by Recent
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by Computer
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Save as lype: 1 Text Files [ T=T]
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+  The file you have just saved look like this:
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From FacelD Application, go to Employee menu, click Import from file

[ [mport from file ]

, choose the file you have just saved above and press Open
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+  Click View. All employees who imported from MYOB display
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To export to file

E=port kafile ]

- Click Export to file [
and click Save.

and then choose Destination to export file
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To print an employee report

Click Print

The employee list will be generated.
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To get employee from terminal: just clic

Kk [ et Employes Data From Terminal ]



Terminal

lﬁ Terrminal

To add a new terminal

Add Mew Termirnal

Terminal M arne | Ter2 |

IPéddress  |_10.0_.0_.102 |

&dd

- In the Terminal Name field, type your terminal name.
- Enter IP address in the IP Address field.
- Click Add.

To edit a terminal

- Move your mouse to the blank in front of the row you want to edit user and click.

E Tennrial a1 F ol dieee:

- Right click and select Update

Tmra Masagume

| Tr=it A M Mo
b
i [Tr Jaedy rnine
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- Change name or IP address and click Update.



Ilpdate Terminal

Terminal M arne | Terl |

IPaddiess  [100_.0_.105 |

Update ][ Cancel ]

To delete a terminal

- Move your mouse to the blank in front of the row you want to edit user and click

[ Tennral 4

- Right click and select Delete

L eimn=l M- sg=men:

| el Yamne Il &deress

LI
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| “mlets

- Click Yes

\ ? ) Are you sure you want to delete this Terminal? This cannot be undone,

[ Yes J [ Mo




Working Calendar

YWiorking Calendar I

To add new working calendar

[ Add new working Calendar

- Click button ] The table below will appear.

Add New Working Calendar

M arme | |

Select Working D ays
[] Monday

[] Tuesday
[ wednezday
] Thureday
] Friday

[] Saturday
[ Sunday

[ et ][ Caricel ]

Step 1: Enter name of working calendar, select working days and press Next



B Aded New Warking Calendar [= 1/ %]
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Step 2: Select regular working hours

EH Add New Working Calendar
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- In the Entry field, select the time which the employee is supposed to start work.

- In the Exit field, select the time which the employee is supposed to leave work.

- In the Grace Forward to Entry field, enter the number of minutes by which an
employee may arrive early and still get clocked in on time.

- In the Grace Backward to Exit field, enter the number of minutes by which an
employee may leave late and still get clocked out on time.

- Inthe Earliest Entry allowed field: enter the earliest time which employee is
allowed to clock an entrance.

- In the Latest Exit allowed ficld: enter the time which employee is allowed to
clock an exit.

Step 3: Build break times and press Next
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Step 4: Set working days rate. Choose hours by clicking the icon > and select rates by

clicking the search icon. M After that, press Next.



Note: If you want to add another rate which is not include in rate list, just choose
Custom Rate and then type the rate you want and press Add.
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Step 5: Set non—working days rate. Similar to step 4 and press Next
Note: If you want to add another rate which is not include in rate list, just choose
Custom Rate and then type the rate you want and press Add.



£ Add New Working Calendar
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[ Add ][ Cangel ]
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Step 6: Set holidays.
To add holiday:
- Choose any day from the calendar you want to set Holiday and press Add. The
Add Holiday window appears

G Add Holiday

~Add Haliday

[rate 1442

Dreszcription

| add || cance |

- Enter description of these holidays and press Add.



(% Add Holiday

&dd Haliday

Ciate. 1442

Diescription Tet Holiday

| add || Ccancel |

To remove Holiday

- Move your mouse to the blank in front of the row you want to delete and click

Set Holidays

| Holiday | Diegcription

- Press Remove.

Set Holidaps

i Huoliday Descri’ptiun

&dd

Remove |

- Click Next



Step 7: Set holidays rate. Similar to step 4, and then press Next
Note: If you want to add another rate which is not include in rate list, just choose
Custom Rate and then type the rate you want and press Add.

{5 ndd Mew Warking Calendar
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Step 8: Set pay period. Select one of options you want to pay by clicking and then press
Finish.
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To preview a working calendar

Move your mouse to the blank in front of the row you want to edit user and click
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- A working calendar preview window appears.



¥ Working Calendar Proview
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To edit a working calendar

* First way

- Move your mouse to the blank in front of the row you want to edit user and click
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- Select Edit
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- Update any data you want to change from step 1 to step 8 and then press Finish

Glep1 | giep 2| S1ep 3| Step 4| Step 3| Sep 3| Swep 7 Sep 3

Mare w1

Sl vatrnsinng Nz
W] Mondan

7] Taescey
W] whednemcay
1 Towasday
| Fiida,

T Sauday
7] s

[ oot ][ Lancel ]
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*

Second way:

- Move your mouse to the blank in front of the row you want to edit user and click
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- Select Preview
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- A working calendar preview window appears. Click Edit



¥ Working Calendar Proview
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- Update any data you want to change from step 1 to step 8 and then press Finish

Update Working Calendar
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= Lpdale Working Celendar
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To delete a working calendar
- Move your mouse to the blank in front of the row you want to edit user and click
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- Select Delete
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- Click Yes.



‘?/ Are you sure wou want to delete this working calendar? This can not be undone.
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User Management
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To add a new user:

Add rnew User
Employes Mumber | 1 Jasmine Le W I
Mew Pazzword |esssse | Retype Mew Password | eeesss
Aiocess
Uzer Management [] Terminal M anagement
[ 1 Company/Department Management [ ] Working Calendar Management
Employee Management Aftendance Management
| add || cancel |

- In the Employee Number field, select employee number from the searching

. W |
con—! .

- In the Password field, enter your password.

- In the Retype password field, retype your password.

- Inthe Access field, choose options you want to assign employee by clicking the
blank in front of every option.

To edit a user:

- Move your mouse to the blank in front of the row you want to edit user and click.
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- Click right click and select Edit
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- Change your password or any options you want and then press Update.

Ipdate Uzer

Emplopes Number |

Paszward |'l" | Retype passwaord (L L
Access
[] Uszer Management Terminal Management

i:f:umpan_l,l.-"Department b anagement “Wiorking Calendar Management

[] Employee Management [] Attendance Management

[ Update ][ Cancel ]

To delete a user:

- Move your mouse to the blank in front of the row you want to edit user and click
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- Click right click and select Delete
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- Click Yes

Confirm!

\3‘:) Areyou sure vou want to delete this user? This can not be undone.

| [ m |

Attendance

ll Altendance

Attendance Log

To add a new attendance record

ﬂ Add Mew Attendance Record

Add Maw Atendence Record

Empoyes Mumnber i 1 v |

Empayes Mams |Jasmi’|e Le

Date 110/02/2010 “|

Time | F5533 M 3|

Temninal | = notworking

Mote

[ add J Cancel
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I3 Add New Attendance Record = = z|

Ald MNew Attendancz Rerord

Employee Number | 1 4

Emplayee Name i_J_air!'l_ir_'le Le

Date [ 104022010 v

Time | 7:0%41 PM =

| lerminal T 1z nat warking

M ote

| a4 || carcel |

- In the Employee Number field, enter employee number.

- In the Employee Name field, enter Employee name

- In the Date field, type the day you want to enter data.

- In the Time field, type the time employee check in or check out.
- In the Note field, just make a message you want to note.

- Press Add

To view Attendance Log:
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- Goto Attendance Log.

- In the Company field, choose the Company Name from the searching icon.1|.
- In the Department field, choose the Department Name from the searching icon.

v
- In the From field and To field: choose the period you want to view Attendance
Log.



- Press the button . All information including Employee Number,

Employee Name, Date, Attendance Detail, Total Hours and Note will display in
the table below.

Attendance Report

To view Attendance Report

| Lolecholloepdaie g o 12 eaks Sllerpdaize M2

Uiy [Lanay (%] Lt (4] | L
Fam | Lrzerir w| T- LN o
[ Miae Fapls ” Esanl lufdl = || L R RIEA=
|
[ “rek, me boombe Cropcne= e Cae Alepds = Desl Tk [loas Zawl
» 1 L B Ukland | Temanl a0 zLe Nl o e

Twerme el 177

- In the Company field, choose the Company Name from the searching icon. =

- In the Department field, choose the Department Name from the searching icon.
v

- In the From field and To field: choose the period you want to view Attendance
Log.

- Click the blank in front of “Show Chart” if you want to see chart.

- Press View Reports. All information including Employee Number, Employee
Name, Date, Attendance Detail, Total Hours and Chart will appear in the below
table.

Note: The total hours in the Attendance Log site and the total hours in the
Attendance Report site are different. The total hours in the Attendance Log site is
the period of time which an employee is in work exactly while the total hours in the
Attendance Report site is the period of time which is used to calculate salary for
employees.

- If you want to export the Attendance report to MYOB, just Click the button
| Export to MY0E I

Save As

. A Save As window appears. Chose the destination and press




Save in; | ﬁ Deskiop

E IDM';.f Diocuments
@ 'f My Computer
ty Fecent ‘-'&M':.f Metwaork Places
Documnents ICidata

- iiFace
@ [ CiFacelDAppYEELa
Dezktop E..'S':'Fts
E‘ﬁ Facell App
v i Shorteut ko Face
",

by Documents

by Computer
File riame: |E3401438521 2500000 vl [ sae |
by Metwork: Save as type: | Tewt files [* k) w | [ Cancel J

To collect Attendance Data from Terminals

L Collect Attendance Data from T erminals

J

- Just click the button

To view TimeSheet

Reprocess

“ﬁ Feprocess:

To reprocess employees
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- In the Company field, select the Company Name from the searching icon EI

- In the Department field, select the Department Name from the searching icon EI
- In the Working Calendar field, select one of type of working calendar from the

searching icon EI

- In the From field and To field: choose the period you want to view.

- Click View Employees. All employees appear in the below table.

- If you want to reprocess all employees, press Select All; if not, just click the
employee you want to reprocess.

- Press Reprocess.

'*1 Reprocess Status

F'ru:u:essing:' 212 iecords [Froceszed: 2j

T T T

2 atkendance records reprocessed,

- Press OK and then Close
Setting
os Sething
To back up data
Backup

Scheduled Backup

@ Daly &t |1200008M %

) Weekly  on Mondan | s [12:00.00 4 |

Backup To IE:'&Dacuments atd Settingsh) sz Let, | [ Select Falder J

Remind me to backup if backup file iz older than |1 ¥ davls)



Press Select Folder, choose the destination to store the backup.
- Click to select any option you want.
- Click Backup Now

To restore the backup

Festore

i Restore from the lastest backup

%) Restore from manually chozen file

Restare From |E:\Dncuments and Settingzh az Ley | [ Select Fil l

Save Seftings

Click to choose one of two options you want to restore your backup file.
Press Select File and then select your backup file from the destination you stored

if your option you chooses is Restore from manually chosen file. After that,
click Open

Lok ir: |@ Desktop v T EF B

Ty |Ij1::| My Documents

4 :; | -j My Computer
My Recent 'igrw Metwork Places
Documents ||Jj data
? | TiFace
I -
LS | FacelDappyBELa
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by Documents

by Computer
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- Press Restore Now

:“!‘) Current database will be overwritken, This cannok be undone, Are vou sure?

[ Yes ] [ Mo ]

- Click Yes
Restore Complete
- Click OK
- Click Save Settings
Settings saved,
- Click OK

To set up Face ID Application

- Insert your CD into your computer.

— L
5 P setup.exe
| LG0T} Setup

- Select setup.exe. ==

- Click double click to open this file. A Face ID App. window appears



i FacelD App

Welcome to the FacelD App Setup Wizard

The inztaller will guide vou through the steps required to install FacelD App on your computer.

WARMNIMG: Thiz computer program ig protected by copyright law and international treaties.
|Inauthorized duplication or distribution of thiz program, or any portion of it, may rezultin sevens civil
or criminal penaltiez, and will be prozecuted to the masximum extent pozzible under the law,

Note: In case, there are not enough components to carry out installation. A
FacelD App Setup window will appear first to install anything which is
necessary for supporting Face ID Application installation.




&% FacelD App Setup &]

For the following components:

|_HET Framework 2.0 [x86]

Fleaze read the -fl:ullcuwing licenze agreement. Press the page down key to
zee the rest of the agreement.

MICROSOFT SOFTWARE SUUPPLEMEMTAL LICEMSE TERMS E
MICROSOFT .MET FRAMEWDORE 2.0 Tk
MICROSOFT wiNDOWS IMSTALLER 2.0 =
MICROSOFT wiNDOWS INSTALLER 3.1

icrozoft Corporation [or bazed on where you live, one of itz affiliates)
licenzes this supplement ta vau, | wou are licenzed to use Micrazaft
Windows operating svstemn zoftware [the Msoftware'], pou may uze
thiz supplement. 'ou may not wze it if you do not have a license for
the software. ou may uze a copy of thiz supplement with each
walidly licensed copy of the zoftware.

|§| 1 Wiews ELILA for printing

Do you accept the terms of the pending Licenze Agreement?

[i€

|f you chooze Don't Accept, ingtall will cloze. To install vou must accept
thiz agreement. )

Li Accept | [ Don't ccept

Press Accept to start installation of components

(FNRRWN RN AR RRUR RN AR AR RN R RRRRRRAR )

- Press Next



i FacelD App

Select Installation Folder

The ingtaller will ingtall FacelD App ta the fallowing falder,

Toinstall in this folder, click "Mext”. Tonstall to a different folder, enter it below or click "Browsze",

Folder:
C:AProgram FileshSwinburnehFacel D Apph [ Browse.. ]
| DiskCost. |
[nztall Facell App for yourself, or for anvone who uses thiz computer;
(%) Everyone
7 Just me
Cancel ] [ < Back ] [ et » ]

Select installation folder, choose options which install for yourself or anyone who
use your computer and then press Next



i FacelD App

Confirm Installation

The inztaller iz ready ta install FacelD App on vour computer,

Chck "Mest'" to start the installation.

Click Next to start the installation.




i FacelD App

Installing FacelD App

FacelD App iz being inztalled,

Fleasze wait...

Cancel Bact [ it

- Click Close after finishing installation Face ID Application.



i& FacelD App

Installation Complete

Facelll &pp haz been successfully inztalled,

Chck '"Claoze" o exit,

Pleaze uze Windows pdate to check for any critical updates to the -MET Framework.

Cancel Back Cloze

Open the folder which you installed your Face ID Application and select
FacelDAppYBELa.exe

: FacelDAappVEELa

LY Swinburne

FaceIDAppVBEta.exe to start using this application.



