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

ZK 7 is a registered trademark of ZKTeco. Other trademarks involved in this manual are owned by their
respective owners.

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

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

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

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

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

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

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

This manual and the information contained therein may include technical, other inaccuracies or typographical
errors. ZKTeco periodically changes the information herein which will be incorporated into new
additions/amendments to the manual. ZKTeco reserves the right to add, delete, amend or modify theinformation
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 improvement /better
operations of the machine/unit/equipment and such amendments shall not give any right to claim any
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compensation or damages under any circumstances.

ZKTeco shall in no way be responsible (i) in case the machine/unit/equipment malfunctions due to any non-
compliance of the instructions contained in this manual (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.in

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

B-1, Khata no. 31, Devasandra Industrial Estate, BBMP KR Puram,
Whitefield Main Road, Mahadevapura, Bengaluru - 560048.
080 6828 1342

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

To know more about our global branches, visit www.zkteco.com.

Pa g e|3 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.


http://www.zkteco.in/
mailto:sales@zkteco.in
http://www.zkteco.com/

ZKBio Time Cloud User Manual

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

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

This manual introduces the operations of the ZKBio Time Cloud

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

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

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

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

Our software gathers all the distinct information and gives you the best interactive view of the data and records
ona singleinterface.

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

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

Vendor role can be set using the link Join as vendor

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

Sign Up as an Admin

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

Biometric and personnel-

management solutions provider

Enter Email Id and Mobile Number.

Create a password as per given conditions.

X @

(1)ZKBioTime Cloud

Sign in to your account

Welcome back!

B Con .biotimecloud.minervaiotdev.com:37788

VERIFY COMPANY (.

Sign Up

Don't have an account?

Copyright ©2025 ZKTeco.All rights reserved.

Click to agree on the terms and service of ZKBio Time Cloud and click on Sign Up.

Pagell2
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@
(1)ZKBioTime Cloud
Sign up for your account
Er
¥ i
Fill in all the
required details @®
Confirm Password *
Biometric and personnel- @
management solutions provider

By signing up to BioTime Cloud, [ agree to the Te: Click to Slgn Up "y

Click to agree to the
terms and service

Already have an account? SIGNIN

Copyright ©2025 ZK Teco All rights reserved

= Theapproval email is sent to your email ID. Open the email and click on Activate Account.

Activate Account

()ZKBioTimeCloud

Dear user,

Thank you for signing up! Te complete your registd Click here to activate
please click the button below to proceed: account

Activate Account

If you did not request an account with us, please disregard this email or contact
our support team if you have any concemns.

Best regards,
ZKBic TimeCloud Support Team

Download our app for a seamless experience:

Follow us for updates:
[

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

india@zkteco.com

Copyright 2025 ZKTeco.All rights reserved.
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= After clicking Active Account, you will be redirected to the webpage shown below. Click on Create a
New Company.
= Enter a new company name and click on Continue.

@
(§ZKBioTime Cloud
Create a company
Company Name *
Company Domain *
m minervaiotdev.com:3 7788

Lecation *

Biometric and personnel-

management solutions provider

Copyright ©2025 ZKTeco All rights reserved.

New Company Created

Congratulatiens! Your company, ANISH, has been successfully created on ZKBio TimeCloud.
Here are the details of your new company:

» Company Mame:/

« Company Domain:

= Country:
* Timezone:
» Created On:

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

management.
Go to Dashboard

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

Best regards,
ZKBio TimeCloud Support Team

Downlead our app for a seamless experience:

P> Google Piey

Follow us for updates:

A M4 sl [
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= Once the company name is entered, you will be redirected to the home page, which is the Admin’s
dashboard.
UZKBioTimeCloud Compaay Complements Employee Device GPS  Anendmce Access Reports System  Apps ™ & oEMo
;.‘ z.;l;l Emplayes 2:‘ :e.-.:rj\.u: ,E] :--;:L\e-.-‘-_ Total Mobale 2

= REAL TIME DATA
56
Present Check In Staff{® & Qty)

Absent Seaff No Check In (% & Q)

Work Hours

Today

3.1 Login/ Sign in as Admin

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

2. Clickon * icontoChangelanguage.

Click here ta visit hame
web page

Click here to visit the
home web page
#]

({)ZKBioTime Cloud

Sign in to your account

Change language
Welcome back!

Q - :
Espafiol(Mexican)
Select )
Language
Takge by

-
biotimecloud.minervaiotdev.com:37788
Biometric and personnel-

management solutions provider

VERIFY COMPANY

Don't have an account? SIGN UP

Copyright ©2025 ZKTeco.All rights reserved.
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Open the ZKBio Time Cloud application in the browser. Create an account as per instructions. In the Sign In
page, enter the Email ID and Company Name.

@

({)ZKBioTime Cloud

Sign In to your account
Enter Email-ID

.biotimecloud.minervaiotdev.com:37788

Welcome back!

Biometric and personnel-

management solutions provider

Don't have an account? SIGN UP

Copyright ©2025 ZKTeco.All rights reserved.

e Enter the password and click on Sign In.

({)ZKBioTime Cloud

Sign in to your account

Welcome back!

biotimecloud minervaiotdev.com:37788

Enter the Password

Biometric and personnel-

management solutions provider

o

Remember password

Click to Login

Forgot password?

Copyright ©2025 ZKTeco All rights reserved.

3.1.1 Forgot/Reset Password

In case the admin forgets the password and if enters the wrong password, it shows like this “Login failed,

Pag e|‘|6 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.
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Username or Password is wrong”. Then admin needs to reset password

Click on the Forgot Password option as shown below.

T W
({)ZKBioTimeCloud
Sign in to your account
\ Welcome back!
s 0 :
A
e 3 Se
N
biotimecloud. minervaiotdev.com:37788

Click here to change
password in case of forgot
password

Biometric and personnel-

management solutions provider

D Remember password
SIGN IN

Copyright ©2025 ZK Teco.All rights reserved

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

"Reset Password.

Reset Password
@
Dear wmer
2 B We have recened 2 request 1o resel your password assooated wih Click here to ek
@ZKBIOTImE Cloud proceed resel password e
Reset password
1o 5 o raguest & GaswOrd resel DRase Bregand IS emal No Changes wil D8 Mads 10 yout ScEount
Pt o ot

~
o Best regarts
s ‘o KB TrmeCioud Suppor Team
¥

Please resct your password by click the resct password button in your email

Follow us for upastes

BEGEONS)

¥ o mees any sssiance feei e 1o reach oud 1 our Suppon team

Enter a new password and confirm the new password.

= (lickon Reset Password. You will be redirected to the Sign-In page once the password is reset.
= Enter your email ID and company name, then enter the newly created password and click on Sign In.

Pa g e|'|7 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.
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A

({)ZKBioTime Cloud

Reset password

o] ©

e Enter the new password
and confirm Welcome back!

%@
E AR
({IJZKBioTime Cloud
{)ZKBioTimeCloud
Sign in to your account
Siga into your account e' L i Welcome back!
- ompany domain
B biotimecloud. minervaiotdev.com:37788
a: @ ™
lor |

Don't have an account? SIGN UP

0] Remember

password Forgot password?

Copyright ©2025 ZKTeco.All rights reservec

Copyright ©2025 ZKTeco All rights reserved.

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

clicking on the location

icon, there the user to configure the company information.

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

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

message will appear.

v Complements

[WZKBioTime Cloud

= Company Settings
8 Company Informmon =~ Company Logo

Corspany Settngs

2 Company Stracture - n

Chick 10 upload the compazy logo

& Organezanon Chamr

Disnenssons 200 x 75

(Oly supports jpe. Jpee. = pag)

Pagell8

Employes

Device GPS  Attendance  Access  Reports  System  Apps
Company Information
anssh
Conpany [nformation in Report
Do o dapliy Do ot disglay

Company Address

® R ANIEH

Phoenx Marker Ciry, Whiteficld Road, Devasandra Industral Estate, Mahadevapura, Benpalury, Karmataka 360045, 1 @

India Asia Caloutta

Karraraks

Bempaluny

Enmail Signature

Emal Siprature

Copyright © 2026
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Map Location

4 Bagaluru =1 Kolar
£48 L&) dneend
Nelamangala o
Town @
Aesztiorier Hoskote Hudukul:
Madavara Hoddoeed o D3
=hasd i
’5
Malur o el Bengs
i oka . ]
51 Ullal gelkgallug 848 Wedee  BOE
@ eueRer o Varthur
275 Sdero®
Haralur fr E.E;g;_geiﬂ
Kumbalgodu Kothnur Edlet ya
. soodfoed P i Ki:i;
Bagalur
Bommasandra LITmBEITT
Bidad Kaggallpura tlaaty,dod,
Calr ] grDead Jigani 640
2ricd
e Hosur
;ra Anekal S&I Vepp
Google s deder

Harohalli

Keyboard shortcuts  Map data 82025  Terms Report 2 map emor

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

Dashboard Views

Admin

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

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

Pagel|l9
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ZKBio Time Cloud
(UZKBioTime Cloud gl Device  GPS A e Accews Repots Sysem  App ® & oevo
;.‘ ;.;;:i‘.ul‘..-.ee -'-’f ;(--...,-\-‘.; .E} :"!.'.\f'.‘.‘ D :n: Mobale | = mumeom

Prevent Check In Staff{* & Qry) Absent Seafl No Check In (% & Qny)

Today

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

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

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

()ZKBioTime Cloud atthe top left corner.

@ZKBioTimeGoud Company Complements Employee Device GPS  Aftendance Access Reports  System  Apps W @ QNISH
Available Modules N
Click here to switch
Total Mobile T=  REALTIME DATA to other company

@@ Total Employee @) 4 NewlyJom E Total Device D
Yoo 0 0 0

- -

Absent Staff No Check In (% & Qty)

Present Check In Staff{% & Qty)

Graphical
representation of
Attendance data

Today

Work Hours

Total Mobile

@@ Total Employee o) + Newly Join : Total Device
] u 2 56

-mR g 0

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

Newly Join: Displays the number of employees who newly joined. This count will increase as new employees join.
Total Device: Indicates the total number of devices. This figure will update as new devices are added.

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

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

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

Present Check In Staff(% & Qty)

) On Time

Late Arrival

Absent Staff No Check-In (% & Qty)

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

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

Absent Staff No Check In (% & Qty)

Approved Leave
Unapproved Leave

B Absent

Real-Time Monitoring:
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This area could potentially show live updates, logs, or more detailed information as employees punch in or
change their attendance status.

Real Time Monitoring

emploQ
- _If;* 17-28:08
)4 Eheck In

oo

Work Hours:

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

Work Type This Week v

2024-10-14 I 2024-10-15 I 2024-10-16 I 2024-10-17 2024-10-18 2024-10-19 2024-10-20

Leave:

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

Justified Incidents oday w

Note: Click on )ZKBioTime Cloud to enter Dashboard interface.

Pa g e|22 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud

User Manual

3.2.1 Profile

Thedashboard hasanicon designed to assist admin/user/vendor which includes basic features like About, Help,
Language, Tutorial, Get Support, Guide, and Logout.

About

In Profile, click on About which displays information about the system such as Software Version and License

Information as shown below.

(ZKBioTime Cloud

Company ~Complements Employee  Device

ee ToulEmployee
-

Newly Join

®) 4
Yoo

Present Check In Staff(% & Qty)

Work Hours

GPS  Aftendance Access Reports  System  Apps

Total Device
Lo,

D Toral Mobile
0

W @ ANISH D

anish@ricecodev.com
REAL TIME DATA Owner

ZKBio TimeCloud
Unknown(3d6ee7ca)-Build:2025-02-18 19:11:15

Company Identify Code

50eal11ef09810242c0a81006 '—D

License to ANISH (ERE

Activation Date Feb 19

Employee Usage 0/1000
Device Usage 0/10

Mobile App Usage 0/50
Power by ZKTeco

Copymight £2025 ZKTeco. All ights reserved.

App Download

Dlay Store  App Store

@ Help
¥ Language
O= Change Password

% Guide

() SignOut

Help

Click on your profile and select Help, which directs to the webpage containing the updated user manual that

explains the application in detail.

(1 ZKBioTime Cloud

Company

Complements  Employee  Device
@ Toul Employee @)y Newly e
-, -

Present Check In Staff{® & Qty)

Work Hours

Pagel23

GPS  Amendance  Access Repos  System  Apps

.EB |1. Device D ;:ﬂ Mobale

Absent Seaff No Check Inn (% & Qny)

Today

Copyright ©

REAL TIME DATA

O= Change Pasvword

T Gumde

@ Sgn Ow

2026 ZKTECO CO., LTD. All rights reserved



ZKBio Time Cloud User Manual

Language

To change the language, click on profile and select Language. Select your preferred language from the list and
click on Confirm.

WZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports  System  Apps = @ )o D
- mush
@@ TomlEmployee @) 4 NewlyJoin E Total Device D Total Mobile 2= REALTIME DATA Super Admin
L LT - n| 2 56
(@ About
Present Check In Staff{(% & Qty) Absent Staff No Check In (% & Qty) (D Hebp
Fy Language
E On Time Ap, eave

B Late Arriva

O= Change Password

B Guide
- () SignOut
'(‘_.
. Language
English a
e Espaiiol(Mexican)
L
Work Hours
Torkee v

Change Password

Click on the profile and select Password to navigate to the password reset page. Enter the old password, new
password, and confirm the new password, then click [Confirm].

UZKBioTimeCloud Compaay Complements Employee Device GPS  Anendmce Access Reports System  Apps - @ 0 I:I
. et
'Y ) Total Employes .}+ Newly Jon Toeal Devuce Total Mobale E REAL TIME DATA 5
L] - .EJ 2 x;
() Avour

Prescut Check In Stafi{% & Qry) Absent Staff No Check T (% & Qty) @ Hep

Change Password e
._.Q:
@
i @
Work Hours (
Erter the Old Contirm Pasviord ™ ©
passwoed,new password
then click confirm

Guide
After Admin signs into the application, the dashboard pageis displayed. This guide outlines the initial steps to set

up the company, including department, area, and position, in four steps. Follow the steps to complete the
company setup process.
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MZKBioTimeCloud Compmy Complements Employee Device GPS  Attendance Access Reports  System  Apps " 07
& | W wab .
28 :;I;I}_mn!:ne! 2:_ :n'.rjum .E] ;uf:IDe'.'.ce ::a].\!:hlr B REALTIME DATA G Siper Adenn
() Avour
Present Check In Staffi% & Qry) Absent Staif No Cheele Tis (% & Qty) @ Hep
¥a Language
i i —_—
- (2}
) Sign Ow
Work Hours Todiy =
" o0 oice G200 0300 U400 0500 Dedo 0760 GRG0 DR00 T 1am 1180 130 1380 14ea 150 180 1A 1860 1940 3000 3100 230
Clickon icon, select Guide. Click on each icon one by one andfill in the required details.
Guide

» STEP1

X3
Department
» STEP2 E ﬁgﬁgﬁ

» STEP3

Click on eachicons and

» STEP 4 fill the required details

0 Deon't show this again

Back to Dashboard

After completing each step, click on icon and select Guide again to proceed to the next step. Once all steps
are completed, click on Back to Dashboard.

Logout

Click on profile, select Logout to exit from the application.
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@ZKBioTimeCloud Compmy Complements Emplyyse Deviee GPS  Attendance Access Reporis System  Apps - a o I__—I
a mush
@@ ToumlEmployee @) 4 Newlyloin E Total Device D Total Mobile 2= REALTIMEDATA Super Admin
-mR 99 - 0, 6
@ About
Present Check In Staff(% & Qty) Absent Staff No Check In (% & Qty) @ Hep
¥ Language
ElOnT - A ved L
n Y O= Change Password
W Late Arrival Unapproved Leave
- Absert = Guide
&
Work Hours Today .

3.3 Join a Company

e To join another company as an associate/ user or partner, click on Join a Company. Then enter the
company name you want to join. After the Admin of the requesting company approves the request, this
company will be listed on your company page.

Click here to
1
@WZKBioTimeCloud Company Complements Employee Device GPS  Atiendance Access Reports System  Apps @~ DFMO |
Switch Company X
z’. ;:;1 Employee 2 'r ::ll'lyimn ,UJ ;otﬂ] Device ;:nlv[abil: == REALTIMEDATA

Present Check In Staff(% & Qty)

W On Time W Approved Leave

. Late Acrival
B Absent

Absent Staff No Check In (% & Qty)

Unapproved Leav

request admin of 'Demo’ will get
notification via email

Work Hours

Pagel26

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

request .
q Toiii's Company

Company Identify Code *

Commpany identifi eods of he TIFZel cOmpaN” YO ERK £3joi

o=

Click here to join a
new company

% Jom a Company

B Crestc now Company

Copyright © 2026 ZKTECO CO., LTD. All rights reserved.
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User Join Company Approval

= ZKBio TimeCloud (@ % Reply # Replyal > Forward
To: @ Wied 3418,
[{)ZKBioTimeCloud
Dear user,
) has requested to join your company, £77°7, on ZKBio TimeCloud.

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

Best regards,
ZK.Bio TimeCloud Support Team

Click here to
accept

P Goagle Play

Follow us for updates:

DO EE

& The join company request has been approved.

Biometric and personnel-
management solutions
provider

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

@@ TotalEmployee @)

- 300 &

Present Check In Staff(% & Qty)

=8 On Time

. Late Arrival

Work Hours

;" Newly Join

GPS Attendance Access

:u Total Device Total Mobile
2 57

Absent Staff No Check In (% & Qty)

BB Approved Leave
Unapproved Leave
. Absent 0%

100%

Today

User Manual

Reports System Apps W & DEMO

== REALTIME DATA

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

Pagel28

Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Common Features

Export

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

@ﬁ(BioTimeCIoud Company Complements Employee Device GPS Attendance Access Reports System Apps W & DEMO

Transaction

Date Period Start Date End Date
& Reports » 2 ) Employee - This Week - 03/09/2025 3 | - | o03/15/2025 | m c

Report Library o
[ Department

Cdlculate Excel Export

> [ R&D
PDF Export
Choose any of the format
to download the report

b CSV Export
Employee ID Employee Na... Department Na..  Punch Date Punch Time Punch State Work Code

£ Configuration v > [J Global

Tr)ﬂ Export

> [J R&D center

©

PDF Export

PDF Export

Export Scope *

Current Page

Page Size *

Default

Orientation *

Default

Export Style Set the
required

Default
parameters

Page Wise

No

EXport Encryprion © v

oEm -
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Excel Export

Excel Export

Export Scope *

Current Page hd

Export Style

Default -
Page Wise
No -

Export Encryption *

Default -

v

CSV Export

CSV Export

Export Type r

Ccsv

Export Scope *

Current Page -

v

[ [
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TXT Export

Pagel31

TXT Export

T

Export Scope *

Current Page

o [
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Company

Company Information

Company Settings

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

and click on Submit to add company details.

EszB‘oTime(]ooL'omplcmcms Employee Deviece GPS  Attendance Access Reports System  Apps

Company Settings

& i

Company Information
=10
12z Company Structure v :
&% Organization Chart
Click to upload the company logo

Dimensions 200 x 75

(Only supports jpg, jpeg, and png)

Company Information

Demo

Company Information in Report

Do not display

Company Address

Email Signature

Do not display

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

Company Structure

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

Pagel32
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@WZKBioTime Cloo

Department

2 Company Information ~ 4

Company Settings

[J  Depactment Code

[ o] @

Department
Position o e
Area

Location.

&% Organization Chart v

Department

Complements

Employee Device  GPS

Department Name

Department

Attendance

Access  Reports

System

Apps

Employee Count

'™ # DEMO

Resign Count Action
o s u
0 s i

Rowsperpage: 10« 120f2 (1] 1 | Page

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

(ZKBioTime Cloo
—= Department
2 Company Information ~ Y

Company Settings [0  Department Cote

222 Company Structure e
&

Position

Area
Location

& Organization Chart v

Pagel33

Complements

Employee Device  GPS

Department Name

Depanment

RED

Attendance

Access  Reports

Superior

System

Apps

Employes Count

W @ DEMO

Resign Count Action
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Add

Click on &l icon, fill the required fields and click on Save to add a department.
The following field parameters are described below:

Department Code: Enter the department Code.

Department Name: Enter the department name.

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

(MZKBioTimeCloud ¢

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

Department

#8 Company Information v Y e u s2lalalmlolc
=10 =

D Add e Save Discard
[Department |e

Dep ode
Position
641
Area
Location Department Name *
& Organization Chat v e
Superior -

Personnel Transfer

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

[MZKBioTimeCloud  Company Complemcnts Employss Device  ©PS  Attendance  Access  Roports  Systom  Apps = @ DEMO

Department

#8 Company Information ~ Y u L & m e C

Resign Count Action
=10 :
Department. 1 o 7
Position
R&D 0 o
A;a Select the department s u
code
L i -
Personnel Transfer
&, Organization Chart v
& o [enr -
[J Department Employee ID First Name Last Name. Emplovee ID First Name Last Name
O r&D

e 3200363 ut 3200363 vt

Rowsperpage. 10 =  1-lofl
1 row selecied

0 Bt
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Import

Organization can download the list of departments in the company to their device. Clickon " icon, then click
on Download Template, add data in the template, and then click on Choose file, select the file to be imported.

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

[WZKBioTimeCloud Compamy Complements Employes Device GPS  Attendmce Access Repoms  System  Apps W & DEMO

Department o
& Compuny lofoemaion ~ Y u =[]+ m o ¢

Company Semings

Arca e

Location Ternplate Demex 3 Dewnioad Template

A B c
1 Department Code = * Department Name = * Superior Department Coda
0001 Xk
0002 -
Description:

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

Rowsperpage 10+ 12l [ 1] 1

Export

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

@ZK BioTimeCloud Company Complements Employee Device GPS  Aftendance  Access Reports  System  Apps ‘W @ DEMO

= Department e

8 Company Information ~ kg u 2l m L C
CSV Export

Company Setings [  Depatment Code Department Name Supericr Employee Couat Resign Cout Action

Excel E:
10
oo Depanment 1 1 o —— T
o

Position

o : R&D 0 0 TXT Export | i

Area

Location

& Organization Chart v
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L [

CSV Export
Excel Export
PDF Export

TXT Export

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

Excel Expont

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

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

B Employee Document_20250218043247 xlsx
Open file

Edit

Click on the 4 icon under 'Action' to edit the department details and information. Edit the details, then click
'Save' to apply the changes.
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WZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports  System  Apps W # DEMO

Department

® ¥ ﬂ:mxrmoc

#8 Company Information ~

el - — - S— — -
=10 =
o Departmet 1 (] e [}

Position
Department / Edit e Discard

Area

Location Department Code

1
&% Organization Chart

Department

Delete

To delete a department in the Company Structure. Select the department Id and clickon B icon under Actions
to delete the department.

= To delete the multiple
@MZKBioTimeCloud  Cempany Complements Employee Deviee GPS  Attendance  Access  Reports  System  Apps department at once select the
department code and click here

W & DEMO

Department

il

8 Company Information v v

323 Company Structure o [0  Depantment Code Department Name Superior Employee Count Resign Count. Action
e
[ ! Depanment. I 0 e
Po n

o 2 R&D

Area

Location

& Omanization Chatt v
Delete

Rowsperpage 10 = 1202 n 1 | Page

Position

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

position as required.
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Complements Employee Device GPS  Aftendance Access Reports  System  Apps

(MZKBioTime Clco

T Paosition
88 Company Information ~ Y
Company Settings [ Position Code Position Name Superior Employes Coust
]
(N Position 1
Department
= o : Developer 0
Area
Location

& Organization Chart v

Add

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

@ZKBioTimeCloud  Compasy Comploments Employse Device GPS  Attendance  Access  Reports  Systam  Apps

Position

8 Company Information ~ Y

2482 Company Structure o Posttion 1-Add

Department

=10 :

Area

Posntion Name *

Location o

&, Organization Chart  ~ |

Supenor

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

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

Rows perpage: 10 =

1-20f2

'™ # DEMO

m £ C

Action

W @& DEMO

Pa g e|38 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Personnel Transfer

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

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

Position

f Coipassy Tabomation v | ¥ n 4 & m B C
P — —— — p— -~

Department

M| ! Position. 1 (] P |
=10
" - Personnel Transfer ' |
Area e Select the position
code
Location
-1 [C] mployee n 1 Selected
& Organization Chart v
28 W] mployee IL st Name Last Name v -mployce st Name ast Name
[ Department Employee ID First N LastN: Employee ID First N LastN:

O r&D

9 3200363 it 3200363 utt

Rowsperpage: 10 1-1ofl

1 row selected 1 Page
o3

Import
Organization can download the list of positions in the company to their device. Click on L icon, then click on

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

@ZKBioTimeCloud Company Complements Employee Device GPS  Aftendance  Access  Reports  System  Apps

Position

83 Company Information v Y

Department

Position / Tmport

e * Upload | No file selected e

Area stk

Location ) o
& Organization Chat  w Template Demo: # Download Template

A B c
1 Position Code * % Position Name = % Superior Position Code
0001 XX
0002 XXXK
Description:
1. The header in the template file is required.
2. The columns header with * * * are required fields

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

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

(MZKBioTimeCloud  Company Complements Employes Device GPS  Attendance  Access  Reports  Systom  Apps ™ @ DEMO

= Position e

8 Company Information Y n g2la m & C
Posiion Name Superior Employee Count Resign Count CoVEspaet Ko

o Excel Export
Position 1 ] PDFEsport || B
Developer 0 o TXT Export | i
Excel Export

Default

Rowsperpage 10 = 1-20f2 u 1

o= -

Edit

Clickon “ icon under Action to edit the position details and information. Edit the details and click on Save to
save the changes.
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[MZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance Access Reports System  Apps W @ DEMO
= Position
PSR BO0-: : oo c
Department
(m} Position 1 ]
2]
A Position / Edit
Area
Location T
1
& Organization Chart v
Position o
Superior -
Rowsperpage: 10« 120f2 (1] 1 | Page

Delete

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

=) " To delete the multiple position at
{JZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports System  Apps L ™ i DEMO
bl e once select the position code o
and click here
= Position
@8 Company Information v ¥ o) B B il Rod e
[ —
Department
o Position 1 [} GEI
2
Devel 0 2 |
Area clopst b /7 u
Location
& Organization Chart v
Delete
Are
Rowsperpage 10 = 12062 n 1 | Page

Area

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

Export, Personnel Transfer, Edit, and Delete area as required.
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Add

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

(WZKBioTimeCloud  Company Complements Employee Deviee GPS  Aftendance  Access Reports  System  Apps W @ DEMO

Area

88 Company Information Y

22z Company

Department

Posttion 87881

=10
Area Name *
Location 2 s o

% Orgamization Chart v
Superior d

The following field parameters are described below:

Area Code: Enter the area code.

Area Name: Enter thearea name.

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

Personnel Transfer

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

WZKBioTimeCloud  Cor

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

Area

v BO=: 5o ¢
0 = AreaCode Area Name Superior Device Count. Employee Count Resign Count FP Count Face Count ‘VLFace Count Action

8 Company Information v

Department _
Q| ‘Not Authorized 1 1 0 o 0 0 |
Position
e Personnel Transfer s 1
Location Select the area
code & 9 1 s
& Organization Chart
[0 Department Employee ID First Name Last Name Employee ID First Name Last Name
O r&D

v 3200363 utut | 3200363 utut
o= :

Rows perpage: 10 = -l of1

1 row selected.

@ Cm] g D s
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Import

Organization can download the list of areas in the company to their device. Click on - icon, then click on
Download Template, add data in the template, and then click on Choosefile, select the file to beimported. Click
on Save to import the file and check in downloads.

[MZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance  Access Reports  System  Apps W @ DEMO

= Area e

2 Company Information v v u = L im H e
s S o Area / Tmport G Discard

Dep

Position
[~ 18 E
Location. o
& On Chart i Template Demo: & Download Template
A B e
Area Code * % Area Name * % Superior Area Code
0001 e
0002 P
Deseription:
1. The header in the template file is required.
2. The columns header with " * * are required fields.
3. The columns header with "% are unique fields.

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

Area

8 Company Information ~ Y
Company Settings O

| Q)

Department

(]

Position

=0

Locaton

& Organization Chart v

Edit

»

Company Complements Employee Device  GPS  Aftendance  Access Reports  System  Apps

Emplavee Count Resign Count FP Count

Area Code Atea Name Superior Device Count
1 Not Authorized 1
167 287 Not Authonzed Excel Export

e e

Defzult

6 - e

'™ # DEMO

[3)
B0 - :[:]v e c

CSV Export

Face Count "VLFace Couf Action

Excel Export

B n o PDF Export u

g g TXTEsport | g

Rowsperpage: 10~ 1-2of2 (1] 1| Page

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

the changes.

(MZKBioTimeCloud

Area

&8 Company Information ~ Y

Conipamy Beringt [0  AmwaCode Area Name Superior Device Count
o Not Authorized 1

Department

Posioin Area / Edit

e A Code
1

Location

& Orgamzavion Chart v Not Authorized

Superiar -

Delete

Company ~Complements Employee Device GPS  Attendance Access Reports  System  Apps

Employce Count Resign Count FP Count

1 0 0

W @& DEMO

m @ C

Face Count VLFace Count Action
0
e - —

0 0

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

area.
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Attendance  Access  Reports  System  Apps To delete the multiple area at W & DEMO
once select the area code and
click here

Complements  Employes  Device  GPS

MZKBioTimeCloud  Company

Y
[0 AseaCode AreaName Supericr Device Count Employee Count Resign Count FP Count Face Count ‘VLFace Count Action
oo Not Authorized 1 0 o o elﬂ
Department
O s 2987 Not Authorized 1 o 0 ] 0 0 a1
Position
Area 9
Location
A, Orgamzation Chart ~ ~ Delete
Rows perpage: 1 12 0f n 1

Location

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

holiday location as required.

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

Complements  Employee  Device  GPS  Attendance  Access  Reports  System  Apps

MZKBioTimeCloud  Company

Location

B Company Information A Y

Location / Add

778900

Department

Position

Area Location Name *
=10 o
Parent

& Organization Chart v

The following field parameters are described below:

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

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

Personnel Transfer

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

WZKBioTimeCloud  Company Complements Employee Device GPS  Attendance  Aceess  Reports  System  Apps '™ DEMO
g Location e
5 i s | ¥ @oE: - - ©
Campeny: Setuisgs Location Code Location Name Parent Eauployee Cotat Resigned Count Acti
TE: Company Structuse
Location 0 /i
Position
Asea
s ¥ [0 Department Employee [D First Name Last Name Employes 1D First Name Last Name
O r&D
e 5200363 wtut 3200363 vt
Rows per p: o 1-10f1
1 row selected |
o= -

Export

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

downloads.
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[WZKBioTimeCloud Company Complements Employee Deviee GPS  Attendance Access Reports System  Apps

= Location
8 Company Information & ¥ c
Company Settings [0  LocationCode Loation Name Parem Employes Count Resigned Court CoVEwart |y
Excel Export
o Location o o o PDFExport |© W
Deparmment
TXT Export
Do Excel Export
Area
e
&% Orzanization Chant v
ExporSeope
Current Page -
it Bl
Default ¥
Rowsperpage: 10 1-10f1 “ 1 | Page

oEm -

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

to apply the changes.

(WZKBioTimeCloud  Company Complements Employee Device GPS  Attendance  Access  Reports  System  Apps W @ DEMO
= Location
@8 Company Information ~ Y ﬂ Slsmiofe
Company Settings []  Location Code Location Name Parent Employee Count Resigned Count Action
e
) & Location ) 0
Department
Positien Location / Edit
Asea ~ Losation Code*
E

=1€)

&, Organization Chart
Location

Parent

Delete

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

individual holiday location.
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(UZKBioTimeCloud Compay Complements Employee Device GPS  Attendance Access Reports System
= Location
8 Company Information ~ ¥

Compony: Setiing [0 LocationCode Location Name Parem
e | @)

o Lecation

Department

Position

Area

e Delete

&b Organization Chant v

Pagelds8

Abri To delete the multiple location at 5
PPs once select the location code ¥ & DEMO
and click here
sl&|mialc
Action

Employes Count

Ate you sure to delete this record?

Discard
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5.3 Organization Chart

5.3.1 Organization Chart

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

@ZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports  System  Apps ® @& oevo )
=
Demo
8 Company Information ~ a0
Company Settings
28 Company Structur ~
BENEEEEE Department R&D

Depastment an a0 \

Position

- (3]
Location

Eom==]0
[ o}

Click on
department to
view the list

Rowsperpage: 10 ~
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Complements

Configuration

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

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

Holiday
WZKBioTimeCloud rr-.\..o Employee Device GPS  Aftendance Access Reports  System  Apps

O xame Start Dhate

Add Holiday

Select [Complements] > [Holiday] click on [Add] &8 icon then enter the required details and click [Save] to add
a holiday.

[MZKBioTimeCloud  Company | Complement ee Device GPS  Aftendance Access

Reports System  Apps W @ DEMO

= Holiday

Start Daie * ] ™
P Enter the required
i details

ution

Edit Holiday

Click on the Edit Holiday icon 7" in the same row of the under action to be edited.
After entering the required details, click [Save] to save the details.
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WZKBioTimeCloud  Company Complements Employse Deviee GPS  Attendance  Access  Reports  System  Apps
= Holiday
8 Configuration ~ Y
SR o [0 Name Start Date Duation Warking on Holiday Calculate as
Employee Document
0 s 2025-02-10 1 Contribution

Leave Type

Training Type Holiday * Edit

Waork Code

\
2025.02.19 (o]
i Edit the required
1 details
bt
Coutribution -

Export a Holiday

Users can export the holidays by following the path below.

® @ DEMO

BO0: - o c

Location Action

O (s
o i

Select [Complements] > [Holiday] click on [Export] “ icon, enter into the export interface. An example of an

export employee’s list and the export options are shown below:

WzZKkBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports  System  Apps
= Holiday
8 Configuration -~ ¥
o O  ame Start Dase Daiticn Werking on Holiday Calculate aa
Emiployee Document
O =« HEL19 i Cramritston

Leave Type

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

Excel Expont

Pagel51

‘™ # DEMO

n a4 m D ¢

TSVE

Letatzon ol tiim
Excel Expost

Laotis e PDF Expont |© B
TXT Export
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Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.
Select “Encryption” whether it should be default or password

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

B: Employee Document_20250218043247 xlsx

Open file

Delete a Holiday

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

@ZKBioTimeCloud Compay Complemens Employee Deviee GPS  Attendance Access Reports System  Apps To delete the multiple holiday at W # DEMO
once select the holiday name
and click here
v Holiday
~ v L& )m|o) e
Name Stant Date Duration Working cn Holiday Calculate a5 Location Action

-mployes Document
g 5 2025.02:19 1 Contribution Location E
cave Type

Delete

Employee Document

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

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

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

Employee Document

&

v n Ll jmis)c
Holiday [0 DocumentNo Document Title Action
&

1 payship
s u
Leave Type
Training Type
Work Code
Rowsperpage: 10+ Ilofl (1] 1 | Page

Add Employee Document

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

(1ZKBioTime Cloud C'ompanyolu_v:: Device GPS  Aftendance  Access  Reports  System  Apps W @ DEMO

s Employee Document

8 Configuration ~ Y

Holiday

Employee Document |94

Leave Type Document No_*

Employee Document | Add

Training Type

Work Code Document Title *

Enter the required
details

Edit Employee Document

3

7’/

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

After entering the required details, click [Save] to save the details.
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WZKBioTimeCloud Company Complements Employee Deviee GPS  Attendance

Employee Document

8 Configuration a Y

Haliday [0 DocumentNo
Fmployee Docment o
a o
Leave Type
Training Type Employec Document / Edit

Work Code
1

payslip

Import Employee Document

Access  Reports

Edit the required
details

'™ # DEMO

System

Apps

Action

L.
o =

Document Title

payslip

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

Company | Complements GPS

(WZKBioTime Cloud

Employee Document

& Configuration - Y

Holiday

FEmployce Document / Import
Employes Document I
Leave Type # Upload | Nofile selected

No - e
[ Template Demo: # Download mex.x:l o

A

Training Type

Work Code

1 Document No. = %

0001

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

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

Export Employee Document

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

Attendance  Access Reports  System

Apps

B

Document Title * %

—

icon, enter into the export interface.

An example of an export employee’s list and the export options are shown below:
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[MZKBioTimeCloud  Company | Co nt o’“—‘“ Device GPS  Aftendance Access Reports System  Apps W @ DEMO

Employee Document

2 Configuration ~ Y uo m o
i CSV Ex
i [0 DocumeatNo. Documeat Tetle xport | ion
Employee Document 9 o Excel Export
— [ payslip PDFExpon |© W
cave Type
TXT Export
& M
@t T
CSV Export

Excel Export
PDF Export

TXT Export

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

Excel Export

Current Page -

Export Excryption *

Default

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

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

B Employee Document_20250218043247 xlsx
Open file

Delete Employee Document

Select the corresponding document number and click on ﬂ icon to delete bulk or click ® icon under Actions
to delete the individual document number.
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[MZKBioTimeCloud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps To delete the multiple document '™ # DEMO
at once select the document
code and click here

—= Employee Document

%2 Configuration - Y

Holiday

e 1)
1 payslip >
Leave Type

Work Code

Document No. Document Title Action

Delete

6.1.3  Leave Type

[MZKBioTimeCloud  Company Omyn Device GPS  Aftendance Access Reports  System  Apps W @ DEMO
= Leave Type
0 - BOo: - - -
Holiday [J LeaveName Report Symbol Leave Color Action
Employee Document
[0 sickLeave SL . |
Training Type [0 CasualLeave CAL . P |
Work Code [0  Matemity Leave ML . ra |
R — [ | /1
[0  AnnualLeave AL . |
[0 Business Trip BT . |

Rowsperpage: 10« 1-60f6 1 | Page

Add Leave Type

Select [Complements] > [Leave Type] click on [Add] icon then enter the required details and click [Save]
toadd anincident type.
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Employee Device GPS  Aftendance Access Reports  System  Apps

@zkBioTimeCloud  condf)

= Leave Type

8 Configuration - ¥

Holdar
o Leave Type / Add

Enuployee Document

Training Type

Work Code 1

hours bz

Yes -

Enter the required
details

W “000000

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

Minimum Unit: Select the Unit from the dropdown list
Unit: Select the unit from the dropdown list

Round-Off: Select the Yes or No for Roundoff

Report Symbol: Enter the report symbol of

Leave Color: Select the color code from the list.

Edit Leave Type

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

(UZKBioTimeCloud  Company Complements Employee Device GPS  Attendance  Access Reports  System  Apps
= Leave Type
#8 Configuration ~ Y
Holiday 0] LeaveName Report Symbol Leave Color
Employee Document
[0 sickLeave sL .
==1Q)
Training Type Leave Type / Edit
Work Code eave Name
Sick Leave

| N3

Edit the required
details

SL

W #000000

'™ # DEMO

eED: - - -

W @ DEMO

BO: - -

Action

2]

Discard
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Export a Leave Type

et

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

[@ZKBioTimeCloud  Company | Co ats Om—c: Device GPS  Aftendance  Access  Reports  System  Apps W™ @ DEMO

MNa Report Symbel Leave Col t

Leave Type

]

£88 Configuration ~

Beu- -

CSVE
xport |

Holiday

Excel Export

o PDF Expont | ©

TXT Export |

Casual Leave CAL

Training Type

Work Code Matermity Leave M

Compassionate Leave CoL

Anmual Leave AL

Oojo0 o0 Do|(D|a
N,
=

EEEEEE
N,
[ ]

Business Trip BT

& [

CSV Export
Excel Export
PDF Export

TXT Export

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

Excel Export

Curtent Page

Defauit

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

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

B: Employee Document_20250218043247 xlsx

Open file
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Delete a Leave Type

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

To delete the multiple leave type W & DEMO
at once select the leave type i o
and click here

@ZKBioTimeCloud Company Complemenis Employee Device GPS  Attendance Access Reports System  Apps

_ Leave Type
& Configurstion ~ ¥ L m O C
Holiday B LeaveName Report Symbol Leave Color Action

Employee Document
BOlz] “ B O]

LeaveType [
Wark Cade: [  Matermity Leave ML . V]
[0 Compassicnate Leave coL . V|
[0 AcwalLewe AL Delete . ' |
O smmetie - B s

Click [Confirm] to delete the selected record.

Training Type
WZKBioTimeCloud r.\e- Employee Device GPS  Aftendance  Access Reports  System  Apps ™ @ DEMO

Training Type

O Teaming Name Mmimum Uit Ut Round Off Repon Symbol Artiem
O asungis| ] & Fal |
Add Training Type

Select [Complements] > [Add Training Type] click on [Add] icon then enter the required details and click
[Save] to add a holiday.
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ZKBioTimeCloud  Company Complements Attendance  Access Reports  System  Apps W @& DEMO
= Training Type
# Coiption A Y en L m o ¢
Holiday

Employee Documnent

Leave Type

Work Code

Training Type / Add

o -

Training Name *

Minimum Unit *

Round Off *

Report Symbel *

~

Enter the required
. e details

Edit Training Type

e Click on theTraining Type Name or

»

7" icon in the same row of the under action to be edited.

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

WZKBioTime Cloud

%8 Configuration -
Haoliday

Employee Document

1 T

Work Code

Export a Training Type

Company ~ Complements

Training Type

¥
[0  Training Name

[0  Trainingt01

Attendance  Access  Reports  System  Apps W @ DEMO

ﬂ&[m@c

Unit Round Off Report Symbol Action

‘Hour Yes 123 e | 1
oE -

[ 1

Training001

Edit the required
details

4
Select [Complements] > [Training Type] click on [Export] ~ icon, enter into the export interface. An
example of an export employee’s list and the export options are shown below:

Pagel60

Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

(UZKBioTimeCloud Company Complements Employee Device GPS — Attendance Access Reports System  Apps W # DEMO
- Training Type e
| BOLl- o -
ok []  Training Name Minimuen Usit Unit Round OFf Report Symbol CSVEport | besion
Employes Document Excel Export
[0  Trainingoo1 1 Hour Yes 123 0 PDF Export ra
TXT Export
Work Code
L [
QLT
CSV Export

Excel Export
PDF Export

TXT Export

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

Excel Expont

Diefimsly

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

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

B: Employee Document_20250218043247 xlsx
Open file
Delete a Training Type

Select the corresponding Training type nameand click on ﬂ iconto delete bulk or click ® icon under
Actions to delete the individual Training type.
Click [Confirm] to delete the selected record.
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(JZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance Access Reports System  Apps
= Training Type
8 Configuration a Y
Holiday " i . .
D Traming Name Minmum Unit Unit Round Off
Employee Document
e : Hour Yes
Leave Type
] @)
Work Code
Delete
Are you sure to delete this record?

6.1.5 Work Code

@ ZKBioTimeCloud Cmn;o Employee Device GPS  Aftendance Access Reports

= Work Code
@8 Configuration e
Holiday [0 Work Code Work Code Name
Employee Document
a o Onsite

Leave Type

Training Type

[ @)

Add Work Code

System

Apps

Last Activity

2025-02-18 13:2235

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

™ ) DEMO

Report Symbol

12 e E

W @ DEMO

Select[Complements] > [Work Code] clickon the [Add] @8 icon then enter the required details and click [Save]

toadd an attendance code.

Device GPS  Aftendance Access Reports

[MZKBioTime Cloud Como

= Work Code
8 Configuration - Y
Holiday
Work Code / Add
Employes Document
LotrsTows Work Code *
Training Type
Work Code e Work Code Name *

System  Apps

Enter the required
details
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Edit Work Code

»

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

@ZKBioTimeCloud Company Complements Employee Device GPS  Attendance  Access Reports  System  Apps W & DEvO

= Work Code

ey w Y BO- : - o ¢
Flohiay [0 WorkCode Work Code Name Last Activity Action
Employes Document

a Onsite 2025-02-18 13:22:35 9 [ ]

Leave Type
o otk Cud / Eal -

[ | @

1

o A

Edit the required
details

Export a Work Code

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

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

- Work Code 9

PSR -~ BO0:-Eco o c
Holiday [] WorkCode Work Code Name Last Activity CSVExport | yien
Employee Document Excel Export
. [ Onsite 2025-02-18 13:22:35 PDFExpont |© W

cave Type
TXT Export

Training Type pon
[rorces] )

L [

CSV Export
Excel Export
PDF Export

TXT Export

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

Current Page

Export Exeryption

Default

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

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

B Employee Document_20250218043247 xlsx

Open file

Delete a Work Code

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

ZKBioTimeCloud Company Complemenis Employee Device GPS  Aftendance Access Reports System  Apps To delete the multiple work code W @ DEMO
at once select the work code
and click here
= Waork Code
B Configuration ~ 'V 2|s)m|alc
s Work Code Work Code Name Last Activity Action
Employee Document
1 Omsite 2025-02-18 13:2235 OE

e @]

Training Type

@

Delete

Are you sure to delete this record”
o Zeik

Click [Confirm] to delete the selected record.
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Employee

Employee

Employee
:\r;!zj(BiDTimef_:m,l-] Company I'n:\.::.:.coEJ!u‘.:.: GPS  Aftendance  Access Reports  System  Apps W & DEMO

Employes

e ‘ g u = b
Employer - . - i § sl 5 ¢ E n
Esiployes I First Name Department sition Entad rea Fiagerpeint Fact Palm

Add Employees

Select [Employee] > [Employees] > [Add Employees] click on [Add] &8 icon then enter the required details
as follows Profile, Account Settings Personal Information, Device Settings, Attendance Settings,
Document Settings, Mobile Settings, WhatsApp Settings, and click [Save] to add employees.
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[MZKBioTimeCloud  Company cmploi Device GPS  Attendance Access Reporls System  Apps W @ DEMO
= Employee
~ll ¥ = il m D C
e Employee / Add
Resign
Profile al
% Approval Workflow Profle
Account Settings " B
e Employee [D* Email * K
Device Settings ! \
Attendance Setting First Name * Last Name i @
Document Setting !
Mobile App S
PR SR Mobile Date of Joining =
WhatsApp Settings ===
Photo
Depariment * - Area* -
Position * - Location -
OutDoor Mag - Employment Type -
Account Settings
M Web Login ® AppLogin
Personal Information
Birth Dare i) Local Name Aadhaar No.
Motoreycle License Contact Tel Office Tel
Automobile License Religion City
Permanear Address Postcode Gender -
Enter the :
required details
Passport NO Nationality
Device Settings
Verification Mode - Device Privilege - B
Device Password Card NO. : @ :
Ensoll Device e
Bio-photo
Attendance Setting
Enable Antendance - Enable Holiday -
Workflow Role b
Document Setting
Document Valid up to Email Alert Alert Before (Dax)
Norows
Mobile App Settings
AppRae
foyee . B Mobile Att Punch
WhatsApp Settings
M Enable Whatsapp Alert
B Esception B Punch
Supervisor Mobile
-
v
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Profile

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

Profile

Employee ID * Ermnail *

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

Phot

Department * v Areq * v

Paosition * v Location -

CutDoor Mng - Employment Type -

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

First Name: Enter the First name of each Employee.

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

Mobile NO: Enter the Mobile number of the Employee

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

Position: Select the Position name of each Employee.

Location: Select the location of each Employee.

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

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

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

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

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

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

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

Persondl Information

Birth Date Local Name Aadhnaar No.
2020-03-14 = madhu 12345678909
Motorcycle License Contact Te Office Tel
Automobile License Religion City
bLenaer
Permanent Address Postcode | | -===== -
Passport NO. Nationality

Birthday: Enter the Employee's birth date. User can generate the Birthday report in Attendance Module.
Aadhaar No: Enter the Employee's 12-digit unique identification Aadhaar number issued by the government.
Motorcycle License: Enter the Employee's driving authorization number issued by the government.
Automobile License: Enter the Employee's driving authorization number issued by the government.
Contact No.: Enter the personal or official contact number of the Employee.

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

City: Enter the Employee's city name.

Permanent Address: Enter the Employee's permanent address.

Email: Enter the Employee's official Email ID.

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

Religion: Enter the religious practice of the Employee.

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

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

Device Settings

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

Device Settings
verification Mode Device Priviege

Fingerprint Cnly - Registrar -

Device Password Card NO. @

Enroll Device
Bio-photo

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

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

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

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

Attendance Settings

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

Attendance Setting

Endble Attenddance Enable Holiday
Enable - Enable -
Workflow Role -

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

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

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

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

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

Document

Document * -

Ernail Alert

No b

Click here to add Enter_ the
document required

Alert Bef Da
document et Refre (Do)

detatils 0

% Document | No file selected

d Discurd

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

Note: Please make sure that the specific Documents' ID, to be submitted, is already added in the console.
Employee Documents: Enter the Employee Document ID

Valid Up to: Select the Employee's submitted or verified document's validity.

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

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

X Document
Click button to upload the required documents then click Confirm, to save the updated

information.
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Mobile App Settings

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

Mobile App Settings
App Role

Maobile Att Punch

Reset Client

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

Employee v

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

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

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

WhatsApp Settings

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

@ Etnable Whatsapp Alert

@ Exception @ Punch

Supervisor Mobile

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

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

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

Pa g e|71 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Click Confirm, to save the updated information.

Edit Employees

»

Clickonthe 7 icon to edit the employee's details.
After Editing the required details, click [Save] to apply the changes.
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OrxTmeciowt coves ool (2]

GPS  Attendance  Access Reports  System  Apps W @& DEMO

Employee

% Employee ~ Y n == 3
e O ExployeeDd First Name Department Position Email Area Fingerprint Face Paim VLFate Action

Resign

[
e
B
()
Q

O 32006 utut Department Position nootr@lsyddcom  Not Authorized
% Approval Workflow
Employee / Edit e E Discard |
Profile Profile
Account Settings : Eaal?
Personal Information noctiEflsyxar.com
Device Settings Firs Name *
Anendance Setting utut Last Name ' @
Document Setting
Mobile App Setnngs
st Mobile Date of Joining ]
Whats App Settings
Photo
Not Authorized -
Pe
Posiien » -
CutDoar Mnz
Disable - pnaes -
Account Settings
B WebLogin  AppLogin
Personal Information
Birth Date (o] Local Name Aadhaar No
Motoreycle License Contact Tel Office Tel
Automobile License Religion City
Edit the fa
: : Permanent Address Postcode — -
required details
Ensoll Device
Bio-photo

Attendance Setting

Ensble Atendan Ensble Holids
Enable . 4 Enable
Workflow Role -

Document Setting

Document Valid up to Email Alert Alert Before (Day)
Whats App Settings

Norows

Mobile App Settings
AppRole

B Mobile At Punch

Employee -

WhatsApp Settings

B Enable Wharsapp Alert

B Exception B Puach

Supervisor Mobile

Import Employee

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

[Employees] clicks on [Import] L icon, then click on Download Template, add data in the template, and
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then click on Choosefile, select thefile to be imported. Click on Confirm toimport thefileand checkin downloads.

;ﬂZKBiDTimEC|OUd Compary  Complements Fmployes Deviee OPS  Attendance Access  Reports  Sywtem  Apps
o= Emploves
&2 Employes - 3
Emplayee o O Espoeets Fant Name Drepastment Position Emad Acea
Resign
O oo it Drpastrmenst Pouken Bouki il com Nt Authoried
B Approval Weskilow
Employes  Invport
® Upload | Nofile scloctod
o
Template Demo. % Donniond Trogie Io
A B c D E F G
. Employee ID* First Last Drepartment Position Date of Card
* Nams * Name Codle * Code * Joining O *
ol oot
] o
Diescription

1. The haader in the template file & required.
2. The columns header with * * = are required fields.
3. The cotumns header with =W~ are unique fields.

Import Document

X

Click on

Faageepeint Face
H 1 1
Area Mabile
i Gender
NS00 IS
x040101 12346

|0 -
Q=i -

Birth
Date

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

(UZKBioTimeCloud Company Complements Employec Device GPS  Attendance
= Employee
&% Employee ~llY
o O Employeed First Name Department Position
Resign
0O 306 ot Department Bosition
98 Approval Workflow v
Employee  Import
| & Upload | Nofile selected
reccne =
No .
Template Demo: & Download Template I o
A
1 Document No. * Employee ID *
0001
0002
Description:

1. The header in the template file is required.
2. The columns header with * * " are required fields.
3. The columns header with “ %" are unique fields.
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Access  Reports  System  Apps
Email A
nocti@lsyxdicom  Not Authosized

c
Valid up io

2024-01-01

2025.11-08

Fingerprint Face
D
Email Alert *
Yes
Ne

™ & DEMD

(2]
s [J : &4 m B e

Action
Ireport Dosumsert
. a Ko
Trmport Phote £ NS
o -
M
Ni
e .:)dhir. 0.
Hwonnn I@leom 12345
LTTTER 1 1.¢om 56

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

™ & DEMO
BO- = L m D C
? Import Employee L Face Action.
3
P4l ROl

"~ Import Photo

GI Save | Discard |

E
Alert Before
8

5
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Import Photo

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

[MZKBioTimeCloud  Company Complements Employce Device GPS  Attendance Access Reporfs System  Apps W @ DEMO

Employee

PN ]

Import Docoment

il

Resign

O 320036 ot Department Position nootr@isyxdcom Mot Authorized - Vo)
S Approval Workflow Import Photo

Employee < Import Photo e Discard

No -
No -
Nofice:

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

Department Transfer

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

@ZKBioTimeCloud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps W @ DEMO
= Employee
a% Employee - Y 1 L& m H ¢

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

Resign Position Transfer
e 3200363 it Department Position sootir@lsyx2com ot Authorized - . : . VA Eo)
$8 Approval Workflow Move To New Area
Copy To New Area
Holiday Transfer
Pass Probation

Resignation
Department Transfer

© Deparment

O R&D
~

Select the required
department

o= -

110w selected Rowsperpage: 10 i-1ofl 1
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Transfer Employees Department or the Sub-department

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

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

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

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

(UZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance Access Reports  System  Apps W @ DEMO
= Employee o
2% Employee “llv u # o4 i & m O C
o Employee ID First Name Department Position Email Area Fingerprint Face  Department Transfer VLFace Action
O [——]
9 3200363 wint Depariment Position Dootir@lsyx24.com Not Avthorized - — Fal O]
S8 Approval Workflow Move To New Area
Copy To New Area
Holiday Transfer
Pass Probation
A Resignation
© Developer \ e
Select the required
position
e e
1 1ow selected Rowsperpage: 10 v I-lofl (1] 1

Transfer Employees Position or the Sub position

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

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

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

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

Move to New Area

This function lets you shift the Employees from the existing Area or the Sub-area to another Area in different
location.
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[WZKBioTimeCloud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps '™ @ DEMO
= Employee o
& 4 1 R ﬂ Blali|a|midjC

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

[
Resign Position Transfer
e 3200363 ult Department Position nootir@ lsyx24 com Not Autherized - /' i .@
92 Approval Workflaw 9 o Move To New Area

Copy To New Area

B

Move To New Area Holiday Transfer

Pass Probation

Resignation

Select the
e area

o= -

110w selected Rows perpage: 10 1lefl 1 | Page

Transfer Employees Area or the Sub-area

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

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

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

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

Copy to New Area

[@ZKBioTimeCloud  Company Complements  Em

Employee 9
Y  EEIE
o Employee ID First Name Department Position Email Area Fingerprint Face Department Transfer VL Face Action

Resign Position Transfer

3200363 int Department Position Dootir@lsyx2d.com Not Avthorized - P B0
Move To New Area

Q=]

Holiday Transfer

< Device GPS  Aftendance  Access  Reports  System  Apps ™ @ DEMO

& Approval Workflow

Copy To New Area

Pass Probation

Resiguation

y

e‘ Select the area l

—
G Confim Discard
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Transfer Employees Area or the Sub-area
On the Employee interface, select the required Employees from the list to modify their Area or the Sub-

area.

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

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

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

Holiday Transfer
(WZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports  System  Apps W # DEMO
- Employee 0
PN C BOE: - : 2 oo c
o Employee ID Fisst Name Depastuent Position Email Area ingerprint Face  Department Transfer VLFace Acti
9 3200363 utut Department Position nootir lsyx24 com Not Avthorized = R Fa O]
S8 Approval Workflow Mo v Area
Copy To New Area
[ |
Holiday Transfer Paes Problion.
Resignation
Select the
6 location
e =
Rowsperpage: 10 1lefl (1] 1 | Page

Transfer Employees Location or the Sub-Location
On the Employee interface, select the required Employees from the list to modify their Location or the
Sub-Location.
Click on = icon then select the Holiday Transfer from the dropdown list to transfer the required
Employees' existing Location or the Sub-Location
On the Holiday Transfer field, select the required Location or the Sub location from the drop-down list.
Click Confirm, to ensure and migrate the selected Employees to the required Location or the Sub location.
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Pass probation

MZKBioTimeCloud Company Complements Fa e Device GPS  Aftendance Access Reports  System  Apps = & DEMO

= Employee e
&% Emplayee - v nE} gla|ijld|mio]c

o Employee [D Furst Name Depastment Positson Email At Fmgerprint Fae  Department Transfer VL Face Action

Eewgm Posttson Transder
9 1200363 wm Department Fosinon Dot filynt4 com Mot Asthonzed i ras o)
P Approval Workflon Move To New Area

Copy To New Asea

Resipnation

Pass Probation

» On the Employee interface, select the required Employees from the list to pursue as their position
permanently.

o Clickon " iconthen select the Pass Probation to give the selected Employees, a permanent or regular

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

Resignation

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

[@ZKBioTimeCloud Company Complememts Employee Device GPS  Attendance Access Reports System  Apps W @ DEMO

Employee

25 Emplovee 3 K BOE = ¢+ ¢ « oo c
o Employee ID First Name Department Position Email Area Fingerprint Face  Department Transfer VL Face Actien

Resign Position Transfer
3200363 unt Department Pesition acotir@levsd com Not Authorized - - . - Fal O]
38 Approval Warkflow Mo ToNe AR

liil

Copy To New Area
Holiday Transfer

Pass Probanon

=

Resignation

1 row selected Disable -1ofl B 1| Page

Enter the required
details

B
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Employees' Resignation

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

Clickon = icon then select the Resignation from the dropdown list to officially terminate or transfer
the selected Employees.

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

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

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

responsibility.

Enable/Disable Mobile App Access to Employees

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

Enable App

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

@ZKBioTimeCloud Company Complements Employee Device GPS  Aftendance Access Reports System  App W # DEMO
Employee e
% Employes Ml n:.L:L’IIICJJ
[ ] @) sl (e m— ||sa - - e | G
Resign Dasable App
6 6 it Departmes en cotir@ lsyx4 com Net Authorized Fal O,
Workflow
Enable App
App Login
o -
cred Rows per pe ofl (1] 1 | Page

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

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

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

Disable

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

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

Employee

BO=E: : «+ omoc

All'Y

o Employee ID First Name Department Position Email Area Fingerprint Face Enable App VLFace Action
Resign Disable App
- 9 3200363 vtut Department Position sootir@lsyxdcom ot Authorized - . o P O
S Approval Workflow
Disable App
App Login
6 Motnle At Punch
I Mobile Outdoor Status
cted Rows per p: 1-lof n 1

Disable Mobile App

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

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

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

Employee

Fr— v ﬂ = = o4 & m D ¢
[ QD) e

— osicn - - S— e (4] o
Resign Re-upload from device
e 3200363 wint Depariment Position Dootir@lsyx24.com Not Avthorized - P B0
S Approval Workflow Delete Biometric
Resynchronize to device
Are you sure you want to resynchr
e Confim Discar
1 1ow selected Rowsperpage: 10 -1of1 n 1 | Page

Resynchronize Employee Data from Software to Device

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

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

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

Re-upload from device

@ZKBioTimeCloud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps

'® @ DEMO

Employee e

I gy W'y u = omoa L m O C
o Employee ID First Name Department Position Email Area

Fingerprint Face Ps Resynchronize to device

Action
Resign o Re-upload from device
9 3200363 wt Department Position sootir@isyx2dcom Nt Authorized . VA o)
S Approval Workflow Delete Biometric
Re-upload from device
e
o -
10w selected Rowsperpage: 10w 1-lofl B 1 | Page
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Re-upload Employee Data from Device to Software

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

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

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

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

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

Delete Biometric

WZKBioTimeCloud Company Complements Employee Deviee GPS  Attendance Access Reports  System  Apps W # DEMO

Employee

ositio ea Fingen ace vice n
Re-upload from device
e 3200363 utut Department Position nootirZ lsyx24 com Net Authorized - Fal O,

Delete Biometric

.

0
Enter the
required details
No -

ol -
1 10w selected Rows perpage: 10 + ofl (1] 1 | Page

Delete Biometric Template from the Device

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

Clickon ° iconthen, click Delete Biometric to delete the retained Biometric Impression of the selected
Employees from the Device.

On the Fingerprint, Face, Finger Vein, VL Face and Palm drop-down list boxes, select Yes, to delete
the retained Biometric Impression or select No, to keep the same (it is No by default).

Click Confirm, to remove or delete the unrequired Biometric Impressions of the selected Employees.

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

—

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

(@ZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance  Access  Reports  System  Apps W @ DEMO
= Employee e
— M+ Ba-: - : m o C
o Employee ID First Name Department Position Email Area Fingerprint Face Paim VLFace || SSVERS |yion
Resiga Excel Export
. 3200363 utut Department Position nootir@lsyx2Mcom  Net Authorized - e PDFExport | B D
& Approval Workflow v
TXT Export
110w selected

Rows perpage: 10 = -t of 1 n 1

& [

CSV Export
Excel Export
PDF Export

TXT Export

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

Excel Expont

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

Select “Encryption” whether it should be default or password
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Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported, as

shown in the figure below:

B Employee Document_20250218043247 xlsx

Open file

Delete

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

theindividual Employee Id.

WZKBioTimeCloud Company Complements Employse Device GPS  Attendance Access Reports  System  Apps To delete the multiple Employee
at once select the Employee D
and click here
= Employer
&% Employes ~ T

e 30363 L Department Postion

9 Approval Workflow

1 row selected

Click [Confirm] to delete the selected record.
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Resign

This function lets you authoritatively terminate and relocate the Employees' regular or permanent position based

on your organization's standards.

D2KBioTimeCloud  Conpuy  Conpidffp [ Erpiore | oves  cos

Resign

3 Apgroval Workflow

Add Resign

Company ~Complements Emplayce  Deviee  GPS  Aftendance  Access

(MZKBioTime Cloud Reports  System  Apps

Resign

Employee

=0

3 Approval Workflow v

Enter the
required details

"

B0 o0 oo

Ansadane R R A
Dusabie I' i

W @ DEMOC
e, III [ 4 2 B & m 9 C
Y - I
Rows perpage: 10 = 1-10f1 n 1 | Page

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

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

The selected Employees' names will be reflected on the drop-down list.
Use the Employee ID and Name to search for the required Employees in the drop-down list.

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

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

On the Disabled Attendance field select Enable to calculate attendance till the last working date or select

Disable to stop the attendance calculation.
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On the Resign Reason field, based on the type of resignation write the reason for resigning the selected

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

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

@ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reporis System  Apps To delete the multiple resign at W @ DEMO
once select the Employee ID
and click here

Resign

Employee ID Furst Name: Department Position Resign Date End Date OfReport Ge... Attendance Resign Reas Action
n 9 3200363 ut Departmient Position 20250218 Excessive absences 20250218 Disable e E
9 Approval Warkflow
Delete
Ase you sure to delete this record
e S

Delete the existing Department or a Sub Department

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

Select the corresponding Employees' resignation details and click on ﬂ icon to delete bulk or click ®
icon under Actions to delete the individual Employees' resignation details.

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

Rehire

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

Rehire function lets you revive or restore the Employees from the resignation list.
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[MZKBioTimeCloud Compamy Complements Fmployee Device ©PS  Attendance  Access  Reports  System  Apps ‘™ # DEMO
= Resign 9
A8 Employes 5 v n LIHE| & |m c
= il Furst Name Departmes Position Revign Date Resiga Type Ead Date OF Repont Ge Abemdance Bevegn Reason Activs
= 120036 =3 Depanmess Poution 20250213 Excessive sheences 25-02.18 Dusable |
(2]
Rehire
Reinstate the Employees from the Resignation list
On the Resignation interface, select the required Employees from the resignation list.
Click on Rehire ™ icon, to restore the selected Employees from the resignation list.
Click Confirm, to restore the selected Employees from the resignation list.
Import
W @ DEMO

(ZKBioTimeCloud Company Complements FEmployee Device GPS  Attendance  Access  Reports  System  Apps

Resign

il
a
(=]
>
1®
%]
[«
B
(%]
aQ

~ Y

Resign / Import

* Upload | Nofile selected

¢ Approval Workflow +

No

Template Demo: # Download Template | 0

A B c D E F
1 Employee ID * Resign Date * End Date Of Report Generation * Resign Type * Attendance Resign Reason *

Not 20240101 20240101 troe
NO2 2024-01-01 2024-01-01 1 true

Description:

1. The header in the template file is required.

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

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

Import a new update the existing Employees' Resignation details

On the Resignation interface, click on “~ Import icon 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 be imported follows the guidelines specified in the

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

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

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

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

Export

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

[©ZKBioTimeCloud Company Complements Employee Deviee GPS  Attendance Access Reports System  Apps W s DEMO
= Resign 9
rr— My BO: = & m o c
[0 Employee First Name Department Position Resign Date Resign Type EndDate OfReport Ge...  Attendance ResigaReasa| 5V EXPrt | oy
Excel Export
0O 306 uwt Department Position 20250218 Excessive absences 2025.02.18 Disable e pOFExport |© W
TXT Export
Rovws per p: 1 1-1of1 (1] 1
L [
1T
CSV Export

Excel Export
PDF Export

TXT Export

File Type: if you want to export the file in Excel format, select Excel Export.
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Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.
Select “Encryption” whether it should be default or password

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

B: Employee Document_20250218043247 xlsx

QOpen file

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

Disable Attendance function lets you end the attendance calculation for the resigned or the transferred
Employees based on your organization standards.

7ZKBioTimeCloud Company Complements sployee  Device GPS  Astendance  Access Reports  System  Apps ™ & DEMO

Resign

Dusable Attendance
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Disable attendance for the Employees

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

Click Disable Attendance icon, to stop the attendance calculation of the selected Employees from
the resignation list.
Click Confirm, to disable or end the selected Employees' attendance calculation from the resignation list.

Edit

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

[DZKBioTimeCloud Company Complements Employee Deviee GPS  Attendance Access Reports System  Apps '™ i DEMO
i Resign
St o B0+ :0:00c
Employee Employee ID First Name Department Position Resign Date Resign Type EndDate Of Report Ge...  Aftendance Resign Reason Action
L
3200363 utut Department Position. 20250218 Ecesive absences 20050218 Disable e i
3 Approval Workil v

Resign / Edit ol Discard

3200363 utut

i o

Excessive absences

2025-02-18 a8 0 Enter the required

isable Atiens details

Disable

Edit the existing Department or a Sub Department

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

Click Edit 7 to edit the selected Employees' resignation details.
Click Save, to apply changes to the selected Employees' resignation.

Approval Workflow

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

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

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

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

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

@ZKBioTimeCloud  Company \_'omplos Dévice |GPS  Atiiddwise Acciw Repor ‘Syeteny Mippe W @ DEMO

Role

N & B0

[0 RoleCode Role Name Description Total No. of Employees Action

1l

[«
B

Rowsperpage: 10 + i1ofl [1] 1 | Page

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

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

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

Role Name: Displays the Role name.

Description: Displays a brief explanation about the Role.

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

Creating the Roles [Add]

Add function lets you create an approver Role, with the description of the Role, and unique Role Code in your
Organization.
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@ZKBioTimeCloud Company Complements Employee Device GPS  Attendance  Access Reports  System  Apps W @ DEMO
= Role
A% Employee ~ MY
S Role / Add

Enter the required
details

Create a new approver Role

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

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

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

Deleting the Roles

The Delete function

(UZKBioTimeCloud Company Complements Employce Device GPS  Aftendance  Access Reports  System  Apps To delete the multiple roles at
once select the role code and
click here
= Role
A% Employes A ll'Y
Emploges Role Code Role Name Description Total No. of Employees
Resign
e 1 test 001 0
38 Approval Workflow
Flow
Node Delete

1 0w selectsd
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Delete the existing approver Roles

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

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

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

Edit the Roles

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

(WZKBioTimeCloud  Company Complements Employce Device  GPS  Attendance  Access  Rcports  System  Apps W @ DEMO
= Role
P B0- : oo c
Employes [0 RoleCode Role Name Description Total No. of Employess Action
Resign
0O : test 001 o 9 []
S8 Approval Workflow A

test
001 Edit the required
details

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

Click Edit “, to edit the selected a pprover, Roles.
Click Save, to edit the selected approver Roles from the list.

Personnel Transfer

Click on " icon to transfer personnel as per requirement. In the Personnel Transfer dialogue box select an
employee which gets reflected in the right-side column. Click on Confirm to transfer selected personnel.
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@ZKBioTimeCloud Compmy Complements Employee Device GPS  Attendance Access Repors System  Apps ™ d DEMO

) = o

R Bo-]: - -
Employee Role Code Role Name Description Total No_ of Employees Action

Resign
1 test 001 ) V|
9 Approval Workflow o
=10 & Pl T
Flow
& [°] Emplovee n 1 Seeced

[0 Department Eaployee ID First Name Last Name Employee ID First Name Last Name

O r&D
e 3200363 ot 3200363 wtut

Node

Rows perpage: 10 = 1-toft

1 sow selected 1 | Page
Discard

Export

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

GPS  Attendance  Access  Reports  System  Apps ® @ DEMO

@ZKBioTimeCloud  Company Complements Enmy

= Role e
P © BO-0co o c
v CSV Es
Employes —_—— Role Name Description Total No_ of Employees PO | Action
Resign Excel Export
R 1 test 001 0 e PDFExport | © W
S8 Approval Workflow A
TXT Export
Flow
Node
110w selected Rowsperpage: 10 = -1 of1 1

& [

CSV Export
Excel Export
PDF Export

TXT Export

File Type: If you want to export the file in Excel format, select Excel Export.
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|
Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.
Select “Encryption” whether it should be default or password

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

B: Employee Document_20250218043247 xlsx

QOpen file

Flow

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

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

GPS  Aftendance Access Reports  System  Apps '™ @ DEMO

©ZKBioTimeCloud  Company  Compieffgl) [ Emplove

Flow

Flow Name Stant Date End Date Request Type Requester Position Department Action

Manual Log Developer P |

=1€)

Node

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

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

The following field parameters are described below:

Flow Code: Displays the unique Flow code number.

Flow Name: Displays the Flow name.

Start Date: Displays the start date of a Flow.

End Date: Displays the end date of a Flow.

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

Position: Displays the selected Employees’ Position.

Department: Displays the selected Employees’ Department.

Edit the Flow

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

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

Click Edit ¥ ’ icon, to edit the selected approval Flows.
Edit the required details and click Save, to apply the changes to the Flow from the list.
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[WZKBioTimeCloud Company Complements FEmployes Device GPS  Attendmce Access Repoms  System  Apps W & DEMO

= Flow
28 Employe ™ k; u & B & osm c
Emplayee [0 Fewce Flow Xame Stat Dase End Date Ragaria Trpe Rearutes Posstion [e—— Action
Reugn
O @ fghiy 2050019 20250220 Masual Log Developer 3 [}
9 Approval Workflow e

Flow . Edit e Descant

Rale
[~10
Node
Manual Log - 20250019 & 20050220 o]
Dieveloper & Edit the required
details
4+ Add Node
Node Number Node Name
] 7 0

Rowsperpage 10~ 11l [ 1] 1

Deleting the Flow

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

@zZKBioTimeCloud Company Complements Fmployse Device GPS  Attendance Access Reports  System  Apps To delete the multiple Flow at ™ @ DEMO
once select the flow code and
click here
= Flow
2% Employee ~ iy Al mielC
Acticm

Fliow Name Starl Dute: End Date Requeit Type Requester Position Dipartment

2004-00:20 Masual Log Developer o E]

Delete

Delete the existing approval Node

o OntheFlow interface, select the required approval Flows from the list.

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

o Click Confirm, to delete the selected approval Flows from the list.
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Add for Department

The Add for Department function lets you Add the department to the Flow.

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

= Flow
- UIEI A= L m o C

Flow / Add
Resign
Approval Workflow Flow Code * Flow Name ®
 App
Role
ype* - Start Date * ] End Date * |

e Requ

Node

+ AddNode
Node Name \ E

Node Number

Enter the required
details

No rows

Rowsperpage: 10 = -1of 1 [1] 1 | Page

On the Flow interface, click on the d4 icon to enter the Add for department interface.
Enter the required details and click Save, to add the department.

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

W & DEMO

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

= Flow
&% Employee ~ T
Empl
Flow | Add
Resign
3 Aoproval Workilon o Flow Gade® I
Role
e Request Type ® | | sunDues & EasDuer =
Node
Posit -
N0
Hode Nusiber Node Name Enter the required
details
No ror

Rowsperpage: 10 = 1=l of1 [ 1] 1 | Page

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

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

@ZKBioTimeCloud Company Complemeats Employec Device GPS  Attendance  Access  Reports  System  Apps ¥ & DEMO

Flow e
2% Employes 1 R ﬂ A A IE' v m o e
Employes =

Flow / Add Discard
Resign
R ] @) ™

Role

Request Typs * - Start Date * End Date *
Me P i i) ate (1]

Node

N

Node Number Node Name

Enter the required
details

Norows

On the Flow interface, click onthe == icon to enter the Add for employee interface.
Enter the required details and click Save, to add the department.

Export

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

0] ioTi Company ~Complements  Em c Device GPS  Aftendance  Access Reports  System  Apps - DEMO
0] ioTime Clou pany p P ¥ pp: -4
= Flow e
&% Employee ~ Y u & A x m o C
Employee 0 FowCode Flow Name Stant Date End Date Request Type Requester Position Department CSVEsport Lion
Resigh Excel Export
O fe fehy 20050219 20250220 Manual Log Developer PDFExport |1 W
& Approval Workflow  ~
TXT Export
Role
=1
Node

L [

CSV Export
Excel Export
PDF Export

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

xeel Export

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

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

B Employee Document_20250218043247 xlsx
Open file

Node

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

@zKBioTimeCloud  Company umplmo Employce | Device GPS  Aftendance  Access Reports  System  Apps W @ DEMO

Node

The following field parameters are described below:

Workflow Name: Displays the Workflow name.

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

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

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

Edit Node

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

(WZKBioTimeCloud  Company Complements Employse Deviee GPS  Attendance  Access  Reports  System  Apps W @ DEMO
- Node
&% Emplo ~ Y & m S C
Empl [ Workilow Name INode Number Node Name Approver Notifier Approver Scope Notifier Scope Action
Resign
[0 fanfy 12345 hiit 9
. Approval Workflow ~
R [4)
Flox S hmsbe s
=IO [
Approver
Approver Seope - Notifier Scope

Edit the required
details

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

Rowspespage: 10 = 1lefl a 1 | Page

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

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

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

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

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

Click Save, to update the modifications.
Approval Workflow Setup Process

1. Define Roles:

Go to the Role section.
Create and assign the following roles:
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= Employee
»= Team Leader
= HRManager

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

Navigate to the Flow section.

Click Add Flow.

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

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

= Click Edit Flow, then Add Node.

= Name: Team Leader Approval.

= Approval Type: Role-Based.

= Assign Role: Team Leader.

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

Node 2: HR Manager Approval

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

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

Export

Organization can Export the list of departments in the company to their device. Click on & icon, select the file
format to be exported and then customize the export report file. Click on Confirm to Export the file and check in
downloads.
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#ZKBioTimeCloud Company Complements Employee Device GPS

Attendance Access Reports System Apps W @ SANTEST

= Node 9
a5 Employee ~ Y . m 9© C
Fmployes O workflow Name Node Number Node Name Approver Notifier Approver Scope Notifier Scog £8viExport
Resign Excel Export =
O empscH EMPSCH EMpPSCH Approver 23 101 TestingManual ... o PDF Export
® Approval Workfiow o
- [J 535 Schedule 51 Excel Export TXT Export
Export Type a
Flow [0 schedulemk sl 7
Excel
e 0 manuallog 535 T Va
Export Scope *
O teavemk Al e Current Page - Va
[0 overtimemamata bl Export Encryption * Va
Default -
O Rue n Va
[ Test ol Va
[ Manual log M! Va »
0-  1Hoof22 < 2 3 > 1 Page
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Device

Device

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

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

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

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

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

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

@ ZKBioTime Cloud Company Complements Employee 1 3 Attendance Access Reports System  Apps ! g% DEMO
= Device
+ =
2 - BO: - <0 :oooc
e = Serial Number Device Name Area Device IP Status Last Activity User Count FP Count Face Count Palm Cor
Device Command
O 76543w2q12 hege Not Authori ®
E Message ~
76543w2q13 heeg 2787 ®
= Data ~
© Log v
X Configuration ~
»
1 row selected Rows perpage: 10 = 1-2of2 n 1 | Page

The following field parameters are described below:

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

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

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

Real IP: Displays the Real IP address.

Product Type: Displays the product type.

Device Model: Displays the Device Model.

Time Zone: Displays Time Zone.

Firmware Version: Displays Firmware or Device Version.

Push Version: Displays Push Version.

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

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

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

Card Count: Displays Card Count.

User Photo Count: Displays User Photo Count.

Att Photo Count: Displays Attendance Photo Count.

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

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

Last Sync: Displays Last Sync time and date.

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

Company Name: Displays the Device’s company name.

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

1. Manually add the device( click add and then input the device series number to add the device). Refer to
ADD Device.
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2. Auto Add Device: Simply enter theemployee’s domain nameinto the device, andit will beautomatically
added to the software.

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

Add the Device manually

On the Device interface, click on Add 8 icon to add the newly mounted device to the software.

@ZKBiOTIme Cloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @& DEMO
v Device e
I peiee ~ v -|ﬂ ¢ = & x F & m o C
o D Serial Number Device Name Area Device IP Status Last Activity User Count FP Count Face Count Palm Con
Device Command
Device | Add om et
E Message ¥
Device Name * Secrial Numbar*
= Data v

Area® - Ete/GMT-12 -
@ Log ¥ 9

X Configuration ~ e me -
: Enter the required
- P details
Yes ” No }

00:00,14:05

0-0of 0 1 Page

The following field parameters are described below:

Device Name: Enter the unique Device Name.

Serial Number: Enter the Device Serial Number.

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

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

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

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

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

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

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

Delete the Device

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

L5
[{)ZKBioTimeCloud  Company Complement: Employee Device GPS  Attendance Access Reports System  Apps W g DEMO

[To delete multiple at once click here ]

; Device
L0 Deviee « 0¥ ?ﬂ@fc;x&&uﬂ@c

o B SerialNember Devies Nama Ara Davica [0 Smts Law Actviry TsrCouwst  FPComt FacsCout  PimCom  TrmsactionCo.  LastSyne Command Coumt Action
Device Command
76543212 G 2
B Message

s 7654302g13 haez na ® ] P |
= La=

Log .

£t Confizuration v

Bulk delete

Are you sure to delete selected records?

e i

Delete the existing Devices

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

Click on Delete ® icon, to remove the selected Devices.
Click Confirm, to remove the selected Devices from the list.

Add New Area

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

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

Device e
_— e B0-|-
=10

Device Command

=
e 76543w2q12 heze ot Authoris @ 0
B Message 3
~ D ;

Serial Number Device Name Arez Device [P Status Last Activity User Count FP Count Face Count Palm Count Transaction Co.. Last Syme o

= Data Teielat hezz 2y Add new area
© Loz v
Area Code *
% Configuration -
o Area Name * |
S B Enter the required
) details
o= -
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Create a New Area

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

Enter a unique Area Code (by default it takes the next Code number from the Area interface) and the
required Area Name.

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 Subarea name.

Clear All Command

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

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

Device

— .~y B0:[-]c xc:moc
B Serial Number Devica Name Area

Device Command
e 76543m2q12 heee Mot Authori: @
B Message ~

[]  7es43w2qls hezz 2487 ®

Device [P Status Last Activity User Count FP Count Face Count Palm Count Transaction Co.. Last Syme T

&= Dita v

@ Log w

& Configuration v Clear Commands

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

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

Clear Data

Clear Data clears away or erases the stored data from the Devices.
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of configurations

Functions available under Clear Data

Clear Attendance Data
Clear Captured Photo
Clear All Data

Clear Attendance Data

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

@ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps ® & DEMO

Device

Device ~ Y + ¢ = alx|B &2 m © c
o
o B Serial Number Device Name Area Device IP Status  Last Activity User Count FP Count rmce Clear Attendance Data n €. Last Syme o

Device Command

il

Clear Capture Photo
e - 76543w2q12 hszz Not Author G o
B Message v 8 s & Clear All Data
O 0
&= Data ~
Clear Attendance Data
© Log ™
Star Time
I3 Configumation v Start Date ) 00:00 HEmm
e End Time
End Date o] 00:00 HH:mm
[] ClearAll \
~—

Enter the required Diseard
[ details ] o -

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

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

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

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

@ZKBIOTII’T]E Cloud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps W & DEMO
- Device 3
Lf Device ~ Y n(}f ;;E &lm o C
o B serialNumber Devics Name Arez Devica IP States  Last Activity User Count FP Count FaceCount  ClearAttendance Data o Co..  Last Syme [
Device Command 4 Clear Capture Photo

M| 7ss43m2q12 hese ot Authori ® s
B Messaze ve - = = i Clear All Data

[0 76s43w2q13 heze 2487 ® g
&= Data v
@® Loz o
£3 Configuration - Clear Capture Photo

Are you sure to clear the capture of s

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

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

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

Clear All Data

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

[MZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps ‘W @ DEMO
- Device =
L Device ~0Y u(-):— ;-.E, 4 m o C
o B serialNumber Devics Name Arex Devics IP Stas  Last Activity User Count FP Connt Facs Count  ClearAttendance Data o, LastSyme [
Device Command Clear Capture Photo

M| 765432412 heee ot Authy @ 3
B Message ve o . = = 8 Cicac Al Data

[0 76543w2q13 heee 2¥87 ® o
= Data ~
© Log - Clear All Data
£ Confizuration . Are you sure to clear all th

n device?

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

On the Clear Data * icon, from the dropdown list click Clear All Data to clear or erase all the stored
data from the selected Devices.
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Click Confirm, to clear or erase all the stored data from the selected Devices.

Syncing data with device

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

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

@ZKBiQTimeCIoud Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @ DEMO
- Device
L Device ~ Y nUEXE.L[[ﬂ@C
o B SerialNumber Device Name Area Device IP Stams  Last Activity UserCoust  FPCount | Upload userdata from device amssction Co... Last Syme o
Device Command ‘Upload transaction from device
e 76543w2q12 i Mot Anthors @ ¢
B Message b Syne data to device
O estamzan3 beee 287 ® ¢
= Data v
@® Log v
¢ Configuration v

Upload User Data from Device

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

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

Device e

LT Device ~W Y nef:xE&un@c

D = ?
o B Serial Number Device Nama Area Deviea IP Statms  Last Activity User Count rpco Upload user data from device | jansaction Co...  Last Syne C

liil

Device Command

Upload transaction from device
M| 76543m2q12 begs Mot Autheri B o
B Message ve e @ Sync data to device g
O 76543w2q13 hezz 2587 ® o
= Data v
@© Loz -

Upload user data from device

@ Configuration -

Enter the
required details

i

Discard

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

Click on Data Transfer ‘@ icon, from the dropdown list, click Upload User Data from Device to

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

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

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

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

Upload Transaction from Device

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

software.
[{)ZKBioTimeCloud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps W @ DEMO
. Device e
LG Device ~ Y n(-)_:x G &+ m © cC
o B SerialNumber Device Name Area Device TP Status  Last Activity User Count FPCount ~ Upload userdata from device  yansaction Co...  LastSyne [
Device Command o Upload tranzaction from device|
e 76343w2q12 bezz Mot Authori: @
D Messaps D Syne data to device
[ 7es43m2q13 bses 2487 ®
&= Data ~
© Loz it Upload transaction from device

£ Configuration - Transaction *
Al - M

Enter the
e = required details

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

K
Click on Data Transfer ‘e icon, from the dropdown list click Upload Transactions from Device to

upload the transactions from the selected Devices to the software.

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

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

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

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

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

- Device e

- A B -[a]xc o c
o B SericlMNumber Devies Name Area Devica TP Status  Last Activity UserComst  FPConnt  Uploaduserdatafromdevice  yamsacionCo. . Last Syne o

Device Command Upload transaction from device

9 76543412 bess Mot Anthori: @
B Message v Sync data to device

O 76s43w2a13

&= Data ~
Sync data to device
@© Loz ~
Employee Photo
0 Confizuration - 0 Exuploy 0
(] Fingerprint [] Face
[] Paim [] Finger Vein

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

K
Click on Data Transfer ‘e icon, from the dropdown list click Sync Data to Device to sync or
update the Employee data from the software to the selected Devices.
On the Sync Data to Device window, select the required data, by switching the toggle button to
either Yes or No for the data options (Employee, Photo, Fingerprint, Face, Palm, and Finger Vein).
Click Confirm, to sync or update the selected data from the software to the selected Devices.

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

[D)ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reporis  System  Apps W @ DEMO

Device
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LT Device ~0 Y nﬁifcaximoc
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(]  Serial Mumber Davics Name Araa Device IP Status  Last Activity User Count FP Count Face Count pal| Reboot Last Syme [
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Functions available under Device Menu

Reboot
Read Information
Enroll Remotely

Duplicate Punch Period

Capture Setting
Upgrade Firmware

Day Light Saving Time

Reboot

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

@ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports  System

Device

LG Device - Y

Device
SR

Device Command
9 76343w2ql2
B Message -

O 76s43m2q13

= Data ~
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£ Configuration v

Device Name Area Device IP Status

hezz ok Authori: @
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Apps ‘™ @& DEMO
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Read Information
Enroll Remotely

Dugplicate Punch Period

Reboot

Capture Setting.
Uperade Firmware

Daylight Saving Time

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

Click on Device Menu

Devices.

Click Confirm, to restart or reboot the selected Devices.

Read Information

G

This function lets you read or pull Device information. Read Device Information
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[DZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Repors  System  Apps W @ DEMO
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Are you sure to read information from selected device(s)?

e Dt

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

Click on Device Menu C icon from the dropdown list, click Read Information to read or pull the
selected Devices information.
Click Confirm, to read the selected Devices information.

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

@ZKBioTimeChjud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps W @& DEMO
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Enroll Remotely via Software

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

Click on Device Menu C icon from the dropdown list, click Enroll Remotely to start registration.
On the Enroll Remotely window, enter the following.

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

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

Duplicate Punch Period

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

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

[ZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @& DEMO
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Device Command Read Information.

9 76343w2g12 bess Mot Authoris ®
B Message 2 Esroll Remotely
[0 76583w2q13 hesz 2587 ® o Duplicate Punch Period
&= Data ~
Capture Setting
© Log v Upgrade Firmware
£ Configuration e Daylight Saving Time
Duplicate Punch Period
Q"
! &

Enter the required
6 Discard details

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

G

Click on Device Menu
the selected Devices.

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

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

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

Capture Setting

This function lets you set the image-capturing mode in the Device. Some devices let you capture the photo of the
employee during verification.
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GJZKB")T”'“E Cloud Company Complements Employee Device GPS  Attendance Access Reporis System  Apps W @ DEMO
== Device e
8 Devie N E B0 - ¢ x[o]: mwoo
B SenialNumbe Device Name Area Device IP St Last Activity User Comnt FP Count Face Count Pl ot Last Syne o
Device Command Read Information
9 76543ulql2 beez ot Authori:
B Message ) Enroll Remotely
O 76543w2q13 hegs 2087 ® Duglicate Punch Period
&= Data ~
o Capture Setting.
@© Log ~ Capture Setting Upgrade Firmware
£ Configuration ~ Capmre* Daylight Saving Time

Capture and Save  +

— Enter the required
m details

On the Device interface, select the required Devices from the list to set the mode.

Click on Device Menu G icon from the dropdown list, click Capture Setting to set the capturing mode in the
selected Devices.

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

Do not capture: The Device will not capture theimage.
Capture photo but don’t save: The Device will capture the photo but will not save in the Device.
Capture and Save: The Device will verify the captured photo and save it even if the verification is not successful.

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

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

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

Upgrade Firmware

In case if you need to upgrade the Firmware for whatsoever reason, then this function lets you upgrade or
enhance the Firmware of the Device. You must have an upgraded firmware file before operating this function.
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= Device e
L Device ~0 Y u ¢ = @& X & m 9 C
= Serial Numbar Device Name Area Device [P Status. Last Activity User Count FP Count Face Count Pal Last Syne C
Device Command Read Information
| REES R bese Mot Authors: @ o
B Mg g s shaution © Earoll Remotely §
O  7est3wiald hese 287 ® Upgrade Firmware Dugplicate Punch Period
&= Data ~
[
ou - Q] |  Qomemn]

£ Configuration

Daylight Saving Time

Gl —

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

Click on Device Menu

G

icon from the dropdown list, click Upgrade Firmware to upgrade or enhance

the Firmware of the selected Devices.
On the Upgrade File field, click Choose file to select the configuration file from your PC to upgrade.
Click Confirm, to upgrade the Firmware of the selected Devices.

Day Light Saving Time

Daylight-Saving Time is a function to adjust the official prescribed local time to save energy. The unified time
adopted during theimplementation is known as the "DST". Typically, regions that use daylight saving time adjust
clocks forward one hour to standard time close to the start of spring in the summer to make people sleep early. It
can also help with conserving energy. In the autumn, the clocks are set back to get up earlier. Various countries
have different regulations. Daylight Saving Time is now used in nearly 70 nations.

[DZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Repors  System  Apps W @ DEMO
— Device e
Caitbies o B B¢ - « x&m@c
B Serial Number Device Name Area Deviee IP Status Last Activity User Count FP Count Face Count Pal t Last Syne Ce
Device Command Read Information
M| rsswn bess Mot Auth @ 4
B Message Q i e — © Earoll Remotely 5
[ 7es43w2qls hees 2587 ® Duplicate Punch Period
= Data ~ )
Capture Setting
© Les N Upgrade Firmware
£t Configuration . o Daylight Saving Time
Daylight Saving Time e
Daylight Saving Time TR S
- By date'time o
»
Start Date * ] Start Time * HH:mm
End Date * / (3 | | End Time+ HE:mem
: ] e Confirm ] Discar
Enter the required
details J

On the Device interface, select the required Devices from the list to set the mode.
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Click on Device Menu G icon from the dropdown list, click Daylight Saving Time to set the daylight-saving
time in the selected Devices.

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

Click Confirm, to enable the selected Device.

Export

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

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

B.LDII*’D

skl CSV Export
Excel Export
2025-0 " ppF Export

g5 TXT Export

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

Excel Export

Export Scope*

Current Page -

Export Encrypiio *

Default -

-

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

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

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

Edit the Device

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

[@ZKBioTimeCloud Company Complement: Employee Device GPS  Amendance Access Repoms System  Apps W & DEMO

car Device

rial Numb
76543w2q12
Tiazons
X - | Etc/GMT-12 -
nefar )
Device [P Real Time
Counection Request nten
Y - 10 econd: 5
Enter the required
wdsnce Dev Enbi: c details
Yes - No -
‘Transfer Interval * ‘Transfar Time *
10 minutes 00:00;14:05

Edit function lets you edit the existing Messages from the software.
To edit existing Messages details, perform the below steps:

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

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

Edit the required details and click Save.

Device Command

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

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

On this Interface, you can view and delete the Device commands that are being initiated to the Devices.
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[WZKBioTimeCloud  Company Complements

Device Command

1= 2
v
Device 5
Serial Number
®
76543w2ql2
B Message &
Public
Private
&= Data ~
© Leg A
% Configuration %

Emplo}'er& Attendance  Access Reports System  Apps W @ DEMO

Device Name

hezg

Content

DATA UPDATE SMS MS

t’ = & m 9 C

Commit Time Transfer Time Retum Time Retum Value Action

2025-02-18 14:10:11

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

[{ZKBioTimeCloud Company Complements Emplover Device

- Device Command

LT Deviee ~AY

Dewice e Sarial Number
o
7654302912

Bl Messaze

Public

Private
= Daa v
© Lo ¥
£ Conficuration v

Device Name

beze

Delete the Device Commands

GPS

Coment

DATA UPDATE SMS MSG=sTA...

Attendance Acces: Reports  System  Apps i i W & DEM
To delete multiple at once click here

Commit Time Transfer Time Rsmum Time Remm Value Action

2025-02-18 14:10:11 e E

Bulk delete

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

instructions.

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

Clear All the Commands

Clear All Commands allows you to delete all the device commands.
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@ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @ DEMO
= Device Command e
- N O] o o c
Device & L
Serial Numbar Davice Name Content Comumit Time Transfer Time Retum Time Reaturn Value Action

)

76543w2q12 bese DATAUPDATE SMSMS . 2025-02-18 14:10:11 |
B Message I

Publi
. Clear Commands

Private
Are you sure 1o clear all the Commands?

£ Data v

o Confirm Dascard
® Log -

3 Configuration v

On the Device Command interface, click on Clear Commands = icon to delete or remove the all-device
commands.

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

Export

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

ﬂ&m@

e CSV Export
Excel Export
2025-0  ppF Export

)025-0 TXT Export

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

Expart Scope*

Current Page -

Expart Encryption *

Default -

-

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

Select "All Data" to export all the data.

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

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

Our Message module helps you to convey your Organizational announcements to the Employees. It enables you
to set messages to the Employees both as a 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 publicannouncement or private messages.

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

@ZKBioTimeCIoud Company Complements Employee -o Attendance  Access Reports System  Apps ‘W™ @ DEMO

Public

e - B0: o e

Lf Device
O seitumber Devie ame S Tine — i - s
Public .
O  7es43w2q12 beee 2025-02-19 00:00:00 1 e 2025-02-18 14:10:11 V|
Brivate
&= Data ~
© Loz w

3 Configuration v

Public

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

@ ZKBioTime Cloud Company Complements Employee -oS Attendance  Access Reports System  Apps ‘W™ @ DEMO

- Public

G e 0O - D= :owoec
[0 Serial Number Device Name Start Time Duration Content Last Sent Action

[~ 1® .
O  76s3m2q12 begz 20250219 00:00:00 1 = 2025-02-18 14:10:11 P |

Private

&= Data b4

© Loz "

£} Configuration v

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

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

The following field parameters are described below:

Device Name: Displays the Device name.
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Serial Number: Displays the unique Device serial number.

Start Time: Displays the message start time.

Duration: Displays the message transfer duration.

Content: Displays the content of the message.

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

Functions available on the Public Interface

Add

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

@ZKBioTimeCIoud Companv  Complements Employee Device GPS  Aftendance Access Reports System  Apps ¥ & DEMO

Public

B
LC§ Device «0T um L m D C

B Message 2 [ Serial Number Device Name Start Time Duration Content Last Sent Action
=10 ,
O estiezanz [ 2025.02.19.00:00:00 1 s 20250218 1M10:11 |

Private ~
Public / Add 0 Discard
&= Data ~

© Lee ¥ || Device -
£t Configuration =
Start Time *

1 minptes

Enter the required
details

Add the newly mounted Device

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

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

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

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

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

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

@ZKBiOTimeCloud Company Complements Employee Device GPS  Attendance Access Reports  System

W @ DEMO
[To delete multiple at once click here ]

- Public
L Device - Y 2 & m 9 C

B Message A Serial Number Device Name Start Time Duration Content Last Sent Action
1
e 76343w2q12 besz 2025-02-19 00:00:00 1 = 2025-02-18 14:10:11 e‘ E
Private
&= Data ~
@ Lee v Bulk delete
£ Configuration ~ Are you sure to delete selected records?
o=

Delete the Public Announcements

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

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

Send Message to Device

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

[{)ZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @& DEMO
— Public
L Device - Y L | @D H e
B Message -~ ®  Serial Number Devies Name Start Time Duration Content Last Sent Action
o .
e 76343w2ql2 hggs 2025-02-19 00:00:00 1 B 2025-02-18 14:10:11 Fa |
Private
= Data %
Send Message
@© Log ~
Are you sure to send the message?
£ Configuration =

Send Message to the Device

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

Edit the Device

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

@ZKBioTimeCloud Company  Complements Employee Device GPS  Atftendance Access Reports  System  Apps W @ DEMO

Public

— . g0: : oo ¢

B Message )

[J  Serial Number Device Name Start Time Daurati
=19 s
O 7es43waql2 heze 2025-02-19 00:00:00 1 s 2025-02-18 14:10:11 B

Private

£ Data . Public / Edit o Discard
®© Log Device®

& Configuration v

on. Content Last Sent Action

Stan Time*

2025-02-19 00:00:00 r.]

minutes

Enter the required
details

To edit existing Messages details, perform the below steps:

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

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

Edit the required details and click Save.

Export

Click the [Export] icon = to export the employee accounts details in PDF, Excel, CSV, or TXT format.
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@Zl(BioTimeCic)ud < mplements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
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Excel Export
= ©
PDF Export
Private
TXT Export
= Data v
Q© Log &
No rows
3 Configuration ~
Private

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

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

WZKBioTimeCloud  Company Complements Employee o Attendance  Access Reports  System  Apps W @ DEMO

= Private

pe @ BO- -
Public _

O 3200363 utut 2025.02-18 12:55.00 1 Bjlk V|

=10

&= Data ~

© toe ~

£2 Configuration v

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

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

First name: Displays the first name of the employee.

Last name: Displays the last name of the employee.

Start Time: Displays the message start time.

Duration: Displays the message transfer duration.

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

Functions available on the Private Interface

Add

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

Add the Employee's Resignation Details

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

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

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

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

= Private e
L Device = B l 5 & m o C
B Message N [0 Exployeeld First Namma Last Nama Start Time Diation Content Last Sent Action
Public e
O 006 utat 2005-02-18 12:55:00 1 hilk P |
[ 10
&= Data ~
Add e o Discard
® Loz s
23 Confignration - Employee *
Start Time * o]
™

Enter the required
details

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

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

Click Save to save the newly created message.

Delete private messages

The delete function lets you delete or remove the successful and the pending private messages via software.
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@ZKBiQTime Cloud  Company Complements Employee Device GPS  Attendance Access Reports  System dam W @& DEMO
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&= Data ~
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£x Configuration ~ Bulk delete

Are e to delete selected records?

=

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

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

Edit the Device

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

@Z}(Bm'{'[me Cloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @ DEMO
= Private
[0 Device v Y u 2 & M © C
B Message ~ 0 EwmployeeD First Name Last Name Start Time Duration Content Last Sent Action
Public [
[ 3200363 utut 0250218125500 1 hilke 2 WA

o

= Data v Prvate / Edit e OE Discard ‘

@ Log v 5 w
3200363 utut X -
a Configuration v L
2025-02-18 12:55:00 G
Duration *
1 munutes
Content *
hjlk Enter the required
details

To Edit existing Messages details, perform the below steps:

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

/7

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

Edit the required details and click Save.

Send Message to Device

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

'IJZK BioTimeCloud Company Complements Employee Device GPS  Amendance Access Reporms  System  Apps ™ @& DEMOD
= Private e
S e O : = o c
B Message - B Euployee D Fust Name Last Pame Stast Tame Dusatson Comtent Last Sent Action
Pubhc
3200363 utot 2025.02-18 12:35:00 1 byl " i
:
= Daa = Send Message To Device
© Loz o Ve vou sige o send the messages
 Configwation - o |m | Tecard

Send Message to the Device

On the Private interface, select the required private messages to be sent to the respective Devices from
thelist.

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

Export

Click the [Export] icon “ to export the employee accounts details in PDF, Excel, CSV, or TXT format.

ﬂ&m@

skl CSV Export
Excel Export
2025-0  ppF xport

g5 TXT Export
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Data
Setting up the Process Work Code

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

On the Data module, you can view and maintain the registered Biodata, add, modify, or delete a Work Code and
upload transactions via USB.

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

Bio-template means the templates (Fingerprint, Face, Palm, Finger Vein) registered for the Employees. Our Bio-
Template interface helps you to view the detail (mainly the major version number) information of the Employees
bio-templates. It gives an idea about the Major Version of the templates.

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

@Z](B|0Time Cloud Company Complements Employee oE Attendance Access Reports System  Apps W g DEMO
e Bio Template
LD Device v ¥ & m &
B Message 9 Empiayee ID First Name Last Name Bio-Type Bio Index Major Version Serial Nunber Update Time
| = Data ~ |
Bio-Template 3
Bio-Photo
Transaction
Unregistered Transaction o
= No rows
© Log v
¥ Configuration ~

The following field parameters are described below:

Employee ID: Displays the unique identity number of the Employee.

First Name: Displays the First name of the employee.

Last name: Displays the last name of the employee.

Bio-Type: Displays the type of registered Bio-template.

Bio-Index: Displays the arrangement of the registered Bio-template.

Major Version: Displays the algorithm version of the registered Bio-Template.

Minor Version: Displays the algorithm version of the registered Bio-Template.
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Serial Number: Displays the Device serial number.

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

Bio-Photo

Bio-Photo means the uploaded photos of the employees. During the initial step of adding an employee,
Admin/HR can upload employees’ photos. Apart from this, employees can also upload their photos using mobile
or scanning QR code. Our Bio-Photo interface helps you to view the registered Bio-Photo information of the
Employees.

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

[{ZKBioTimeCloud  Company Complements Employee | Device o Attendance Access Reports System  Apps W & DEMO

Bio Photo

D Device ~ Y u ElalEls|mialc
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E=1e -

Bio-Template

3

Transaction
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© Loz v

€% Configuration 4

The following field parameters are described below:

Employee ID: Displays the unique identity number of the Employee.

First Name: Displays the first name of the Employee.

Last Name: Displays the last name of the Employee.

Email: Displays the E-mail ID of the Employee.

Serial Number: Displays the serial number of the Device.

User Photo: Displays the Employee's uploaded photo. (Only JPEG, JPG format)
Bio-Photo: Displays the Employee's Device captured photo.

Register Time: Displays the registered time of the Employee along with the date.
Remark: Displays the comments (Approval or Disapproval reason) updated by the admin.
Status: Displays the approval or the disapproval status of the Bio-photo.

Approval Time: Displays the time of the approval or the disapproval status.
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How to Upload User Photo via Mobile phone

QR Code

QR Code function lets you upload the user photo to the software by scanning the machine-readable code by the
camera on a smartphone.

@ZKBioTimecloud Company Complements Employee Device GPS  Amendance Access Reports System  Apps ‘W §@ DEMO
= Bio Photo e
LB Device o ki B0: - & m D C
B Message & [ EmployeeD FirstName  LastNeme  Email Serial Num... UserPhoto  BioPhoto Register Time  Remark Status Approval T... Action
= Data A
Bio-Template
o

Transaction

Unregistered Transaction

® Log v

X Configuration A4

Upload Bio-photo using QR Code

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

Use the smartphone to scan the displayed readable code with the camera.

The URL takes you to the page displayed below. In case of any error kindly contact your software User
admin.

Import Bio-Photo

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

On the Bio-Photo interface, click on Import Bio-Photo L jcontoa photo.
On the Import Bio-Photo window, click +Upload to upload the photo from the local system.
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@ngfg'ﬁmec|oud Company Complements Employee Device GPS Attendance  Access Reports System  Apps ™ @ DEMO
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Transaction
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* Notice:
1. The name of photo must be Employee 1D,
2.The employee photo must be jpg. .jpeg. .png and .bmp format.

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

Ignore Error: The filename of the Bio-Photo should be the Employee ID number. When we try to upload the bio-
photo, the system will match the filename with all the Employee IDs present in the system. If the filename does
not match with any employee ID, then the system will prompt an error “Employee (filename) not found”. If you
select Yes, then system will Ignore this error.

Click Save to save and update the Bio-Photo.

Delete User Photo

Delete function lets you delete the User photo as the registered Bio-Photo

[)ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
[ To delete multiple at once click here ]
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i Confi Discard -
Trdnzaction O oes syed basha syed@n.. scard | E-pa-.  Mone Approved  2025-03-.. []
Unregistered Transaction
9 A o |
© Log v
O =nosl Mamta haritha@.. 2025-03-.. Mone Approved  2025-03-.. [ ]
£x Configuration v

Delete the User Photo

¢ OntheBio-Photo interface, select the required User photo.
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ZKBio Time Cloud
On the Bio-Photo interface, click Delete to delete the User photo.

Click Confirm to save and update the Bio-Photo.

Transaction
Our Transaction interface helps you to view the recorded attendance transaction information of the Employees
‘W @ DEMO

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

Company Complements Employee G Attendance Access Reports System  Apps

{)ZKBioTime Cloud
= Transaction
L0 Device v Y + 4 m L C
B Message v [0 EmployeeD First Name Department Punch Date Puach Time Punch State Terminal SN
|E Data ~ |9
Bio-Template
Bio-Photo
[0
Unregistered Transaction Ner
@© Log v
£t Configuration -
Rows perpaze: 10 ~ 0-00£0 1 | Page

The following field parameters are described below:

Employee ID: Displays the unique identity number of the Employee.

First Name: Displays the first name of the Employee.
Last Time: Displays the last name of the Employee.
Department: Displays the department of the Employee.
Position: Displays the position of the Employee.
Date: Displays the last Punch Date of the Employee.
Punch Time: Displays the last Punch Time of the Employee.
Punch State: Displays the last Punch State of the Employee.
Verify Type: Displays the Punch verification type of the Employee.
Attendance Code: Displays the last punched unique Code of the Employee.
GPS: Displays the Employee's last punched Device's GPS location.
Longitude: Displays the Employee's last punched Device's GPS longitude location.

Latitude: Displays the Employee's last punched Device's GPS latitude location.
Copyright © 2026 ZKTECO CO., LTD
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Area: Displays the Employee's last punched Area of the Device.

Serial Number: Displays the Device serial number.

Device Name: Displays the device name.

Upload Time: Displays the last upload time.

Actual Temperature: Displays the Actual Temperature of the Employee.
Mask Flag: Displays the flag mask of the employee.

Punch Time of Epoch: Displays the punch time of epoch.

USB Upload

If you want to upload any transaction downloaded from a device, then you can use this interface.

Upload the USB Transactions

On the Transaction interface, click on USB Upload % jconto upload the attendance transaction via
a USB device to the software.

On the Upload File, click Choose file to choose the file from your PC or a USB Disk. This filename should
be the same as Device Serial Number. And make sure the system has the employees for whom all you
want to add transaction.

Click Confirm, to upload the attendance transaction from the USB device.

@ZKB|0T[me Cloud Company Complements Employee Device GPS Attendance  Access Reports System  Apps ‘W @ DEMO
= Transaction 9
L0 Device v Y E b m o
B Message T [0 EmployeeD First Name Department Punch Date Punch Time Punch State Terminal SN
= Data ~
Bio-Template
Bio-Photo
=10

Unregistered Transaction

9 Choose File | No file chosen
® Log < Plea

£t Configuration -
-

Upload Only dat file Extension (Example: SN_FileName dat)

Unregistered Transactions

Our Unregistered Transaction interface enables you to view the unrecorded attendance transaction
information of the Employees.

On the Device module, click Data, and then click Unregistered Transaction to go to the unregistered
transaction interface.
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@ZK BioTimeCloud Company Complements Employee | Devic o Attendance  Access Reports System  Apps ‘W @ DEMO
- Unregistered Transaction
[0 Device v Y & m £ C
B Message % [0 PunchDate Punch Time Punch State Terminal SN Upload Time
== A

Bio-Template
Bio-Photo

Transaction

Unregistered Transaction e =
No rows

© Log v

Q Configuration -

The following field parameters are described below:

Punch Date: Displays the last Punch Date of the Employee.

Punch Time: Displays the last Punch Time of the Employee.

Punch State: Displays the last Punch State of the Employee.

Verify Type: Displays the Punch verification type of the Employee.
Attendance Code: Displays the last punched unique Code of the Employee.
GPS: Displays the Employee's last punched Device's GPS location.

Longitude: Displays the Employee's last punched Device's GPS longitude location.
Latitude: Displays the Employee's last punched Device's GPS latitude location.
Area: Displays the Employee's last punched Area of the Device.

Serial Number: Displays the Device serial number.

Device Name: Displays the Device name.

Upload Time: Displays the last upload time.

Actual Temperature: Displays the actual temperature of the Employee.

Mask Flag: Displays the displays the flag mask of the employee.

Logs

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

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

Our Operation Log interface to view the events that took place on the connected Devices. On the Device
module, click Log, and then click Operation Log to go to the Operation Log Interface.

@ ZKBioTimeCloud  Company Complements Employee | Device 05 Attendance  Access Reports System  Apps W @ DEMO

= Operation Log

L0 Device v Y u  m 9 C
B Message v []  SerialNumber  Device Name Timme Zone Administrator Action Object Parameters Action Time Upload Time Action

= Dafa v

[0 19
Operation Log e

Error Log

Upload Log No rows

¢ Configuration v

The following field parameters are described below:

Serial Number: Displays the Device serial number.

Device Name: Displays the Device name.

Time zone: Displays the Device time zone.

Administrator: Displays the total number of Admin Users of the Device.

Action: Displays the activity or the operation that took on the Device.

Object: Displays the description of the activity that took place on the Device.
Parameters: Displays the specifications of the activity that took place on the Device.
Action time: Displays the time of the action took place on the Device.

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

Delete Operation log

The Delete function lets you remove or discard the Devices' event records via software.
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@ZK BioTime Cloud Company Complements Employee Device GPS Attendance _Access Rel > _AD @ SANTEST
—— To delete multiple at once click here
= Operation Log
[0 Device v Y ﬂ & m O C
B Message = B sericlNu.. DeviceN. TimeZone Administr. Action Object Paramet..  ActionTi.  Upload Ti.. Action
= Data ~ =
2 CLHB2247..  SYSTEST Etc/GMT+. 0 Enterme.. 0 0 2026-03-.. 2025-03-..
© Log e =
[0 clHB2247.  SYSTEST Etc/ 0 2026-03-.. 2025-03-.. [ ]
Operation Log o Delete
[0 clHe2247.. SYSTEST Ete/ 0 2025-03-.. 2025-03-.. (]
Error Lo '
g Are you sure to delete this record?
Upload Log [J clHB2247.  SYSTEST Etc/ . 0 2026-03-.. 2025-03-.. (]
. oe=a| -
£ configuration ¥ [0 clHB2247.. SYSTEST Etc/ 5, 0 2025-03-.. 2025-03-.. [}

Delete the records from the operation log

On the Operation Log interface, select the required Devices' event records to remove or delete from the log list.

Click Delete to remove or delete the selected Devices' event records from the log list.
Click Confirm, to discard or delete the selected Devices' event records from the log list.

Error Log

Our Error Log interface facilitates maintaining a record of critical errors that are encountered by the Devices
while in operation.

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

[{)ZKBioTimeCloud  Company Complements Employee oS Attendance  Access Reports System  Apps

= Error Log
[0 Device v i
B Message 2 [ Serial Number
= Data v
[@ 2
Operation Log
o
Upload Log
£ Configuration ~

Device Name

Ermor Code

Error Message Error Command Command D

No rows

The following field parameters are described below:

Serial Number: Displays the Device serial number.

Device Name: Displays the Device name.

Error Code: Displays the unique code of the Error captured by the Device.
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Error Message: Displays the Error message.

Error Command: Displays the Error command.

Command ID: Displays the unique identity number of the error command.
Extra Message: Displays any added messages available for errors.

Upload Time: Displays the error uploaded time.

Delete

Delete function lets you remove or discard the event errors detected by the Device. The process of deleting is the
same as the operation log.

Upload Log

Our Upload Log interface facilitates maintaining a record of the transmission of Device commands and
instructions from the software to the Devices.

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

@Z](Bio'ﬁme(:[oud Company Complements Employee Attendance  Access Reports  System  Apps ‘W g DEMO
= Upload Log
L0 Device v Y u & || D] C
B Message ¥ [0 Serial Number Device Name Event Content Count Error Count Upload Time Action
= Data w
E—

Operation Log

Error Log

Upload Log 0 No rows

% Configuration hd

The following field parameters are described below:

Serial Number: Displays the Device serial number.

Event: Displays the occurrences that took place on the Device.

Content: Displays the description of the event that took place on the Device.
Count: Displays the total count.

Error Count: Displays the total number of errors.

Upload Time: Displays the uploaded time.
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Delete Upload Log

Delete function lets you remove or discard the transmitted Device commands' logs from the software to the
Device. Delete the records from Upload log. The process of The Delete is same as in operation log.

@ZKBioTimeCloud Company Complements Employee Device GPS Attendance Access Re| > Apps ™ @ SANTEST
To delete multiple at once click here
—= Upload Log
=
LT pevice o B |ﬂ 4 m o
B wmessage ¥ B  serialNumber Device Name  Event Content Count Error Count Upload Time Action

P

= Data
0 ClHB224760411  SYSTEST Operation Log 1 0 2025-03-13 WSA..eE

©® og A

[J ciHB2247604n  SYSTEST 0 2025-03-13 18... [}
Operation Log Delete

[J ciHB2247604n  SYSTEST 0 2025-03-13 18... ]

Error Log Are you sure to delete this record?
Upload Log o [0 ctHe2247604n  SYSTEST = 0 2025-03-13 18.. [ ]

o) -
£ configuration e [0 ciHB2247604n  SYSTEST izicloloiziag sl T 0 2025-03-13 18.. B
[J ciHB2247604n  SYSTEST Operation Log 1 0 2025-03-1318... [

Export

Click the [Export] icon “ to export the employee accounts details in PDF, Excel, CSV, or TXT format.

MM 9D

Upload CSV Export
Excel Export
2025-0  ppF Export

s0o5-g TXT Export
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Configuration

Our Configurations module facilitates you to accomplish in managing the new or the existing Devices,
registration of Bio-Photo, and in the maintenance of the data, which eases your work and increases your
productivity.

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

[©ZKBioTimeCloud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps ® @ DRMO

" T o

L Device v " cotion Settngs Device C

Bl Messaz= v Bie-
D

ation Seftings

#@ Rezistration Device

. . @
@ Filter Resicned @ Sync data to device

T -
@ Allow Auto Add @ Allow Upload New Employe]

£ Configuration ~

[—""1@ i ——

Configuration

Bio-Photo Approval Policy

Pending * | | Pending

e v || Auto Approval Enter the required

Dtz Retention Setling details

The software will keep the recent data according to the valus set here, and set as 9999 to keep retain all the data

%999 9%

;399. 9999
fepr—— Enter the required
details

o

Device Communication Settings
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.

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

Sync data to the device: Toggle Enable, to sync data to the device automatically.
Allow Auto Add: Toggle Enable, to automatically add the new Devices to the Software.

Allow Upload New Employee: Toggle Enable, to automatically upload the new employee from the device to
the software.

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

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

Bio-Photo Approval Policy
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Bio-photo refers to the employee profile picture. There are several methods to upload it. Below are several ways
to upload. This function lets you set up the approval method for the uploaded Bio-Photo.

Edit Employee: Select Auto Approved, to automatically approve the captured Bio-Photo of the Employees.
Batch Import: Select Auto Approved, to automatically approve the batch upload of the Bio-Photo.
Mobile Upload: Select Auto-Approved to automatically approve photo uploaded via mobile device.

Device Upload: Select Auto-Approved to automatically approve the photo captured via Bio-metric Device.

Data Retention Setting

This function lets you set up Device enrolment and Data transmission.

Transaction: Provide the required number of days the transactions need to be retained.
Command: Provide the required number of days the commands need to be retained.

Device Log: Provide the required number of days the log files in the Device need to be retained.

Upload Log: Provide the required number of days the upload log files need to be retained.
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GPS

The GPS module is designed to track employees using GPS and RFID methods to obtain logs about their check in,
location movement, and access/attendance punch for limited organization through smartphone device
application. GPS module includes App Settings, Geo-Fence, and GPS Tracking.

APP Settings

App Settings include Accounts, Announcements, Notice, and Operation logs of employees to track their
movements, make announcements, and keep track of logs.

@ZKB|OTlmeCioud Company Complements Employee Device Ondance Access Reports System  Apps W @ DEMO

= Accounts

P r— 32§ Or oo sooece
SR O  UserName Login Time Last Active Client Id Mobile Token Client Category Running Status Mobile App Status Action
Announcement [}
Notice
Operation Log

The accounts page displays details such as Username, Login Time, Last Active, Client Id, Mobile Token, Client
Category, Running Status, Mobile App Status, and Action.

@ZKB|OT|meCioud Company Complements Employee Device Ondance Access Reports System  Apps ‘W @ DEMO

= Accounts

Io'. APP Seftings “le n . h‘{] @ @ & m (D c

[  UserNeme s T Last Adkiie Client Id Mobile Token Clicat Cakiony B Sk Mobile App Staius Action

Announcement
Notice %
Operation Log

B Geofence v

(¥} GPS Tracking v
- Norows

Push Notification

In Push Notification, the messages and circulars of organization can be sent to employees as notification both as
private and public as per requirement.
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[ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @& SANTEST

Accounts e
APP Settings ~M Y BE N @ ©@ & m B C
o B userName Login Time Last Active Client Id Mobile Token Client Category Running Status Mobile App Status Action

a9

Announcement

e 71056 2025-03-1305:24...  2025-03-1305:24:.  SEDDES70-44DE-..  fcKgVAfbUAKUBVL. 10§ Active Enabla i
Notice
Operation Log O 7099 2025-03-13 03.05.. 202 Android Active Enable [}
Push Notification o

B ceo-fence ¥ O ss3s 2025-03-1122:29:. 202 108 Active Enable 11
@ GPs Tracking ¥ O eso0 2025-03-06 03:56.  202| Content * Ll ios Active Enable ]
O 7ss7 2025-03-06 00:54.. 202 105 Enter the content |able | ]
O 7osz2 2025-03-11 0453 202 Android Active Enable 1
O sss 2025-03-1122:4414 202 q | Discard Android Active Enable 1]

Force Offline

By confirming the Force Offline option, the organization can recall a mobile account login of any employee if
required. If user is active in multiple mobile phones, force offline function is used to turn the other mobile phones
inactive which lets organization to forcefully change the current active status to offline.

[WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W g SANTEST

Accounts e
& APP Settings A~ ¥ n ] © © & m H C
B userName Login Time Last Active Clientid Mobile Token Client Category Running Status Mobile App Status Action

Announcement

. 2 71056 2025-03-1305:24..  2025-03-1305:24:.  SEDDES70-44DE-.  fcKqIVAfbUAKUBVL. 10§ Active Enable [ ]
Notice

Operation Log O 7oss 2025-03-13 03:05..  2025-03-1303:05:.. aandroidid6B5791..  thTw4LIQ_CFOhh..  Android Active Enable [ ]
B ceo-fence W O s3s 2025-03-1122:28:. Force Offline (fUXIkKSn.. 105 Active Enable [ |
0} i ~ fi i fline? =
(@ GPS Tracking ] 80 2025-03-06 03:56.. Are you sure to force the device offline KcZ00vqZ 05 At Enable i
O 7es7 2025-03-06 00:54. °|| Discard | B341234 105 Active Enable [ ]
O 7wos2 2025-03-11 0453..  2025-03-1104:53.  oandroididi764ch..  daVhSI7ZTUCgUKB.  Android Active Enable B
O 36 2025-03-1122:44:14  2025-03-11224474  aandroidid685791..  thTw4LIQ_CFOhh..  Android Active Enable [ ]

Disable

Disable function helps to change an active employee’s mobile device account to the inactive state.
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WZKBioTimeCloud Company Complements Employee

= Accounts
£ APF Settings A~ MY
o B username

Announcement
71056
Notice
Operation Log O 7oee
B ceo-fence v O sss
GPS Tracking ~ 0O seo
O 7es?
O 7woez2
O sse

Enable

Login Time

2025-03-13 05:24:.

2025-03-13 O

Device

GPS Attendance Access

Last Active

2025-03-13 05:24:..

Disable

Client id

SEDDES70-44DE-...

Are you sure to disable the device?

oEm -

2025-03-11 22

2025-03-06 O

2025-03-06 00:54..

2025-03-11 04:53.

2025-03-11 22.4474

2025-03-06 00:54...

2025-03-11 04:53...

2025-03-11 224414

DBBASEDA-12C4-..

aandroidid 784ch_.

aandroidid685791...

Reports

Mobile Token

fekqlvatbUAkUBVI. 105

fhTw4LlIQ_CFOhh,

F3TIG _HfkUXTkkSn.. 105

cSVWotKcZ00vg 105

System Apps

Client Category

Android

12312412341234 105
da¥hSi7ZTuCgUkB..  Android
fhTw4LlIQ_CFOhh, Android

e
o w.@ &

Running Status

Active

Active

Active

Active

Active

Active

Active

W @& SANTEST

m © C
Mobile App Status Action
Enable 11
Enable [ ]
Enable [}
Enable [
Enable []
Enable [}
Enable [}

Enable function helps to change an inactive employee’s mobile device account to the active state.

WZKBioTimeCloud Company Complements Employee

Accounts

.

APP Settings A~ MY

o

B userName

Announcement
71056
Notice
Operation Log O e
B Geo-fence v O sss
GPS Tracking ~ 0O seo
O 7es?
O mnosz
O sse

Delete

Login Time

2025-03-13 05:24:.

2025-03-13 03:.05...

2025-03-1122.29.

2025-03-06 03:56..

2025-03-06 00:54..

2025-03-11 04:53.

2025-03-11 22.4474

Device

GPS Attendance Access

Last Active

2025-03-13 05:24:..

2025-03-13 03.05..

2025-03-11 2229..

2025-03-06 03:56..

2025-03-06 00:54...

2025-03-11 04:53...

2025-03-11 224414

Reports System Apps

Client Id Mobile Token

Enable
aa icl

Are you sure to enable the device?
ca

oEm

D8 =
DBBAS5D4-12C4-... 12312412341234 105
gondroidid|764cb..  daYhSi7ZTuCgUkB..  Android
condroidide85791..  fhTwALIQ_CFOhh., Android

Client Category

W @& SANTEST

3
l’ mnoeleomoc

Running Status

Active

Active

Active

Active

Active

Active

Active

Select the username and click on ® icon under Actions to delete the employee account.
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[WZKBioTimeCloud cCompany Complements Employee Device GPS  Attendance Access Reports System
To delete multiple at once click here }

— Accounts
@ APP Settings ~ll ¥ m N @ @ & m D9 C
User Name Login Time Last Active Client1d Mobile Token ClientCategory  Running Status Mobile App Status Action
Announcement
70586 2025-03-1305:24... 2025-03-13 05:24:..  SEDDEGT0-44DE-.  fcKqIVAfDUAKUBVI.  10S Active Enable e E
Notice
Operation Log O 7oss 2025-03-1303.05..  2025-03-1303:05.  candroidldB8578l.  fhTwALIQ_CFORh..  Android Active Enable ]
B ceo-fence ¥ O s3s 2025-03-1122:29..  2025-03-1 5. 10 Active Enable [ ]
) Delete
EPsTeacking M O o980 2025-03-06 03:56.. 2025-03-0§ gz 105 Active Enable B
Are you sure to delete this record?
O 7es7 2025-03-06 00:54..  2025-03-0§ 5 105 Active Enable B
L
O 7os2 2025-03-11 0453, 2025-03-11 = Android Active Enable ]
O s3 2025-03-1122:4414  2025-03-11224414  gandroidldB8578l.  fhTwALIQ_CFORh..  Android Active Enable ]
Export
. . 4 .
Click the [Export] icon = to export the employee accounts details in PDF, Excel, CSV, or TXT format.
[{ZKBioTimeCloud cCompany Complements Employee Device GPS  Attendance Access Reports System Apps W @& SANTEST

= Accounts e

& APP Settings ~0Y u m,eN Qe |sm e C
(]  userName Login Time Lost Active Client Id Mobile Token Client Category Running Status Mabiie &) | C5V EPOTE Lo
Announcement Excel Expor)
O 7ose 2025-03-1305:24-.  2025-03-1305:24:.  SEDDES70-44DE-.  fcKgIVAfbUAKUBVI. 105 Active Enal POFExport |
Notice
b o g - . TXT Export
Operation Log O oss 2025-03-13 03:05..  2025-03-130305.. oandroidid685781.  fhTwALIQ_CFOhh..  Android Active Enable I}
B Geo-fence ™ O s3s 2025-03-112229..  2025-03-112229..  CAC7SSTE-7CCS-_  {3TiG_HAUXIKkSn.  10S Active Enable [}
@ cps Tracking * ] 80 2025-03-06 0356.. 2025-03-06 03:56. DBESOSES-DFB2-.  c5VWotKcZODvgZ. 105 Active Enable ]
O vesv 2025-03-06 00:54.. 2025-03-05 0054 DBGABEDA-12C4-.  12312412341234 108 Active Enable [}
[ 7os2 2025-03-1104:53..  2025-03-1104:53_.  aandroididi764cb..  daYhSi7ZIUCQUKB.  Android Active Enable (]

9.1.2 Announcements

Theannouncements, messages, and circulars of organizations are sent to employees as private and public notice.
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@ZKB|0TimeC|0ud Company Complements Employee Device ondance Access Reports System  Apps W @ DEMO
= Announcement
|¢*. APP Settings slef u B d & m 9 C
Accounts O subjest Category Receiver Employee Id  Content Sender Systera Sender Notice Time Action
[—— 0
Notice

Operation Log
E Geo-fence e

(@} GPS Tracking v
- No rows

Push Public Notice

Public Notice helps to set up and convey the organization’s public announcements to the employees.

[WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
= Announcement e
& APP Settings ~0Y BE g & m 9© C
fcoants B subject Catagory Recsiver Employssld  Content Sender System Sender Notice Time Action
e :
. Public Annocement  Public Message Email: syed@rackab..  syedjeslan@iktecod..  syedjeslon@zkiecod..  2025-03-11 0610:22 i
Notice 2
Operation Log [0  private Annocement tecod.  2025-03-11 061228 ]
Push Public Notice 9
B eeo-fence ¥ [J  increment ktecod.  2025-03-11 0671338 | |
@ GPs Tracking o O Apprisal mail Subject” tecod. 2025-03-11 061503 i
[0  offer Letter ktecod.  2025-03-11 06716:43 [ ]
(] KUCHPUDI ART CLASS.. tecod.  2025-03-11 081841 i
)  newmedsahe Content * 2025-03-11 063317 i
[J tedting the web and. 2025-03-11 06:35:6 | ]
[0 Javacourse 2025-03-11 06:46:1 ¥
[J  python course 2025-03-11 06:46:51 [ ] v
oEm -

Push Private Notice

Private Notice helps to set up and convey the organization’s private announcements to the employees.
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@ZKBioTime Cloud Ccompany Complements Employee Device GPS Attendance Access Reports System Apps W @& SANTEST
— Announcement
£ APP Settings ~ Y n B & m H C
Hoacmls B subject Category Receiver Employeeld ~ Content Sender System Sender Notice Time Action
(oo 1§ :
Public Anr Public Messag £l i od.  syedj d..  2025-03-T1 DB10:22 7
Notice
Push Private Notice o
Operation Log [0 Frivate Annocement  Public Message lcod.  syedi od..  2025-03-11 0631228 ]
Receiver* - -
B ceo-fence ¥, [0 increment Private Message cod  syedjeelan@zktecod..  2025-03-11 06:13:38 ]
@ GPs Tracking e O  Apprisal mail Private Message subject * cod..  syedjeelan@zktecad..  2025-03-11 0635:03 i
[0  offer Letter Private Message lcod.  syedjeelan@zktecod..  2025-03-11 06:16:43 ]
[  KUCHPUDI ART CLASS. Public Messags cod.  syedjeslan@zktecod..  2025-03-11 0618:41 [
Content *
[0 newmedsahe Public Message et 2025-03-11 063317 ]
[0 tedtingtheweband.. Private Message lef-_ 2025-03-11 08:3516 11
[0 Javacourse Private Message let-.. 2025-03-11 06:46:11 1
[0 python course Private Message TeoTTTTg Tief-. 2025-03-11 06:46:51 1 v
. . [ .
Select the subjectand clickon ® icon under Actions to delete the announcement.
[WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps
To delete multiple at once click here
— Announcement
& APP Settings ~ ¥ B g &+ m 9 cC
Hoals B subject Category Receiver Employeeld  Content Sender system Sender Notice Time Action
Lo 0§ :
Public Annocement  Public Message Email syed@rackab..  syedjeslan@zktecod..  syedj . 2025-03-T1 ua:m:zze E
Notice
Operation Log [) Frivate Annocement  Public Message employes then logo..  sysdjeslan@zktecod..  sysdjsslan@zktecod..  2025-03-11 061228 (]
B ceo-fence v [0 increment Privats Message 536 Delete \@zktecod..  syedjeslon@zktecod..  2025-03-110613:38 ]
@ ops Tracking ¥ [0 Apprisal mail Private Message 998 Are you sure to delete this record? d_  syedjselan@zktecod.  2026-03-11 06:15:03 ]
[0 offerLetter Private Message 289 Discara | [f@etecac.  syedjeslon@zktecod.  2025-03-11 06643 ]
[ KUCHPUDI ART CLASS.  Public Messags KUCHPUDI ART CLASS..  sysdjeslan@zktecod..  sysdjsslan@zktecod..  2025-03-T1 0618:41 i
[ I, . BT e SRR B =

Export

Click the [Export]icon “ to export the employee details in PDF, Excel, CSV, or TXT format.
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[DZKBioTimeCloud Company Complements Employee Device

= Announcement
' APP Settings ~ Y
ALty [  subject Category
[] Public Annocement  Public Message
Notice
Operation Log [0  Private Annocement  Public Message
B ceo-fence L7 [0 increment Private Message
@ GPs Tracking g [ Apprisal mait Private Message
[0 offer Letter Private Message
[ KUCHPUDI ART CLASS.. Public Message

9.1.3 Notice

GPS  Attendance Access Reports System Apps W @ SANTEST

L2
DEEIDIIG)G

Receiver Employeeld  Centent Sender Systemn Sender Notice Time_ | S5V EXPort

Excel Export

Emall syed@rackab..  syedjeslan@zktecod..  syedjsslan@zktecod.. 2025—034102:1 FDF Export

TXT Export

employee thenlogo..  syedjeelan@zktecod.  syedjeelan@zktecod..  2025-03-11 0611

536 salary increment let.  syedjeelan@zktecod.  syedjeelon@zktecod..  2025-03-11 0613:38 ]
ELE] Apprisal mail Salary . syedjeslan@zktecod.  syedjeelon@zktecod..  2025-03-11 0615:03 ]
ELE] Inview of this news t.  syedjeslan@zktecod.  syedjselon@zktecod.. 2025-03-11 06:16:43 | ]

KUCHPUDI ART CLASS..  syedieelan@zktecod..  svedieelon@zktecod..  2025-03-T 0B:18:4l | ]

Notice function is to send and receive notice in between individual employees which displays as receiver and

sender with content mentioned.

@ ZKBioTime Cloud Company Complements Employee Device

1

e Notice
|° APP Settings | Y

Accounts

[ Receiver Content

Announcement

Operation Log

B Geo-fence v

(8} GPS Tracking o

Delete

o::da.nce Access Reports  System  Apps ! B DEMO

B:ooec

Catesory Sender Send Time Read Statvs Action

No rows

Select the receiver and clickon ® icon under Actions to delete the notice.
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[JZKBioTimeCloud Company Complements Employee Device — GPS

- Notice
& APP Settings ~ Y
s B Receiver
Announcement
71061
Operation Log 535
B ceo-fence 7857
(@ GPs Tracking e
71062

Export

Content

[category™: "Java?', 'star.

['category™ 0, "punch_ti.

{'category™ "Java?', "star.

{'category™: "JavaZ', 'star.

{'category™: "Java?', 'star.

Attendance Access Reports System
Category Sender
Tllef-ala6...
Delete
. Tief-alab...
Are you sure to delete this record?
——  [llef-ala6..
o Discard
Tramng aTeTo0a-Ta/0-let-alab..
Training 2diefb04-fa70-Tlet-alos..

User Manual

Apg

To delete multiple at once click here
Send Time Read Status Action

o |

2025-03-10 10:08:54 Unread
2025-03-07 05:2016 Unread i
2025-03-1010:06:54 Unread i
2025-03-10 10:06:54 Unread i
2025-03-10 10:08:54 Read i

Click the [Export]icon “ to export the employee details in PDF, Excel, CSV, or TXT format.

[WZKBioTimeCloud Company Complements Employee Device  GPS

= Notice
" APP Settings ~
Accounts B rReceiver
Announcement
Operation Log O s3s
B ceo-fence v O 7est
@ GPS Tracking ~ O sso
O mos2
O s3s

9.1.4 Operation Log

Content

['category”: "Java, 'star.

{'category’: 0, "punch _ti..

{'category”: "Java?’, 'star...

{'category’: "Java?', "star.

['category’: "JavaZ', "star.

['category’: 1, "punch_ti.

Attendance Access Reports System
Catagory Sender
Training 3d16b04-fa70-Tlef-alab..
Manual Log 3d16fb04-fa70-Tlef-alas..
Training 3d16fb04-fa70-Tief-alas..
Training 3c16b04-fa70-Tlef-alab..
Training 3d16fb04-fa70-Tlef-alas..
Manual Log 3d16b04-fa70-Tlef-alab..

Apps

Send Time

2025-03-10 10:06:54
2025-03-07 05:2016
2025-03-10 10:08:54
2025-03-10 10:06:54
2025-03-10 10:06:54

2025-03-07 05:2016

The list of operation logs is displayed of user and their client with status of operation.

#ZKBioTimeCloud

|¢'§ APP Settings ~ | Y

Accounts O

Company

User
Announcement

Notice

3

B Geo-fence v

(8} GPS Tracking v

Page|154

Complements  Employee

Operation Log

Device

Client

Action Action Time

No rows
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Read Status CSV Export
Excel Export
@ :
B PDF Export
Unread TXT Export
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Delete

Select the user and clickon ™ icon under Actions to delete the operation log.

[{ZKBioTimeCloud company Complements Employee Device GPS  Attendance Access Reports System
To delete multiple at once click here
- Operation Log
&' APP Settings ~ Y E & m 9 C
Aooounts [ user Client Action Action Time status Describe Action
Announcement 4
e sam aandreidided72708gRah— 2098203506 00:44.07 Exception Client Id net match
Notice
Delete =
Operation Log 0O sam aandroidida3727a8: 6 00:44-45 Exception Client Id not match (]
Are you sure to delete this record?
B ceo-fence ¥ O sem DBBASSDA-12C4-4E 6 02:38:08 Successful successtul B
o . . ‘” Cenfim | Discard =
@ PS Tracking [ syed DBBASSDA-12C4-4Ei - 6 024236 Exception Password reset must be .. ]
[ syed DBBASSD4-12C4-4E64-9..  reset_password 2025-03-06 02:42:41 Exception Password resst must bs .. [

Click the [Export] icon

to export the user operation log details in PDF, Excel, CSV, or TXT format.

[WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W g SANTEST
- Operation Log 2
' APP Settings - Y u m 9 C
Scoouuta [ user client Action Action Time sStatus Describe GEVERporE
Announcement Excel Export
Sl D Sam aandreidida3727a832ab..  Login 2025-03-06 00:44:07 Exception Client 1d not matet | ppp Export
o O som aandroidida37270832ab..  Login 2025-03-06 00:44:45 Exception Gitentid not mate) | X7 E4POM
B ceo-fence ¥ [J  som DBEASSDA-12C4-4E64-0..  reset_password 2025-03-06 02:38:08 Successful successful | |
@ ops Tracking ¥ O syed DBBASSDA-12C4-4E64-8.  reset_password 2025-03-06 02:42:36 Exception Password reset must be B
O syed DBBASSDA-12C4-4E84-9..  reset_password 2025-03-06 02:42:41 Exception Password reset must be .. [ ]

9.2 Geo-fence

Geo-fencing function helps to set up limited boundaries using GPS technology to access attend punch the
employees’ clock in and out within their certain distance of worksite using GPS in their mobile device application.

Geo-fence can be added to employees and department.
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@ZKB|0T[meCioud Company  Complements Employee Device odance Access Reports  System  Apps W @ DEMO

Geo-fence of Employee

linl

£ APP Settings e Y u & m| D C
|E Geo-fence A I [] Employeeld Employee Name Location Longitude Latitude Distance Start Date End Date Action
Geo-fence of Employee _
O 320063 wut Bengalurs Kama 775945627 120715987 10 2025.02-18 2025.02-19 P |

Geo-fence of Department

(8} GPS Tracking v

Geo-fence of Employee

Employee Geo-fence is used to keep track of employees’ designated location range. This includes detailed
information such as the employer's name, location, longitude, latitude, range, start date, and end date.

Administrators can define specific geographic areas within the software as virtual boundaries, representing the
designated work zones where employees are expected to be present. Users have the ability to add, edit, and delete
an employee's geo-fence as needed.

@Z](Bio'ﬁmecloud Company Complements Employee Device nndance Access Reports System  Apps ‘W @ DEMO

Geo-fence of Employee

& APP Settings e Y u & m L C

| B Geo-fence -~ | O Eamployeeld Employes Name Location Longitude Latitude Distance Start Date End Date Action

Geo-fence of Employee o _
D 3200363 utut Bengaluru, Kama .. 77.3943627 129715987 10 2025-02-18 2025-02-19 ,' []

Geo-fence of Department

il

(8} GPS Tracking v

Geo-Fence of Employee Add

Click on % icon to add geo-fence to an employee, fill the required fields and click on [Save] to add.
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@ZK8|OT|meC|0ud Company Complements Employee Device GPS  Attendance Access Reports System  Apps W @ DEMO

Geo-fence of Employee

APP Settings v Y n & m H ¢

B Geo-fence g [] Employeeld Employee Name Location Longitude Latitude Distance Start Date End Date Action

Geo-fence of Employee o
Geo-fence of Employee /| Add e o E] Discard
Geo-fence of Department _

(@ GPS Tracking v Emgployee *

I ptade T atitude *
Enter the required o Latitude
details
Start Date * G End Date *

The following field parameters are described below:

i

o

Employee: Enter the employee identification number.
Location: Set the location for geo-fence of department.
Longitude: Set the longitude

Latitude: Set the latitude.

Start Date: Set the Start Date from the calendar.

End Date: Set the End Date from the calendar.

Edit Geo-Fence of Employee

Clickon #* icon under Action to edit the employee geo-fence details. Edit the details and click on [Save] to save
the changes.
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@ZKBmT“'ne Cloud Company Complements Employee Device GPS  Antendance Access Reports System  Apps ‘W g DEMO
= Geo-fence of Employee
0" APP Settings vHY u 4 m H C
B Geo-fence ~ [0 Employeeld Employes Name Location Longitude Latitude Distance Start Date End Date Action
:
O 3200363 utot Bengaluru, Kama...  77.5945627 126715987 10 20250218 2025-02-19 e []
Geo-fence of Department
(8 GPS Tracking + Geo-fence of Employee / Edit e Discard ‘
TR
Location® Distance*
Bengaluru, Karnataka, India ° 10 m
f‘sg* Latitude *
77.5945627 129715987
Enter the required
details Start Date * End Date®
2025-02-18 B 2025-02-19 B
Delete
Select the employee and click on ¥ icon under Actions to delete the geo-fence of employee.
@ZKBIOTIITIE Cloud Company Complements Employee Device GPS  Attendance Access Report To delete multiple geo-fench at once
select the department and click here
= Geo-fence of Employee
O APP Sertings N Y L/ m H|C
Accounts Employee Id Employes Name Location Longitude Latitude Distance Start Date End Date Action
Announcement
e 3200363 utut Bengalury, Kama... 775945627 12.9715987 10 2025.02-18 2025-02-19 Vi E
Notice
Operation Log
Bulk delete

B Geo-fence ~

Geo-fence of Employee o

Geo-fence of Department

(8} GPS Tracking v

Are vou sure to delete selected records?

o —

9.2.2 Geo-fence of Department

Geo-fence of department is to keep a track of department’s given location range which is displayed in detail with
department name, location. Longitude, latitude, range, start date, and end date. User can Add, Edit, and Delete

the geo-fence of department.
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@ZKBIOT"TIEC'OUC‘ Company Complements Employee Device o::dance Access  Reports  System  Apps

APP Settings ~

o

Accounts
Announcement
Notice

Operation Log

| B Geo-fence

Geo-fence of Employee

Geo-fence of Department e

(8} GPS Tracking v

Geo-fence of Department

Y
[[J  Department Code Department Name ~ Location
O : R&D W26M=T747, Chet. -

10

Add Department of Geo-fence

Longitade

77.0328555999990%

Latitude

10910658 10

Distance Start Date

2025-02-19

‘W @ DEMO

B0: - - ¢

End Daate Action

2025-02-19 /‘ i

Click on &8 icon to add geo-fence to a department, fill the required fields and click on [Save] to add department.

[HZKBioTime Cloud

APP Seftings ~

o

Accounts
Announcement
Notice

Operation Log

Company

Geo-fence of Department

b
[ Department Code
O : R&D

Geo-fence of Department / Add

Complements Employee

Department Name

Device GPS

Location

W26M=T47, Chet.

Attendance  Access Reports System  Apps
Longitude Latitude Distance Start Date
77.03285559999999 10910658 10 2025-02-19

‘W @ DEMO

&
nxml@c

End Date Action

B Geo-fence ~

Geo-fence of Employee o
Geo-fence of Department

(€} GPS Tracking v

Enter the required
details

Department *

d

Latitude *

End Date ®

Tocaton,

Longitude *

Start Date *

The following field parameters are described below:

Department: Select the department from the drop-down list.

Distance: Set the range for geo-fence of department in meters.

Longitude: Set the longitude

Latitude: Set the latitude.

Start Date: Set the Start Date from the calendar.

End Date: Set the End Date from the calendar.

Location: Set the location for geo-fence of employee.
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Edit Geo-fence

Click on # icon under Action to edit the department geo-fence details. Edit the details and click on [Save] to

save the changes.

[{)ZKBioTime Cloud

APP Settings

~

o

Accounts
Announcement
Notice
Operation Log
B Geofence
Geo-fence of Employee

Geo-fence of Department| o

(8} GPS Tracking

v

Enter the required
details

Company Complements Employee Device GPS Attendance  Access Reports  System  Apps ! & DEMO
Geo-fence of Department
: BO: - - -
[]  Department Code Department Name  Location Longitude Latitude Distance Start Date End Date Action
o : R&D W26METAT, Chet . 77.03285359999999 10910658 10 202502-19 2025-02-19 e (]
Grofeiice AED it Fdil Q el Discad |
Location® Distanca*
W26M+747, Chettipalayam, Tamil Nadu 641021, India ° 10 m
Longitude Latitude ®
77.03285550000000 10910658
Start Date ® End Date*
2025-02-19 ] 2025-02-19 ]

Delete

Select the department and click on

iconund

er Actions to delete the geo-fence of department.

ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Reports R
© To delete multiple geo-fench at once
select the department and click here
= Geo-fence of Department
' APP Settings ~ Y Simja|c
Acconii Depariment Code ~ DepartmentName  Location Longitude Latitude Distance Start Date End Date Action
Announcement
| 2. R&D W26M=747, Chet...  77.0328553999999%  10.910638 10 2025-02-19 2025-02-19
2 Vi
Notice
Operation Log
Bulk delete

B Geo-fence

Geo-fence of Employee

Are vou sure to delete selected records?

Geo-fence of Department o

(8} GPS Tracking

~

Export

B3

Discard

Click the [Export]l icon = to export the department details in PDF, Excel, CSV, or TXT format.
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[ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST

Geo-fence of Department

2
& APP Settings -l Y n m o C

B ceo-fence i [ DepartmentCode DepartmentName Location Longitude Latitude Distance Start Date enapata | 5V PO Lon
Excel Export
Geo-fence of Employee
PDF Export
Geo-fence of Department o
TXT Export

(® GPs Tracking v

No rows

GPS Tracking

GPS Checking is a pivotal feature in attendance applications, designed to enhance the accuracy and reliability of
attendance management using Global Positioning System (GPS) technology.

Primarily used for managing employees under Outdoor Management, this feature allows users to input client
company details and geographical coordinates into the system, effectively registering client locations as
designated check-in points.

Once these check-in points are established, the Schedule Planner can be used to create itineraries, such as client
visits or after-sales service resolutions. Within the Outdoor Schedule module, field employees can then be
assigned to specific fieldwork schedules.

This ensures that when employees are on field duty, they can still check in, allowing attendance to be recorded
accurately. Additionally, administrators can monitor and review attendance data for field assignments through
the Schedule Report and Unschedule Report, thereby completing the field attendance workflow and improving
oversight of field operations.

@ZKB|0T|'me Cloud Company Complements Employee Device ondance Access Reports System  Apps W @ DEMO

Client Details

APP Settings - ¥ u & M © C

Geo-fence & [0 Clieatld Company Name  Address Branch ComtactPerson  ComtactNumber  Longitode Latiude Punch Radius Action

3} GPS Tracking ~ B

Client Details

lil

o @

o)

Schedule Planner
Outdoor Schedule
Schedule Report

No rows

Unschedule Report

Client Details

In Client Details, the user can set up punch radius for clients and their company. The interface displays the log for
details such as Client Id, Company Name, Address, Branch, Contact Person, Contact Number, Longitude, Latitude,
Punch Radius, and Action.
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[{)ZKBioTimeCloud cCompany Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST

Client Details

£ APP Settings Y u L m H ¢

B ceo-fence o [J clientid Company Nome  Address Branch Contact Person  Contact Numb..  Longitude Latitude Punch Radius Action

@ GPS Trackin "I —

k- g [ 12542 Zkteco testing no 55, Puttapp..  Factory Surya prasad K B7867689779 77.6910073999..  12.9980624 100 P |
Client Details 2

O 233 Zktecoddev no 55, Puttapp_.  testdev Syed jeslan 7073737373 776610073989, 128860624 1000 V|

Schedule Planner
Outdoor Schedule
Schedule Report

Unschedule Report

Client Details / Add

Click on &8 icon, fill the required fields and click on [Save] to add client details.

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

= Client Details

' APP Settings 3 i & m © C
B Geo-fence Lt [0 Clentld Company Name  Address Branch ContactPerson  ContactNumber  Longitude Latitude Punch Radius Action

(@} GPS Tracking A Client Details / Add o o Discard
Client Details o .

Addr.
Client1d * Q
Schedule Planner
Outdoor Schedule
Company Name * Branch *
Schedule Report
i
S Contact Person * Contact Number *

Longitude * Latitude =

Enter the required
details

Punch Radius * mtrs

The following field parameters are described below:
Client Id: Enter the Client Id.

Company Name: Enter the company name.

Branch: Enter the branch name.

Contact Person: Enter the name of the contact person.
Longitude: Set the longitude

Latitude: Set the latitude.

Punch Radius: Set the Punch radius for client.

Address: Enter the client’s company address.

Company Logo: Select and upload the company logo.
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Client Details / Edit

Clickon ¥ icon under Action to edit the client details. Edit the details and click on [Save] to save the cha nges.

[{)ZKBioTimeCloud cCompany Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST

Client Details

APP Settings v Y u 4 m H C

o

B Geo-fence X [0 clientid Company Name  Address Branch Contact Person  ContactNumb..  Longitude Latitude Punch Radius Action
@ GPS Trackin! s

@ 9 O 12544 Zkteco testing no 55, Puttapp..  Factory Suryaprasad K B7667689779 77.6910073999.. 129960624 100 e

Client Details o
Schedule Planner Client Details / Edit e o save Discard

Qutdoor Schedule Client ld* Address’*
12644 no 55, Puttappa Industrial Estate Main Rd, Maheswari Nagar, B Narayanapt °

Schedule Report

Unschedule Report Company Name * granch *
Zkteco testing Factary
Coniget Perscn * Contact Nurmbar *

%\; prasad K 87667688779
Longitude * Latitude *
77.69100739999999 z 12.9960624
Enter the required Cina R
details 100 mitrs

Delete

Select the department and click on ¥ icon under Actions to delete the client details.

@Z](BioTimeCioud < mplements Employee Device GPS Attendance Access__Reports _ System Apps W @ SANTEST

To delete multiple at once click here

Client Details

APP Settings ~ Y ﬂ & m 9 C

-4
B ceo-fence M [J clientid Compan..  Address Branch ContactP.. Contact.. Longitude  Latitude Punch Ra... Action
(@ GPs Tracking ~ " : 5

45 Raojarathna  Abbigere, . branchil sanjeeth 734906578 775255683 13.0762712 10000000...

Client Details o

Schedule Planner
Delete

Outdoor Schedule .
Are you sure to delete this record?

Schedule Report

Unschedule Report 0| Discard |

Export

Click the [Export]licon = to export the client details in PDF, Excel, CSV, or TXT format.
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[JZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps
= Client Details
& APP Settings v Y
B ceo-fence ¥ B clientid Company Name  Address Branch Contact Person  ContactNumb..  longitude Latitude
(@ GPs Tracking ~ .
2 12544 Zitecotesting  no 55, Puttopp.  Factory Suryaprasad K 87667689779 77.6910073999.. 129960624
0 2 Zktacoddev no 65, Puttapp..  testdav Syed jeslan 7073737373 776910073989, 129960624

Schedule Planner

Outdoor Schedule
Schedule Report

Unschedule Report

9.3.2 Schedule Planner

W g SANTEST

2
@oli- - -

puncn| CSVEXPOT Lo
Excel Export

L PoF Export | W

1000 TXT Export i

In Schedule planner, an organization can plan schedule with details such as Map and text to view. Also, user can
Add, Edit, and Delete the schedule plan.

[JZKBioTimeCloud Company Complements Employee Device

Schedule Planner

& APP Settings v

B ceo-fence -~ e

CH i N

i [0 schdule planner
Client Details

foer]@ 7 "

Outdoor Schedule [ syedschdule
Schedule Report O wese

Unschedule Report

Add Schedule Planner

Gndcnce Access Reports System

Apps

W @& SANTEST

B & M 4 € Norecord selected
- . Katssbitin o _
Action Map  satellite [ -
—— E |, e
A iy Pt
P | o sl s
Mallhiger Sudan 1)
i Higeria (v
= Tarusia S
s 0 angola .
I Indian L. 2
& | l?é 1 i ‘Ocean e, il
Pl | EEo g Keyboardshoncurs  Map deta 82025 | Terms

Click on &8 icon, fill in the required fields and click on [Save] to add new schedule.

({ZKBioTime Cloud

=

£ APP Settings v

B Geo-fence v

(@ GPS Tracking ~
Client Details

Schedule Planner o

Outdoor Schedule
Schedule Report

Unschedule Report

Page|l64

Company Complements Employee Device GPS Attendance  Access Reports System  Apps
Schedule Planner 2
n 4 M 4 G Norecordselected
[0 Name Action | Map Satellite | =
o e Afghanistan
Aot yaye  EmYP | Paklsn
Schedule Planner / Add e
Name *
Schedule
Date*
Company * - 2025-02-19 i}
Start Time® End Time ®
09:00 HH:mm 18:00 HH:mm

‘W @ DEMO
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The following field parameters are described below:

Schedule Name: Enter the schedule name.

Company Name: Enter the company name.

Date: Enter the date.
Start Time: Enter the Start time.

End Time: Set the End time.

Schedule Planner / Edit

Clickon ¢ icon under Action to edit the schedule plan. Edit the details and click on Save to save the changes.

[{)ZKBioTimeCloud Company Complements Employee
= Schedule Planner

' APP Settings v

B Geo-fence v O  Name

© epsmracking e [C]  schdule planner

Client Details o

| Schedule Planner |

Schedule Planner |/ Edit

Device GPS

a0

Attendance Access

m 9 C

Action

o[-

Reports System Apps W @ SANTEST

No record selected

Kazsinatan

e — Mangala
k ra
Map Satellite = £ -
i .
Do 18 Sout Kores
Ny Mobenitiin c
Nowta (g, Eomi Pakiston
Saudi Arabla tm g
Mal  Miger Sudan Mz

Chad

Outdoor Schedule
Schedule Report

Unschedule Report

Delete

Select the department and click on
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Name *

{schdu\e planner

Schedule
Company *
Zkteco testing

Start Time *

08:00
Company *
Zkteco testing

Start Time *

08:00

Date *

- 2025-03-07

£nd Time *
HH:mm 18:00
Date *
v 2025-03-08
£nd Time *
HH:mm 18:00

HH:mm

HH:mm

8
-
Enter the required
B details
[ ]

icon under Actions to delete the schedule.
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[{)ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST @

Schedule Planner

O APP Settings ~ ﬂ 4 mm £ ¢ Norecord selected
B Geo-fence v [ Name Action A
@ GPS Tracking e@ eEl
& schdule planner
Client Details o
[]  unschedule |
Schedule Planner
outdoor Schedule 0O syedschaue ' |
Schedule Report O weee Delete |

Unschedule Report

Are you sure to delete this record?

o)

Export

Click the [Export] icon “ to export the employee accounts details in PDF, Excel, CSV, or TXT format.

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

Schedule Planner

&' APP Settings v
B Geo-fence v Narie
(@} GPS Tracking A

schdule planner

Client Details

Schedule Planner o

Outdoor Schedule

Unschedule

‘Syed Schdule

o I R

Schedule Report weee

Unschedule Report

9.3.3 Outdoor Schedule

ﬂ M ¢ € Norecordselected

Ry

eV Expert | B Map  Satellite

Excel Export
POFExport | B

TEpert | g

Fa | e Keyboard shorteuts  Map data 82025 | Terms

In Outdoor Schedule, an organization can plan outdoor schedule for employees with details such as Employee Id,
First Name, Last Name, Schedule Name, Start Date, End Date, Map, and Text to view. Also, user can Add and

Delete the outdoor schedule.
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@ZKB|0TimEC{DUd Company Complements Employee Device | GPS o‘]anm: Access Reports System  Apps W @ DEMO @

Outdoor Schedule

£ APP Settings ~ ﬂ 4 MM £ € Norecordselected
S PN T

B Geo-fence v [[] Employee.. FirstName  Name Start Date End Date Text View Action Map Satellite E 2

[@: cps Trackiae ~ B

Client Details

Schedule Planner

Outdoor Schedule e

Schedule Report Nt

Unschedule Report

Add

Clickon a icon, fill the required fields and click on Confirm to add outdoor schedule.

@ZKBiOTimeCIoud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST @
= Outdoor Schedule
Q" APP Settings ~ ﬂ L @M ¢ € Norecordselected
B ceo-fence i [J Employee. FirstNome Name StartDate  End Date Action l Map  Satellite E
L

(8 GPs Tracking ~ Eiivh e Sarty,

e
. ; — P
Client Details Mok Niger Suden _\

Schedule Planner Outdoor Schedule /| Add e e

D 535 Malik schdule pl.  2025-02-28 2025-02-28 i

| Outdoor Schedule | o
Employee * -
Schedule Report
Unschedule Report
Schedule Planner * -
Start Date * =
Enter the required
[ details
End Date * ]

Delete

Select the department and click on u icon under Actions to delete the outdoor schedule.
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(MZKBioTimeCloud Company Complements Employee Device GPS

Attendance Access Reports System Apps ‘W SANTEST '\2_77

APP Settings

Geo-fence

3} GPS Tracking

Client Details

Schedule Planner

Qutdoor Schedule

Schedule Report

Unschedule Report

Bulk Add

QOutdoor Schedule

o B  Employee ..
B35
] sgee

D O 7oss

To delete multiple at once click here

m[ﬂ] £) € Norecord selected

T,

FirstName  Name StartDate  End Date Action l.vlap S;tellgte E
Malik schdule pl..  2025-02-28 2625—02—2@
syed Syed Schd..  2025-03-12  2025-03-21 [}

Delete 2025-03-27 1 ]

Are you sure to delete this record?

L

Keyboard shortouts  Map date £2025 | Temms

Users can click on [Bulk Add] to add the outdoor schedule in bulk.

[ZKBioTimeCloud Company Complements Employee Device GPS

Attendance Access Reports System Apps W @ SANTEST

il

o
=]
@

APP Settings
Geo-fence
GPS Tracking

Client Details

Schedule Planner

Outdoor Schedule

= ] Employee..

O =35

ﬂ 4 M 4 C Norecord selected

FirstName  Name Start Date

Malik schdule pl.  2025-02-28

Outdoor Schedule | Bulk Add e

Outdoor Schedule o Employee *

Schedule Report

Unschedule Report

Export

Start Date *

End Date *

Schedule Planner * -

e T Kazsknsten

End Date Action Map  Satellite E k
; o
2025-02-28 i St R, T
B Sy A

Click the [Export] icon “ to export the employee details in PDF, Excel, CSV, or TXT format.
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[UZKBioTimecloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST e
=
— Outdoor Schedule 2
@' APP Settings G ﬂ m £ C Norecordselected
R et Rounenn
B Geo-fence hd Employee .. FirstName  Name StartDate  Et GV Bxport stion Map Satellite E"
i Excel Export -, Afgharistan
(8} GPS Tracking ~ ; p T o
= 535 Malik schdulepl.  2025-02-28" 21| ppE yport | ]

Client Details

999 syed Syed Schd.. 2025-03-12 2! TETExport '

Schedule Planner

Qutdoor Schedule o

Schedule Report

oo o0 a

71056 Vidya Syed Schd.. 2025-03-01 2025-03-27 | ]

Keyboard shoncurs  Map date £2025 | Temms

Unschedule Report

9.3.4 Schedule Report

In Schedule Report, the list of reports of schedules are displayed.

[{)ZKBioTimeCloud Company Complements Employee Device andunce Access Reports System Apps W @ SANTEST

= Schedule Report

T -~ DatePericd—— - Steribate———————— Endpate ————————————

& APP Settings v 2 o & | employee | Thiswe. ~ | | 03/16/2025 B - | o3/2f0 Bl m & c

B ceo-fence & Employee D Employee No.. DepartmentNo..  Date Schedule.. Company.. MapView  Checkinl. Check
> [] Department
@ GPS Tracking ~

Client Details

Schedule Planner

Qutdoor Schedule

Schedule Report e

Unschedule Report

No rows

Export

Click the [Export] icon “ to export the schedule report details in PDF, Excel, CSV, or TXT format.

Pa g e|‘|69 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

[WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W@ SANTEST

scneauie Report

] Employes
- ariad Start Date End Data
. Employeel & o
& APP Settings & @ 5 > LastW.. - 03/09/2025 8 - | o3/i5/2025 i}
L v o
e CSV Export
B Geo-fence v [T} Position ) p
Employee ID Employee Na.. Department Na.. Date Schedule.. Company.. Map View
@ 10lautormation e Excel Export
% GPS Tracking ~
: PDF Export
Client Details TXT Export

Schedule Planner

Outdoor Schedule

Schedule Report o
No rows

Unschedule Report

9.3.5 Un-Schedule Report

In Un-Schedule Report, the list of un-scheduled reports is displayed.

[1)ZKBioTimeCloud Company Complements Employee Device oendunce Access Reports System Apps W @ SANTEST

— Unschedule Report

- Date Pariod Start Date End Date

& APP Settings % 2 0 Employes  ~ This We... ~ 03/16/2025 3| -  o03/22/2025 | m & ¢C

B Geo-fence e" Employee D Employee Na.. DepartmentNa.. Date Schedule.. Company.. MapView  Checkinl. Check
> [] Department

(@} GPS Tracking ~

Client Details
Schedule Planner
Outdoor Schedule

Schedule Report

Unschedule Report e

No rows

Export

Click the [Export] icon = to export the unscheduled details in PDF, Excel, CSV, or TXT format.
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- Unschedule Report 2
- Date Period Start Date End Date
o APP Settings ., Employee  ~ | Thiswe. - 03[16/2025 (2 | - o3fa2/2008 B m c
& o _ | | _
B ceo-fence i Employee ID Employee Na.. Department Na.. Date Schedule .. Company.. Map View Ch LSvExpart
> [] Department
= Excel Export
(@} GPS Tracking ~ e
PDF Export
Client Details TXT Export
Schedule Planner
Outdoor Schedule
Schedule Report
No rows

Unschedule Report o

Pagell71

Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Attendance Management

The system can exchange data with the T&A devices and collect the attendance records. The primary functions
implemented by the attendance system include User management, management of Attendance parameters,
Rules, Shift timetables, Scheduling, Approval & Incident Management.

Work Rule

Global Rule

General rules can be applied to all the Departments. All the general attendance parameters can be set here.

@ZKBioTimecloud Company Complements Employee Device GPS 0655 Reports System Apps W @& DEMO
= Global Rule m
Y

Global Rule Wesk Off Settings Uk m ey

1 Minutes

Overtime Settings
Department Rule

Late Rule

shift v ;
o i S Week Off Settings
. seradil Half Day Work Rule
122 Cchedule e

Missed in Rule Enable Week Off

& Approvals v Missed out Rule

() Leave v

Punch State Mapping

Leave Rule Overtime Settings
App Settings Overtirme Rule

Calculate OT

Late Rule
Late exceeds * "
540 Minutes Absent
Enable Late Times
Late more than * Consider As x
Basic Setting

Select [Attendance] > [Work Rule] > [Global Rule] > [Basic Settings] to add the duplicate punch period.
Click [Save] to save the details.
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@ZKBioTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps ‘W # DEMO

Global Rule o

X\ ~ Basic Settings e -
;

Global Rule Week Off Settings
1 Minutes

Overtime Settings

Department Rule e
Late Rule .
[ shift v Early leave Rule Week Off Settings Select the period

Half Day Work Rule
9 schedule = » Enable Week Off
Missed in Rule

&, Approvals v Missed out Rule
& Funch State Mapping
Leave B e R Overtime Settings
Jr—— Overtima Rul
Calculate OT
Late Rule
Late excesds* Consider Az *
540 Minutes Absent -

The following field parameters are described below:

Duplicate Punch Period: Set the interval period (in minutes) for duplicate punch. If it is set to 1 minute and the
user tries to punch several times within a minute, the system will only accept the first punch.

Week Off Settings

This setting is for the personnel who do not have a time schedule but have attendance punch records and need
to make time and attendance calculation.

Select [Work Rule] > [Global Rule] > [Week off Settings] to add the details. Click [Save] to save the details.

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

Global Rule o

o ~ Week Off Settings -
& WorkRuE Basic Settings 9

Global Rule o | Week Off Settings |e @ cnoble Week OFf

Overtime Settings

Warking on day

Department Rule

Late Rule {Cul:uluteas normal work time - ‘ e
) shift v Ecrly leave Rule

-
Half Day Work Rule Calculate as normal work time
Schedule =
Missed in Rule Calculat kday OT
AkilatE o WEEkAGY Select the data
& Approvals ¥ Massadanpon Calculate as week off OT

Punch State Mapping

(&) Leave - Calculate as holiday OT
Leave Rule
App Settings
Late Rule
Late xcesds Consider As
540 Minutes Absent -

The following field parameters are described below:

Action: Select the mode of Ac

Working On Day: Select the type of work time.

Calculate as Weekday OT (Hours): Select the total hours of overtime in a week.

Calculate as Week off OT (Hours): Select the total hours of overtime in a week off.
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Calculate as Holiday OT (Hours): Select the total hours of overtimein a holiday.

& Note: The overtime matching rule is to match from bottom to top and sort the overtime that matches the
duration for overtime calculation.

What are Overtime levels?

When an employee works more than the needed hours, the company management sets overtime levels such that,
the employee gets paid according to his worked overtime level. Overtime levels must be in hours and must be set
in such a way that OT Level 3> OT Level 2 > OT Level 1.

E.g.: OT Level 1-3 hours
OT Level 2 - 5 hours
OT Level 3 -7 hours

For each OT level, you may set distinct pay levels. Consider an employee A works for 3 hours, and employee B
works for 5 hours. The worked hours of employee Afalls under Level 1. The worked hours of employee B falls under
both Level 1 and Level 2. So, employee B gets consolidated pay by considering both levels.

Overtime Setting

Select [Work Rule] > [Global Rule] > [Overtime Settings] to select the overtime Rule click [Save] to save the
overtime rule type

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

- Global Rule o
> i { -
&, Work Rule o Bosic Seftings Overtime Settings

Overtims Rule*
Wesk Off Settings
Global Rule 2 Calculate OT
9
Department Rule

Late Rule

: Disable Overtime
O snift =4 Early leave Rule
Calculate OT sicler A
Half Day Work Rule Consider As
9 schedule v Select the type
Missed in Rule Approved OT Absent
& Approvals > Missed out Rule Approved OT Pricrity
Punch State Mapping e e
[ Leave -
Leave Rule Consider As
App Settings 0 Times Absent x

The following field parameters are described below:

Overtime Rule: It can be set to "Disable Overtime" to disable the overtime function. "Calculation OT" calculates
the overtime based on the attendance punch time, "Approval OT" calculates the overtime based on the overtime
application, "Approval OT Priority" preferentially calculates the overtime on the overtime application, and
“Minimum OT" calculates the minimum overtime between “Calculation OT” and “Approval OT".

Late Rule

Select [Work Rule] > [Global Rule] > [Late Rule] to select thelate rule and enable or disable the late times and
then click [Save] to save the late rule settings details.
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Global Rule o
&, Work Rule ~ s Late Rule e ~
= Basic Settings
Lats excasd — Consider As*
I Week Off Settings
G @ women [0 ]
Overtime Settings
Department Rule
Late Rule _
B EnableLate Times Absent
) shit e Eorly leave Rula
Half Day Work Rule - i
schedule v 0 Times Select here
Missed in Rule Half Day
2, Approvals M Missed out Rule
Punch State Mapping Early leave Rule
B Leave v
Loave Rule Early leave excesds de
App Settings 540 Minutes Absent
@ tnableEarly Leave Times
Early
0 Times Absent

The following field parameters are described below:

Late exceeds: Calculate the late exceeding time period.

Consider As: Select the type of leave after the exceeding time period.

When the work-duration is less than: Enter the duration of working hours if less than the prescribed time

period.

The check-in and check-out settings are valid only when mandatory check-in and check-out are enabled in the

Shift timetable settings.

Late coming or early leaving exceeding by N minutes is counted as absence.

On-duty without check-in is counted as late arrival (absence/incomplete) for N minutes.

On-duty without check-out is counted as early leaving (absence/incomplete) for N minutes.

Early Leave Rule

Select [Work Rule] > [Global Rule] > [Early Leave Rule] to select the early leave rule and enable or disable the

early leave times and then click [Save] to save the early leave rule settings details.

[WZKBioTime Cloud

Company Complements

Global Rule

il

Work Rule ~

%

o

Basic Settings

Employee Device GPS

Early leave Rule

Attendance Access Reports  System  Apps

Global Rule o Week Off Settings

Overtime Settings
Department Rule

Early leave sxssds

540

Consider As *

Minutes {Absent

Late Rule @ cnoble Early L -
’ nable Early Leave Times AbaehE
) shift % Eorly leave Rule =
Early leave mars than
Half Day Work Ruls e Early Leave
9 schedule v 0 Times
Missed in Rule Half Day
& Approvals v Missed out Rule
Punch State Mapping Half Day Work Rule
m Leave .
Lsave Rule Warking duration less than
270 Minutes

App Settings

Half Day Work Rule

Select [Work Rule] > [Global Rule] > [Half Day Work Rule] and enter the working duration time in minutes
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andthen click [Save] to save the half day work rule calculation settings details.
Company Complements Employee Device  GPS  Altendance Access Reports System Apps ¥ # DEMO
- Global Rule (3] (4 Q] sove
N, Work Rule ~ . . Half Day Work Rule A
- Basic Settings
o Working cluration less than *
Week Off Setti
o g 270 Minutes
Department Rule Overtime Settings
JotaiRis; Set the working
B shift ™ Early leave Rule Missed in Rule time in minutes
Missed in consider as *
NN
Missed in Rule Present =
2 Approvals ek Missed out Rule
B teove . Punch State Mapping PSS SR
teave Ruls Missed out consider os *
App Settings Present -

The following field parameters are described below:

Working Duration Less than: Enter the timings in minutes for half the working day.

Missed in Rule

Select[Work Rule] > [Global Rule] > [Missed in Rule] and select the type of missed checked in then click [Save]
to save the missed check in calculation settings details.

Company Complements Employee

Global Rule

N\ Wwork Rule ~

Global Rule o

Department Rule

Basic Settings
Week Off Settings

Overtime Settings

Late Rule
) shift s Early leave Rule
Half Day Work Rule
schedule & Y

e Missed in Rule

&£ Approvals ~ Missed out Rule

Punch State Mapping
E Leave v
Leave Rule

Ann Sattinas

Missed out Rule

Device GPS

Missed in Rule

Attendance Access

Missed in consider as *
[ Present -

Present

Absent
Incomplete

Half Day

—PUNCT STats Mappimg
Checkin®

a

Reports System Apps ™ @& DEMO

o

Select here

Check Out *

Select [Work Rule] > [Global Rule] > [Missed out Rule] and select the type of missed check out then click
[Save] to save the missed check out calculation settings details.

Pagell76

Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Company Complements Employee Device GPS Attendonce Access Reports System Apps W @ DEMO
T Global Rule o
X, work Rule ~ Missed out Rule e 2

Basic Settings

Missed out consider os *
Global Rule o Week Off Settings
Present -

Overtime Settings

Department Rule ~
Late Rule
; Present
D shift e Early lzave Rule Select here
Half Day Work Rule Absent

Schedule v :
Missed in Rule Incomplete
& Approvals v e Missed out Rule Half Day T
Punch State Mapping - s 3
) Leave v
Leave Rule
Overtime In* Overtime Out *
App Settings
4 5

e Punch State Mapping

Select [Work Rule] > [Global Rule] > [Punch State Mapping] and view the various types of punch then click
[Save] to save the punch count details.

@ZKBioTime Cloud Company Complements Employee Device GPS Attendance Access Re| > Apps W @ SANTEST
= Global Rule o
s ;
Punch State Mappin e 2
£ WarkRuls ~ Basic Settings EEg
CheckIn*® Check Out*
Global Rule o Week Off Settings 0 1
Overtime Settings
Department Rule
Late Rule Break Out* Breakin*
ﬂ Shift A Early leave Rule 2 3
Schedule i Half bay Work Rule Overtime In * Overtime Out *
Missed in Rule 4 5
% Approvals Sz Missed out Rule
e Punch State Mapping i
B Leave v leavaRuls Enter the required
Leave Rule details
App Settings ‘9 Condition for leave W Full Month
b management
Leave calculation start day * Leave calculation end day *
26 = 25

o LeaveRule

TheLeave Rule section is used to define how employee leaveis calculated and managed within a specific period.
It allows the system to follow custom rules for leave tracking, ensuring it aligns with your company’s policies.

Select [Work Rule] > [Global Rule] > [Leave Rule] and set the leave calculation start/end days then click [Save]
to save the leave rule details.
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Company Complements Employee Device GPS Attendonce Access Reports System Apps W @ DEMO

Global Rule o

N, Work Rule A . ‘ A
— Basic Settings
Breok Out * Braak In*

Global Rule o Week Off Settings 9 3

Overtime Settings
Department Rule 9

il

Overtime In * Ovartime Out *
Late Rule

> = 4 5
EI Shift Early leave Rule
Half Day Work Rule
schedule v
Missed in Rule Leave Rule Q
& Approvals v Missed out Rule —
Punch State Mapping z{;r:i;tlz:r";:tleuve oMoy
[ Leave ~ 9
App Settings 25 25

Condition for Leave Management (Enabled):

When enabled (switch is blue), the system will apply conditions and rules when managing leave. This may
include checking if the employee has enough leave balance, whether the leave period overlaps with holidays,
weekends, or rest days, and whether attendance records justify the leave.

Full Month (Enabled):

When this is disabled (as in your image), the leave calculation is not tied to the full calendar month, but
instead follows a custom range defined by the administrator using the Start Day and End Day fields.

Toggle the switch to ON (blue) if you want the system to always calculate leave based on the full month (1st to
30th/31st). Leave it OFF (grey) to define your own start and end dates.

Leave Calculation Start Day / End Day:
Start Day: This sets the beginning of the leave calculation cycle. In your image, it is set to 1, meaning leave
tracking begins on the 1st of the month.

End Day: This sets the end of the leave calculation cycle. it is set to 31, so the cycle ends on the 31st.
When “Full Month” is OFF, these fields allow you to define a custom date range for leave management. For

example, if your payroll cycle is from the 26th of one month to the 25th of the next, you would set Start Day = 26
and End Day = 25.

App Setting

Select [Work Rule] > [Global Rule] > [APP Settings] to select the capture, Attendance, and the type of function
key. Click [Save] to save the calculation settings details.
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Company Complements Employee Device GPS Attendance Access Reports System Apps W @ DEMO

Global Rule

&, Work Rule A ) . )
= Basic Settings
Break Out* Break in*

Global Rule o Week Off Settings 9 3

Overtime Settings
Department Rule 9

Ui Overtime In " Overtime Out*
. 4 5
D Shift 4 Early leave Rule
Half Day Work Rule
Schedule v Y
Missed in Rule Leave Rule
& Approvals ~ Missed out Rule ditian o]
Condition for leave » Full Month
m p— - Punch State Mapping ‘ management =
Leave Rule Leave calculation start day * Leave calculation end day *
25 & 25 2
App Settings e
_I» Capture required * _J» Work code required *
I Punch state required * m
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10.1.2 Department Rule

You can add rules for individual Departments.

Company Complements Employee Device GPS Attendance oss Reports System Apps W & DEMO

Department Rule

N Work Rule ~ | Y
Global Rule D Department Name
Department Rule e
test_import_13 sefasfs
P
[ shift v
Schedule v
2 Approvals v
5] Leave R

Add New Department Rule

B0: 0o ¢

Action

Select [Attendance] > [Work Rule]> [Department Rule] > [Add] to add the required details rules for

Departments. Click [Save] to add the department rule.

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

Department Rule

@
xm@c

Action

§ Work Rule o ¥
Global Rule [ Department Name
Department Rule o
[] test_import_13 sefasfs
[ shitt
Dapartment Rule | Add
Schedule — Basic Sattings
Overtime setings
& App(ovcig e Name* Dapartment *
fony leove Rule
5 Leave il el Overtime Settings
Missedin fule R
Migged out Ruie Calculate OT
Late Rule
oo s e
B0 Minutes Absent

Minutes

Haif Day Work Rule
Warking charation less than

270 Minutes

Missed in Rule

Prasent,

7 ¥
o= -
:

Enter the
required details
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For Basic Setting, Overtime Settings, Late Rule, Early Leave Rule and Half Day Work Rule, Missed in Rule, missed
out Rule please refer to the Global Rule Setting.

The following field parameters are described below:

Name: Enter the name of the department.

Department: Enter the type of department.

When late exceeds: Enter the minimum time threshold for late coming.

Min Consider As: Select the category of leave it is considered.

When early-leave exceeds: Enter the minimum time threshold for leaving early.

Min consider as: Select the category of leave it is considered.

When work duration is less than: Enter the minimum time, it is considered as half.

Calculate Missed Check-in as: Select the category being considered when the user forgets punched-in.
Calculate Missed Check-out as: Select the category being considered when a user forgets punched-out.
Overtime Rule: It can be set to "Disable Overtime" to disable the overtime function. "Calculation OT" calculates
the overtime based on the attendance punch time, "Approval OT" calculates the overtime based on the overtime
application, "Approval OT Priority" preferentially calculates the overtime on the overtime application, and

“Minimum OT" calculates the minimum overtime between “Calculation OT” and “Approval OT".

Delete Department Rule

Select the Department and click [Delete] or click ¥ in the same row of the Department rule to be deleted. Click
[Confirm] to delete the department rule.

Company Complements Employee Device GPS Attendance Access 5
{ To delete multiple department at once }

select the department and click here
Department Rule

N, Work Rule ~ Y & m H C

Global Rule o [ Dpepartment Name Action

Department Rule
e@ test_import_13 sefasfs eE
[ shift v

Schedule v
Delete
& Approvals v
Are you sure to delete this record?
[ Leave v
o m Discard
Edit Department
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Select the Department and click [Edit] or click

to edit the department rule.

O

e

N\, Work Rule

Global Rule

Department Rule o

() shift

Company Complements Employee Device

Department Rule
Y
[0 Department

a

test_import_13

/

GPS

%3

in the same row of the Department rule to edit. Click [Save]

Attendance Access Reports

Name

safosfs

System Apps

Departrment *

Coraider as+
Minutes | | Half Day

Minutes

Schedule Department Rule | Edit
& Approvals Basic Satings Basic Settings
Overtime Settings Mo
™ Leave Lote Aule il
oty leave Rule
alf Doy Work Rule: Ovartime Settings
MiseeainRuie Overim o
Migsed aut Rule Calculate OT
Late Rule
toae camcods
&0
Eariy leave Rule
B0
— Half Day Work Rule
270
Missed out Rule
Prasent

Select the Department and click [Export]

1

§ Work Rule

Global Rule

Company Complements Employee

Department Rule

Y

I:I Department

Department Rule

[ shift

schedule

2 Approvals

B Leave
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O

test_import_13

~
v

~

&,

Device

GPS Attendance Access

Name

sefasfs

Reports

icon to export thefiles in different formats.

System Apps

W & DEMO

mialc

Action

e o
oE
-

Enter the
required details

W @ DEMO

L2
Bo.l: - -

csvExport [
Excel Export

o POFExport | W
TXT Export
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10.2 Shift

10.2.1 Break Time

While configuring the shift timetable, break time can be selected. More than one break time can be added to one
shift timetable.

Company Complements Employee Device GPS | Attendance oess Reports System Apps ® & DEMO

Break Time
&, Work Rule e Y n Ljlmje)c
O shift & [J Name Start Time End Time Duration Calculata Typs Action
g .
O  shimz2 1200 1300 &0 Auto Deduct P

Timetable

Shift
Schedule v
& Approvals v
m Leave o

Add a Break Time
Select [Attendance] > [Shift] > [Break Time] > [Add] to add a break time.

Company Complements Employee Device GPS  Attendance Access Reports System Apps W g DEMO
o Break Time 2
=
N, Work Rule v~ Y [j & m 9 C
) shitt . [J mName Start Time End Time Duration Calculate Type Action
o 2 |
[0 shiftiz 12:00 13:00 60 Auto Deduct V|
Timetable
shift Break Time | Add e °| Discard ‘
[E] Schedule v 3 7
& Basic Settings Basic Settings
& Approvals ~ Rule Settings RIS PR
Name * Auto Deduct -
B teave ~
Start Time * End Time * Duration *
12:00 HH:mm 13:00 HH:mm 60

Rule Settings

Punch State Type* Duplicate Punch Periad *

No - Rule Based -

b

AN

{ Enter the required ]

details
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The following field parameters are described below:
Name: Enter the Break Time name maximum of 50 characters.
Calculate Type: Calculation types for break time are given below:

Auto deduct: Whether the user punches or not, the break time will be the allowable break time in the
calculation of attendance.

Required Punch: You must punch during the break time. When staff do not punch, start time/End time
will be taken as the start/end time of the break time in the attendance calculation.

For example: If the time range for an attendance punch during the break time is 12:00 to 14:00, the break time
is allowed to be 60 min. If A does not punch in during the break time, and B punches at 13:00, then A's break time
is 120 min, and B's break time is 60 min.

When the Calculation Type is Punch Time is Required, early return and late return should be considered as shown
in the figure below:

Basic Setting

Start Time: Set the start time of the break time.
End Time: Set the end time of the break time. When the punches are out of the range, then they areinvalid.

Duration: The time allotted for break time.

Break Time | Add m Discard

Easic Settings Basic Settings

Rule Settings Calculate Type*
Mame* Auto Deduct -
Start Time * End Time * Duration *
12:00 HH:mm 13:00 HH:mm 60

Rule Settings

Punch Stats Type * Duplicate Punch Pariod *

No - Rule Based -
Rule Setting
Break Time | Add m Discard

Basic Settings Basic Settings

Rule Settings Calculate Type*
Name * Auto Deduct -
Start Time * End Time * Durction *
12:00 HH:mm 13:00 HH:mm 60

Rule Settings
Punch State Type * Duplicate Punch Period *

No - Rule Based -

Duplicate Punch Policy: Thetimeinterval of punch can be set as “Rule Based” or “User Defined”. When the users
customize it, they need to set the Effective Interval.
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Duplicate Punch Period: Set the duplicate punch period.

Punch State Type: Select whether to use the function key or not. When "Yes" is selected, the attendance will be
calculated according to the punch status. When "No" is selected, the attendance status will be automatically

corrected while calculating the attendance.

Edit a Break Time

-

Click the break timeor #  in the same row of the break time to be edited. After the modifica tions, click [Save] to

save the details.

Company Complements Employee Device  GPS  Attendance Access Reports System Apps W # DEMO
- Break Time
%, Work Rule ~ Y n Lmyd)| e
) shitt ® [0 name start Time End Time Duration Calculate Type Action

@
D shiftl2 12:00 13:00 80

Auto Deduct i
o Save Discard

Timetable
Shift Break Time / Edit e
Schedule v
Basic Settings Basic Settings
& Approvals ~ Rule Settings Name* Calculate Type *
shiftl2 Auto Deduct -
B Leave ~
start Time* End Time * Duration *
12:00 HH:mm 13:00 HH:mm 60

Rule Settings

Punch State Type * Duplicate Punch Period*

Yes ¥ Rule Based ¥

Enter the required
details

Delete a Break Time

Select the corresponding break time, click [Delete] at the top left of the break time list, or click the ¥ inthe same

row of the break time to be deleted. Click [Confirm] to delete the break time.
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Company Complements Employee Device GPS Attendance Access Repor
P — To delete multiple at once click here
; Break Time
<, Work Rule v Y & mMm £ C

il

D shift - Name Start Time End Time Duration Calculate Type Ace
oo /@ @ .
shift12 12:00 13:00 60 Auto Deduct Vs
Timetable
Shift
Schedule v
Delete
& Approvals v
Are you sure to delete this record?
B Leave v
L
Export

+
Select the [Shift] > [Break Time] and click [Export] “ icon to export thefiles in different formats.

@ZKBIDTimecloud Company Complements Employee Device GPS Attendance Access Reports System Apps W § DEMO
= Break Time e
§ Work Rule ~ Y u m 5 C
D shift e D Name Start Time End Time Duration Calculate Type CRMExnOr tion
Excel Export
© "
[J shittiz 12:00 13:00 60 Auto Deduct PDF Export n
Timetable
TXT Export
Shift
Schedule v
2 Approvals v
E Leave M
-
Timetable

Set the time periods which are used during the attendance calculation and to set various attendance parameters.
The timetable is the minimum unit in the attendance time settings. For example, these settings include work
start/end time, allowed late arrival/early leaving duration, whether check-in/check-out is mandatory, allowed
time period for check-in/out, break time, and overtime.

Before scheduling the shift, you must set all shift timetables possibly used. Otherwise, the shift is considered
invalid.
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[WZKBioTimeCloud Company Complements Employee Device GPS oss Reports System Apps W @ DEMO

= Timetable

N Work Rule 9 v Y u Blals|m|s|c

|D shift £ | D Name Type Check-In Check-Out Half Day.. WorkTime BreakTime WorkDay Work Type  FirstHalf .  Second H.. Action
Break Time _

[[] GeneralTi. NormalTi. 09:00 18:00 0 540 1 Normal W..  13:00 14:00 Fan |

Timetable e
Shift

Schedule v

& Approvals v

B Leave v

Add a Normal Timetable

Select [Attendance] > [Shift] > [Timetable] > [Add Normal Timetable] to add a normal timetable.

J{1ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps ¥ @& DEMO
— Timetable
&, Work Rule ~ Y  mm L C
0 shift ~ (0 Name Type Check-In Check-Out  HalfDayWo.. WorkTime  BreakTime  WorkDay WorkType  FirstHalf (C..  SecondHalf..  Action
Break Time
D General Tim_. Normal Tim.. 09:00 18:00 o 540 1 Normal Work 13:00 14:00 /.

| |
@
o Timetable / Add e o Discard.
&

ﬂ Slide N Basic Settings Basic Settings

& Approvals - Chsck-in . )
Check-Out ame

& teave L WorkDay

Break Time Settings chasien

Unscheduled Time Settingy

Check-ir
OT Level Sattings [ 09:00 HH:mm

Rule Settings

Chack-In Start * Cross Day(s) *

Half Day Settings
08:00 HH:mm a -
Check-InEnd* Cross Day(s) *
10:00 HH:mm o -

Check-Out
Check-Out* Cross Day(s)*
18:00 HH:mm 0 -
Enter the required - - 5
. Check-Out Start * Cross Day(s) *
details 17:00 Hemm | | 0 - !

Chack-Cut End * Cross Day(s) *
19:00 HH:mm 0 - w

The following field parameters are described below:
Basic Setting
Enter the details as shown below:
Name: Enter the name of the timetable maximum of 50 characters.

Check-In Start Time/ End Time, Check-Out Start Time/ End Time: Enter the valid range for checking in/out.
Check-in/out records out of this time range as these are invalid. Set the cross days maximum of 3 days.
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For example, a shift might begin at 10:00 PM on Day 1 and end at 6:00 AM on Day 2, totaling 8 hours. In a check-
in and check-out system, the employee would checkin at 10:00 PM (Day 1) and check out at 6:00 AM (Day 2), with
the system accounting for the shift spanning across two calendar days. Proper configuration ensures the shift
duration is calculated correctly.

Check-In/Check-Out: Set the check-in time and check-out time. Set the cross days maximum of 3 days.

Cross Day: A cross-day shift typically starts late in the evening on one day and ends early the next morning.

Workday: Set the number of Workday.

Break Time Settings

Break Time: Add break time to the timetable. Multiple break times can be added within a timetable, but the
break time must be within the timetabled time range. (See Add a Break Time to set break time)

Timetable | Add e@
e e Break Time Setiings 9 -

nscheduled Time Sattings

Do not cokulate

Click [Save] to save the settings.

Unscheduled Time Setting
The following field parameters are described below:

Early In: It is to calculate the time of early-in. If it is enabled, users can assign the early -in time to the
corresponding pay code by setting the minimum early -in time. If [Count the Minimum] is enabled, then the
minimum early-in time will be assigned to the corresponding pay code too, or else it will not.

Late Out: It is to calculate the time of late-out. If it is enabled, users can assign the late -out time to the
corresponding pay code by setting the minimum late -out time. If [Count the Minimum] is enabled, then the
minimum late-out time will be assigned to the corresponding pay code too, otherwise, it will not.

When [Count the Minimum] is disabled, it is mainly applicable to the situation that starts to count overtime only
after the early in/late out exceeds specific time period.

Example: Hereis a timetable 9:00am - 18:00pm, Check-In Start Time is 8:00am, Check-Out End Time is 19:00pm.
Shown in the following figure:

Timetable / Add e Discard

Break Time Settings A
Basic Settings

Check-In 5
Break Time
Check-Out

WorkDay
Break Time Settings o Unscheduled Time Settings e
Unscheduled Time Settings |~ oty n*

OT Level Settings Do not calculate =

Click [Save] to save the settings.
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OT Level Settings

Enter the details as shown below:

OT: Users can set the maximum overtime for the required timetable. If the calculated overtime of an Employee
exceeds the specified maximum overtime, then the software will consider the total overtime of the timetable as
the defined maximum overtime.

While it is enabled, users can define three overtime levels, counting from top to bottom are overtime level 1,
overtime level 2, overtime level 3. Set the work hours range and assign the work hours in the range to the
corresponding pay code.

Refer to the Daily Overtime Calculation of No Schedule Setting.

Timetable /| Add e Discard
OT Level Settings 9 A

OT Leve

Basic Settings
Check-In
Ignore v

Check-0Out y .
Work Time Enter the data
WorkDay

Rule Settings
Unscheduled Time Settings - o = rad
ock-0ut Reruired *

Clock-In Required * Cloc
T Law: ttings
OT Level Setting o Yes - Yes 5

Rule Settings

Punch Interval Typs *

Half Day Settings
Rule Based v

Rule Setting
The following field parameters are described below:

Clock-In/Clock-Out Is Required: Decides whether check-in and check-out are mandatory in the selected time
range. If an employee needs to check-in/out, select Yes; otherwise, select No.

Allow Late-In, Allow Early-Out: This refers to the permissible time for late arrival/early leaving before the
actual time of late arrival/early leaving starts during the specified working time.

For example, if the allowed time limit is set to 5 minutes and check-in time is set to 9:00. Employee A checked in at
9:03 and Employee B checked in at 9:06. We can conclude that Employee A is not late as the interval between
check-in time and check-in start time is less than 5 minutes and Employee B is late for 6 minutes as the interval
between check-in time and check-in start time exceeds 5 minutes.

Duplicate Punch Period: The time interval of punch can be set as “Rule Based” or “User Day Change Time:
punch period.

Punch Interval Type: Set the interval type punch.

Punch State Type: Select whether to use the function key or not. When "Punch State Based" is enabled, the
attendancewill be calculated according to the punch status. Also, users can assign the overtime calculated based
on the punch state of Overtime in and Overtime Out to the corresponding pay code and set the Overtime Policy
as Pending or Auto Approved, then the software will generate an overtime application based on the punch state
of Overtime In and Overtime Out.

When "Punch State Based" is disabled, the attendance status will be automatically corrected while calculating
theattendance.
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Timetable /| Add

o] -
e A

Rule Settings

Basic Settings

Clock-In Required * Clock-Out Required *
Check-In

Yes - Yes =
Check-0Out
WorkDay Allow Late-in * Allow Early-Out *

0 Z minutes 0 Z minutes

Break Time Settings

Unscheduled Time Sattings

Enter the data

Punch Interval Type *

OT Level Settings

Rule Settings o

Half Day Settings

Rule Based -

Punch State Type *

No -

Click [Save] to save the settings.
#Note:

There can be no timetable with the same start time and end time.

6. Half Day Setting

The following field parameters are described below:
First Half: Enter the Check-in time of the first half.
Second Half: Enter the Check-in time of the second half.
First Half: Enter the Check-out time of the first half.
Second Half: Enter the Check-out time of the second half.

Timetable /| Add

ok -
:

Basic Settings
Rule Settings
S Clock-In Required * Clock-Out Required *
Check-Out ves . Yes .
Work Time
Workbay Punch Interval Type *
Urstieduld TimeSemngs | e Bosed T
OT Level Sattings Punch State Typs* Multiple Infout *
Rule Settings No ¥ Mo ¥
00:00 HH:mm
Half Day Settings
First Hall (Check In Time) Sacond Hall (Check In Tima) *
08:00 14:00
First Holl (Check Out Time) * Second Holl (Check Out Time)
13:00 18:00
Half Day Waork Tirme *
240 minutes 0

Click [Save] to save the settings.
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Add a Flexible Timetable

Select [Attendance] > [Shift] > [Timetable] > [Add Flexible Timetable] and enter the required details. Click
[Save] to add a flexible timetable.

WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps ¥ & DEMO

Timetable 9

& Wwork Rule -~ Y n B-\i m 9|C
0 shift 1 O nName Type Check-In Check-Out  Half Day Wo..  Work Time Break Time  WorkDay Work Type First Half (C..  Second Half... Action
Break Time
[0 GeneralTim. NermalTim. 09:00 1800 o 540 1 Normal Work  13:00 14:00 Pl |
Timetable o
- Timetable | Add m Discard
Shift
i i ~
Schedule ¥ Basic Settings Basic Settings
& Approvals v Chiackrn e e
it Name Normal Work d
(& Leave = Work Time
Worknay Check-In
Unscheduled Time Settings | - chaciein®
OT Level Sattings 09:00 HH:mm

Rule Settings

Half Day Ssttings

Check-Out
Check-0ut * Cross Day(s}*

18:00 HH:mm a -

Work Time
Wark Tima *

480 minutes

Enter the required

details Worknoy

WorkDay * @

1 days

1. Basic Setting

Timetable | Add @ Discard

N Basic Settings e ~
Basic Settings
Work Type*

EREER Narme * Normal Work -
Check-0ut
Work Time
WorkDay Check-1n
Unscheduled Time Settings Check-in*
OT Level Settings 09:00 HH:mm
Rule Settings
Half Day Settings Check-Out
Chack-out * Cross Day(s)*
18:00 HH:mm 0 -
Work Time
Work Time
480 minutes Enter the required ]
details
WorkDay
WorkDay *
1 days @
R

The following field parameters are described below:

Name: Enter the name of the flexible timetable maximum of 50 characters.

Check-In: Set the check-in time for the flexible timetable.
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Check-Out: Set the check-out time for the flexible timetable. The cross days maximum is 3 days for check-out
time.

Work Time: Enter custom working hours.
Work Type: Define the flexible timetable for different types of work such as normal work, day off and weekend.
Workday: It refers to how many workdays are calculated for each shift.

Cross Day: Set the color of timetable to be displayed on the report.

Click [Save] to save the settings.

Unscheduled Time Setting

Timetable / Add 3 | Discard |

Unscheduled Time Settings e )

Late Out *

Basic Settings
Check-In

Do not calculate -
Check-Out

Work Time

WerkBery L OT Level Settings
Unscheduled Time Settings OT Leval*

OT Level Settings Ignore <

Rule Settings

Half Day Settings

Late Out: It is to calculate the time of late-out. Users can assign the late-out time to the corresponding pay code
by setting the minimum late-out time. If [Count the Minimum] is enabled, then the minimum early-in time will
also be assigned to the corresponding pay code too, or else it will not.

Click [Save] to save the settings.

OT Level Settings

Refer to “Overtime Rule” on Add Normal Timetable.

Rule Setting
Timetable /| Add 3 Discard
A
Basic Settings . 9
Rule Settlngs
Check-I
et Clock-In Required * Clock-0Out Required *

Check-0ut Yes i Yes
Work Time
WorkDay Punch Interval Typs *

Unscheduled Time Settings Rule:Based i

OT Level Settings Punch Stole Type * Multiple Infout *
ezl R [ -
Half Day Settings Enter the data
Day Change Time *

00:00 HH:mm

Clock-In/Clock-out Is Required: Decide whether check-in and check-out are mandatory in the time range. If
an employee needs to check-in/out, select Yes; otherwise, select No.

Punch Interval Type: Can be set to “Rule Based” or “User Defined".
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Day Change Time: Set the time point to distinguish the punch records belonging to that particular day. Example,
Day Change Timeis set as 8:00 am, then the punch records before 8:00 am will belong to the previous day.

Multiple In/Out: Multiple in/out function. When Multiple in/out is selected as Yes, the users can check-in and
check-out multiple times. In the calculation of attendance, the time of checking out in each period minus the time
of checkinginistaken astheattendancetimein that period. In theattendance detail report for the day, the check-
in for the first period shall be taken as the check-in of the day, and the check-out of the last period shall be taken
as the check-out of the day.

Punch State Type: Select whether to use the function keys or not. If yes, then users can assign the overtime
calculated based on the punch state of Overtime in and Overtime Out to the corresponding pay code, by setting
the Overtime Policy as Pending or Auto-Approved, then the software will generate an overtime application based
on the punch state of Overtime In and Overtime Out.

Click [Save] to save the settings.

Half Day Setting

Timetable /| Add e Discard

A~
Basic Settings .
Rule Settings

Clock-in Required * Clock-Out Required *

Check=In

Check-Out Yes - Yes -
Work Time

WorkDay unch Interval Type *

Rule Based -
Unscheduled Time Settings
OT Level Settings Punch State Type * Multipls In/Out *

Rule Settings No ;4 No ¥

Half Day Settings o
Day Change Time *

00:00 HH:mm
Enter the data
Half Day Setting: e

st Holl (Check In Time) Second Hall (Check In Tims) *

09:00 14:00

First Hall (Check Oul Time) * Second Hall (Check Out Time,

13:00 18:00

Hall Doy Waork Time *
240 minutes Q

Click [Save] to save the settings.

Edit a Timetable

%

Click the Timetableor # in the same row of the Timetable to be edited. After the modifications, click [Save] to
save the details.
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[{)ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @& DEMO
= Timetable
N Work Rule v Y B B & m O C
0 snift ~ [J  Name Type Check-In Check-Out  HalfDayWo.. WorkTime  BreakTime  WorkDay WorkType  FirstHalf (C. SecondHalf..  Action
Break Time e
[] GeneralTim. NormalTim. 08:00 1800 0 540 1 Normal Work  13:00 14:00
o oo
Timetable | Edit 4 m Discard |
Shift
. . ~
Schedule v Basic Settings Basic Settings
Check-In Marfier
Al I v i
& Approvals & e General Time Table
B Leave v WorkDay
Braak Time Sattings Chisdkan
Unscheduled Time Settings|  — chacken
OT Level Sattings 09:00 HH:mm
Rule Settings
Chack-in Start * Cross Day(s) *
Half Day Setti
By serngs 08:00 HHmm | 0 -
P~ Chisck-inEnd* cross Day(s) *
10:00 HH:mm a -
Enter the required R ach St
details
18:00 HH:mm o -
Check-Out Start * Cross Day(s) *
17:00 HH:mm a - !
Chack-Out End * Cross Day(s) *
19:00 HH:mm o] - .
N
Delete a Timetable
—

Select the timetable, click [Delete] on the upper left of the timetabile list, or click the u

timetable to be deleted. Click [Save] to delete the timetable.

Break Time

[{ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports
= Timetable
&, Work Rule »w Y
B shift ol Name Type Check-In Check-Out  Half Day Wo.. Work Time

Break Time e

. General Tim..  Nermal Tim..  08:00 1800 o 540
[ ]

shift
Schedule v
& Approvals ~ Delete
B Leave »: Are you sure to delete this record?

4 I Confirm I Discard

Export

Select the [Shift] > [Break Time] and click [Export]

Page|194

e

System Apps

in the same row of the

W @& DEMO

Bz ecmoc
WaorkDay Work Type FirstHalf (C.  SecondHalf..  Action
1 Normal Work 13:00 14:00 eE

icon to export the files in different formats.
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WZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps ¥ @& DEMO
= Timetable e
&, Work Rule v w n Bz m © C
B shift & O nome Type Check-in Check-out Half Day Wo.. Work Time Break Time  WorkDay Work Type FirstHait (c.. | sed CoV BP0 Lo
Excel Export
Break Time
[J GeneralTim. NormalTim. 09:00 1800 0 540 1 Normal Work  13:00 PDF Export (]
Timetable o
TXT Export
shift
Schedule ~
& Approvals v
m Leave L4
Shift Management

The shift is composed of one or more preset attendance timetable(s) based on a certain order and cycle period.
It is the present work schedule for the personnel. It is essential to configure a shift if you want to track the
attendance of employees.

Select [Attendance] > [Shift] > [Shift] to view the shift list and shift timetable details. All shifts in the current
system are displayed in the list. Click any shift and the corresponding timetable details will be displayed on the
right side of the interface.

@ZKBioTimeCloud Company Complements Employee Device GPS Attendan: Aes Reports System Apps W & DEMO
= Shift
& Work Rule ev Y B & M D) C| g
|D5h"t "l [  shittname unit Cycle Auto Shift Action
Break Time
[J ceneral shift Week 1 No |
Timetable
ET—
™ schedule ~
,g Approvals ~
m Leave b
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Add a Shift

Click [Add] to add new shift details.

) ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps ¥ @ MADHU
— Shift @
X Work Rule ~ Y & M| D C e
B shift ~ [J shiftName Unit Cycle Auto shift Action
Break Time _
[0 ceneralshift Week 1 No Pl |
Timetable
@ /A a3 le biscard
Schedule v
Shift Name *
2 Approvals 4
B Auto Shift
B Leave v
*Notice

). Fill the shift on right side by selecting time table from left side or Fill weekoff on right side by selecting Weekoff.

/ 2. The cycle can not exceed 366 when unit is day. The cycle can not exceed 52 when unit is week. The cycle can not exceed 12 when unit is month.
Select timetable for assignment [] week Off

[ Enter the required ]

details M

Week - sun Mon Tue Wed Thu Fri sat

Cycle®

1

Following are the field parameters as shown below:
Shift Name: Enter a unique shift name maximum of 50 characters.

Auto shift: It is an intelligent scheduling function. When there are multiple time periods in the shift, the Auto shift
can be enabled, and the shift that conforms to the attendance rules. If you disable the Auto shift, interleaved
periods cannot be added.

Week Off: Click on the Week off ® icon to indicate if that person is having off or not.
General Setting

Select Timetable: Select the timetable for the shift. Please refer to Add a Timetable for the detailed operation.
After selecting the timetable, click a day on the right to assign the timetable to the corresponding day.

Unit: Includes day, week, and month.

Cycle: Shift cycle period = Number of cycles * Unit of the cycle.

& Note:

The system displays optional dates in the Select Date box based on the values of the Unit of Cycle and Number of
Cycle.

Click [Save] to save the Shift.
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Edit a Shift

Click the Shift Name or ¢ : in the same row of the shift to be edited. After modifications, click [Save] to save the

changes.
(1)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @ MADHU
= Shift
§ Work Rule v Y ﬂ 4 m H C Detail
B shiit # []  shiftname Unit cycle Auto Shift Action
Break Time
O eneralshift Week 1 No ei
Timetable
| 3 o] -
Schedule ¥ shift Name *
General Shift
2 Approvals ¥
B Leave ~ I Auto Shift

*Notice

Unit*

Enter the required Week
details

Cycle*®

1

1 General.. (.

General.. (] General.. £

1. Fill the shift on right side by selecting time table from left side or Fill weekoff on right side by selecting Weekoff.

Wed Thu

2. The cycle can not exceed 366 when unit is day. The cycle can not exceed 52 when unit is week. The cycle can not exceed 12 when unit is month.

General.. [ General...

Fr

Delete a Shift

Select a shift, click [Delete] on the upper left of the shift list, or directly click the L] after the corresponding shift
to access the shift deletion confirmation interface.

Click [Confirm] to delete the shift.

[W)ZKBioTimeCloud Company Complements Employee

—= shift

& Work Rule -

B shift # B  shitName
Break Time

2 ‘General Shift
Timetable
@ ¢

Schedule v O  Newshift

& Approvals ~ O wmksHrT

& Leave ¥ [0 MKFlexible SHIFT

Pagel|197

Unit

Weak

Week

Week

Week

Cycle

Device GPS  Attendance Access Report1

Delete

Are you sure to delete this record?

L
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No

No

Yes

No
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Export Shift

Select [Authentication] > [User] > [Export] “ to export the shift details.

[DZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST

shift

& Work Rule ~ Y n m o C

il

) shitt = [0  shiftName Unit Cycle Auto Shift CEVEpOrt Lin
. Excel Export
Break Time -
[] General shitt Week 1 No FOF Export (]
Timetable
TXT Export =
Week 1 N
Shift o O e ° -
2 scheduls v O Newshitt Week 1 Yes V|
& Approvals ~ [0 MKSHFT Week 1 No V|
& Leave i [0 M Fiexible SHIFT Week 1 No Pl |

You can arrange shifts for Departments after setting the attendance timetables and shifts.
Departments Schedule

Select [Attendance] > [Schedule Assignment] > [Department Schedule] to access the Department
scheduling main interface that displays the Department schedules list and Department schedules details. Click
any department schedule and the schedule list on the right will display the schedule details of the selected
timetablein a chart.

@ZKBioTimeCIoud Company Complements Employee Device GPS cess Rep > Apps W @& MADHU

Department Schedule

§ Work Rule o Y ﬂ 2 & m {D c Start Date ) End Date

o03/olf2025 [3 03/31/2025 [%

I:'l shift ¥ [J Dpepartme.. Departme... Start Date End Date Shift Action

Schedule ~ p

| Department Schedule |e

Employee Schedule

Temporary Schedule

Schedule View No rows

Employee Calendar

2 Approvals v

B Leave v

Add Department Schedule

Click [Add] on the Department Schedule interface to access the schedule addition interface.
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@Z_KBioTimeCloud Company Complements Employee Device GPS Attendance Access Rep > Apps W g MADHU

Department Schedule

L i. m] (_E) C Start Date End Date
o3/oi/2025 [3 03/31/2025 [3

§ Work Rule v Y

D Shift b [J Dpepartme.. Departme.. Start Date End Date Shift Action

Schedul ~ i
cheduie o Department Schedule /| Add e 0| Bicsis ‘

| Department Schedule |

Employee Schedule Department * -

Temporary Schedule

Start Date *
Schedule View qrioaie |
Employee Calendar
End Date * = b
g Approvals ~
5] Leave £ Shift * . Enter the required

details

[] overwrite Schedule

Following are the field parameters as shown below:
Department: Select Department for which the shifts need to be scheduled. Multiple choices are allowed.
Start Date, End Date: Set the start date and end date for shift scheduling.

Shift: Select a shift from the shift list.
After entering the required details, click [Save] to save the settings.

&Note:

By default, the start date and end date are set to thefirst day of the month and the last day of the month.

Delete Schedule Records

Select the schedule record to be deleted and click [Delete] to delete it or click ¥ in the same row of the
Department schedule.

[{ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access { W SANTEST

To delete multiple at once click here ]

Department Schedule

il

&, Work Rule ~ Y 2l m ®© C Start Date _ [ Endoate
= o3/oif2025s (7 03faif2025 (7

) shift 4 [J Departmentcode Department Name Start Date End Date Shift Action

schedule (€] §
1 Department 2025-03-01 2025-03-31 General Shift
Department Schedule

Employee Schedule
Temporary Schedule Delete
Schedule View Are you sure to delete this record?
Employee Calendar 2 0 =
Confirm Discard
& Approvals v
m Leave ~

Click [Confirm] to delete scheduled records.
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Import

&
Click on the [Import] icon on the Department Schedule to download the template and then import it.

@ZK BioTime Cloud Company Complements Employee Device GPS Attendance Access Rep > Apps W @& MADHU
= Department Schedule
§ Work Rule & 7 m @ C Start Date . End Date
03/ol/2025 [ 03/31/2025 (3
I:'l shift ¥ [J pDepartme.. Departme.. Start Date End Date Shift Action
Schedule ~ . _
o Department ~ 2025-03-12  2025-03-13  General Shi.. []
Department Schedule -
Department Schedule | Import o Discard
Employee Schedule
- A~
Temporary Schedule ‘ * Upload | No file selected
Schedule View ovennite”
No -
Employee Calendar
gn Approvals v Template Demo: # Download Template
[ Leave 3 i 5 - 5
1 Department Code * Shift * Start Date * End Date *
Enter the required 2 00K X000 2024-01-01 2024-01-31
details
3 00X 00K 2024-01-01 2024-01-31
—Descniption:
1. The header in the template file is required.
2. The columns header with * * * are required fields.
3. The columns header with “ %" are unique fields.
Export

Click the [Export] icon “ to export the department details either in pdf, excel, csv and Txt format.

({)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @& MADHU

Department Schedule

s{ Work Rule v Y ﬂ AL m © Start Dote _ [ fndDote

03/o1/2025 [T 03/31/2025 [3

[ shife ¥ [J Departme.. Departme.. StartDate End Date sn| S5V EXPOT Liion
Excel Export
Schedule o ~ Q =
D 1 Department  2025-03-12 2025-03-13 PDF Export [ ]
| Department Schedule | TXT Export

Employee Schedule
Temporary Schedule
Schedule View
Employee Calendar

2 Approvals ~

B Leave i
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Employee Schedule

You can arrange shifts for employees after setting the attendance timetables and shifts. If you fail to schedule
shifts for employees, the attendance calculations cannot be performed.

Select [Attendance] > [Schedule] > [Employee Schedule] to access the personnel scheduling main interface
that displays the personnel scheduling list and personnel scheduling details. The scheduled personnel are
displayed in the list. Click the line where personnel scheduling is and the scheduling list on the right will display
the scheduling details of the selected timetablein a chart.

({/ZKBioTime Cloud

= Employee Schedule

§ Work Rule £ Y

[ shift e" [J employe.. FirstNa..
| i - | O 70962 aishwar..

Department Schedule

@
Temporary Schedule
Schedule View

Employee Calendar

2 Approvals ~
E Leave v
Add Employee Schedule

Last Na...

v

80 -

shift

m 9 cC

Start Date  End Date Action

2025-03.. 2025-12-.. General ..

Company Complements Employee Device GPS Attendance Oess Rep > Apps W @& MADHU

End Date

03/31/2025 [%

Start Date

03/01/2025 [3

Click [Add Schedule] on the Employee Schedule interface to access the schedule addition interface.

({)ZKBioTime Cloud Company Complements Employee
= Employee Schedule

§ Work Rule h Y

B shift % [J Employe. FirstNa.  Last Na..
Sehisduls ~ [ 7o962 cishwar..  vv

Department Oedule

Employee Schedule /| Add

Device GPS Attendance Access
(Ml 2|2 |m|ofc
Start Date  End Date Shift Action
2025-03.  2026-12-.. General .. [}

| Employee Schedule |

Temporary Schedule Employee *

Schedule View
Employee Calendar Start Date *

2 Approvals v

End Date *
B Leave v

Shift *

[] overwrite Schedule

Enter the required
details

Following are the field parameters as shown below:

Rep > Apps W @& MADHU

End Date

03/31/2025 [3

Start Date

03/01/2025 [7

o Discurd

Employee: Select the employee for whom the shifts need to be scheduled. Multiple choices are allowed.
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Start Date, End Date: Set the start date and end date of the shift schedule. Shift: Select any shift from the shift
list.

Overwrite Schedule: if it is set in advance, the existing shift will be replaced. (Cannot replace shift which is in
use)

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

&Note:

By default, the start date and end date are set to the first day of the current month and the last day of the current
month.

Import Employee Schedule
Users can click [Import] to import the employee schedule in batch for personnel.

Delete Employee Schedule

Select the schedule record to be deleted and click [Delete] to delete it or click on the [ in the same row of the
employee’s schedule.

To delete multiple employee schedule at

@ZK BioTime Cloud Company Complements Employee Device GPS, Attendaonce _Access  Ren > ApDS # MADHU
once select the schedule and click here

Employee Schedule

&, o [D (%] Start Date End Date

§ Work Rule v Y -
03/01/2025 (3 03/31/2025 [3

B shiit ¥ [J Employe.. FirstNa.. lastNo.. StartDate EndDate  Shift Action

Schedule ~ .
70962 aishwar... v 2025-03..  2025-12-.. General ..

Department Schedule

Employee Schedule o

Temporary Schedule Delete

Schedule View Are you sure to delete this record?

Employee Calendar
o= -
2 Approvals ~

B Leave v

Temporary Schedule

The temporary schedule is complementary to the existing schedule. If the overtime is to be set for the employees
in a shift temporarily, it is necessary to arrange one (or more) timetable(s) for overtime, temporarily. Generally,
temporary schedules are scheduled for overtime, like overtime for late shifts, weekends, holidays, and festivals.

For example:

If a specific Employee is assigned already with a schedule, then according to the work requirement, the user can
temporarily provide an extra shift to that Employee, where the attendance will get calculated based on the
temporary schedule.

So, the calendar will display only that temporarily scheduled shift for that Employee instead of the previously
scheduled shift. And the user can clear the temporary shift anytime, and the calendar again displays only the
previously scheduled shift of that Employee.
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[ZKBioTimeCloud Company Complements Employee Device GPS

Temporary Schedule

&, Work Rule v~ Y BD & m L C

B shift 9 3 [0 EmployeelD  FirstName Last Name Timetable Start Time End Time Working on Day Schedule Overlap Action

| Schedule Lo | =
=) [ sss syed basha Weskend vibes 2025-03-10 09:00:00  2025-03-1018:00:00  Normal Work Time  Replace B

Department Schedule

D 71081 Mamta General Time Table 2025-02-18 09:00:.00  2025-02-18 18:00:00 Normal Work Time Replace i
Employee Schedule

Temporary Schedule e

Schedule View

Employee Calendar
& Approvals ~

m Leave ~

Add a New Temporary Schedule

Click [Attendance] > [Schedule Assignment] > [Temporary Schedule] > [Add Temporary Schedule] to
add a temporary schedule.

@ZKBiQTimeCIOUd Company Complements Employee Device GPS Attendance Access Rep > Apps W @ MADHU

Temporary Schedule

X, workRule v Y ﬂ & m || e

CI Shift 2 [J Eemployeeip First Name Last Name Timetable Start Time End Time Workingon.. ScheduleO.. Action

Temporary Schedule | Schedule by Calendar o o || piscard |
Department Schedule 5 R
Employee Schedule Employee * - Select timetable for assignment March 2025 - -
Temporary Schedule .

Schedule ~

Working on Day * Sun Mon Tue Wed Thu Fri Sat
Schedule View Normal Work Time - 1
Employee Calendar Schedule Overlap *
Replace -
L ” p 2 3 4 5 6 7 8
B Leave v
9 10 11 12 13 14 15

16 17 18 19 20 21 22
Select the required 23 24 25 26 27 28 29
details
20 a1 Y v

Following are the field parameters as shown below:

Employee: Select the employees for a temporary schedule (Multiple choices are allowed). Date: Select the date
for the temporary schedule. (Multiple choices are allowed.)

Timetable: Select a timetable used by a temporary schedule. (Multiple choices are allowed.) Please refer to Add
a Timetable to set the timetable.

Working on Day: Select the type of work time.

Schedule Overlap: Select the type of schedule overlap.
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& Note:

Multiple timetables can be selected for a temporary schedule, but the start timetables should
not be the same.
Even though a shift has previously remained scheduled for an employee, only the recently set

temporary schedule will be valid during the attendance calculation.

not take effect.

Export Temporary Schedule

It is required to set the Timetable before selecting the date; otherwise, the modification will

Users can click [Export] to export the temporary schedule in batch for personnel.

@Z_KBioTimeCloud Company Complements Employee Device GPS Attendance Access
= Temporary Schedule
§ Work Rule L4 ¥
ﬂ Shift v [0 EemployeeiD First Name Last Name Timetable Start Time End Time
Schedule ~

Department Schedule

Employee Schedule

Temporary Schedule D

No rows

Schedule View
Employee Calendar

2 Approvals v

() Leave ~

Delete Temporary Schedule

Rep > Apps W @& MADHU

(2]
ﬂEII D C

CSV Export

Workingon.. Scl tion

Excel Export
PDF Export

TXT Export

Users can select the required schedule record to be deleted and click [Delete] or click ¥ in the same row of the

personnel temporary schedule.

[ZKBioTimeCloud Company Complements Employee Device

Temporary Schedule

&
il

&, work Rule - Y

™ shitt ov é Employee D FirstName

|[j Schedule ~ | @
EEE] syed
Department Schedule
O nos Mamta

Employee Schedule

Temporary Schedule e

Schedule View

Employee Calendar
& Approvals ~

@ Leave -

Schedule View

Last Name

basha

GPS  Attendance Access Reports Systemn Apps

Timetable Start Time End Time

2025-03-10 09:00:00 2025-03-10 18:00:00

Weekend vibes

General Time Table 2025-02-18 09.00.00  2025-02-18 18:00:00

Delete

Are you sure to delete this record?

Bl

W @& SANTEST

m © C

- -

Schedule Overlap Action

O]

Replace (]

Working on Day
Normal Work Time

Replace

Normal Work Time

Schedule View shows a concise view of the schedules allocated to different employees.
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Users can search the employees' schedules for a specific event like the employee's holidays, weekends, and
employee schedule information. Also, users can add a shift to Employees, such as, add a temporary schedule for
employees and clear the required shift.

Click [Attendance] > [Schedule] > [Schedule View] to view the schedules.

@ZKBioTimeCI(jud Company Complements Employee Device GPS oess Rep > Apps W @ MADHU

= Schedule View
- Date Period Start Date End Date
R Work Rule * & ® Employee - This.. = 03/09/2025  [3 - | 03/15/2025 | m & ¢C
Global Rule EmployeelD  Employee Na.. DepartmentNa.. WorkDay  TotalTime  Break Time Leave D
Department
Department Rule
70632 madhu Department 5 45 0 0 0
3 shift v
70962 aishwarya Department 5 45 0 0 0
Schedule ~
Department
Schedule
Employee Schedule
Temporary
Schedule
Schedule View
Employee Calendar
< >
2 Approvals v
= App
Rows per page: 50 ~ 1-2of 2 n 1 | Page
B 1arme v
Export Schedule

Users can click [Export] to export the entire schedule in for personnel.

({)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @ MADHU
= Schedule View e
- Date Period Start Date End Date
N, Work Rule ~ 2 ) Employse ~ This.. ~ 03f/og/2025 [3] -  03/15/2025 B m c
Fiabal: Rl T EmployeelD  EmployeeNa.. DepartmentNa.. WorkDay  TotalTime  EBreak Time || o7 LXPOrt
Department Rule e Excel Export
70632 madhu Department 5 45 0 POF Export
™ shift v
70962 aishwarya Department 5 45 0 TBEOTE
Schedule ~
Department
Schedule

Employee Schedule

Temporary
Schedule

Schedule View o

Employee Calendar

Employee Calendar
The Employee Calendar displays details of the entire employee calendar.

Click [Attendance] > [Schedule] > [Employee Calendar] to view the calendar.
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({)ZKBioTime Cloud

A

Employee Calendar

N, Work Rule Employee

& )

Global Rule . FirstName

Department
Department Rule

[ shift

| Schedule

Department
Schedule

Employee Schedule

madhu

aishwarya

Temporary
Schedule

Schedule View

Employee Calendar |e

g Approvals L Rows per page:

B Leave

Company Complements Employee Device GPS Attendance Oess Rep > Apps W @ MADHU

N m Employee:undefined
Departme.. Area March 2025
Departme..  Not Autho..
Sun Mon Tue Wed Thu Fri Sat
Departme..  Not Autho.. . d
2 3 4 5 6 i 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
>
23 24 25 26 27 28 29
50~  1-20f2 |
>
30 31 v

Approval

Daily maintenance includes viewing the transaction logs and performing various operations on appended logs,

leave and overtime.

Manual Log

When an employee leaves on a business trip or forgets to punch in or out, entering an attendance record to the
attendance report manually is called adding a manual log. The manual logs are generally entered by the
management personnel based on the attendance result and the attendance system of the enterprise after an

attendance cycle ends.

)ZKBioTime Cloud

. Manual Log

R Work Rule v Y

B shift ¥ [J Emp. First. Last. Dep.. Posi. Pun.
BonadUic v [0 70832 mad. m Dep.. Posit. 202.

& Approvals

Manual Log e

Leave

32

Overtime
Training
Schedule Adjustment

B Leave

Add Manual Log

Select [Attendance] > [Approvals] > [Manual log] >
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+

&

m 9 C

po- -

Appl... Action

Pun. Pun.. Wor. Appl. App.. App.. App.. App..

3

10:30 Che.. asss 202.. Pen.. 4

[Add] to add a manual log for an employee.
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[JZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports Systen Apps W @ SANTEST
= Manual Log e
N, Work Rule v ¥ ] 2 & m D C
) shift ¥ [] Employ. FirstNa.. lastNa. Depart. Position Punch.. Punch. Punch.. WorkC.. ApplyR. ApplyT. Approv. Approv.. Approv.. Approv.  Action
™ schedule v . , o O
0 ss3s5 Malik bosha  Depart. Posiion  2025-0.  18:00 Check. 1 2025-0.  Pending V|
& Approvals ~ Exicinial g Adkd e OI Discard |
Manual Log o
Leave Employee * T
Overtime
g Punch State * w
Training

Schedule Adjustment
Punch Date * r'-'!
m Leave >

Punch Time * HH:mm

Enter the required

Work Code details

Apply Reason

Following is the fields parameter as shown below:

Employee: Enter employee ID or employee name to search and select the employee. Only one employee can be
selected.

Punch Date: Enter the punch date of the manual log.

Punch Time: Enter the punch time of the manual log.

Punch State: Select the punch state of the manual log from the drop-down list.
Work Code: Select the work code.

Apply Reason: Enter the apply reason for the manual log.

Click [Save] to save the settings.

Edit a Manual Log

Click the name of the person who needs to edit the record or click #" to edit the manual log. Click [Save] after
modifications.
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[{ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @& MADHU
= Manual Log
§Workﬂu|e v Y ﬂ & & m H C
D Shift R [ Emp.. First.. last.. Dep.. Posi. Pun. Pun. Pun. Wor. Appl. Appl. App- App.. App.
Sehedule v O 70832 mad. m Dep.. Posit. 202. 10:30 Che.. asSs 202, Pen..
2 Approvals ~
Manual Log [ Edit e o m Discard ‘
©
nployee * ~
Leave
1N
Overtime
Punch State *
Training Check Out -

Schedule Adjustment Punch Date *

B Leave . 2025-03-11 =
Punch Time *
10:30 HH:mm
Work Cod Enter the required
e details

Apply Reason

asss

#Note:

The approved record cannot be modified.

Delete a Manual Log

In the list of the manual log, select the manual log to be deleted and click [Delete] at the top left of the list.

Click [Confirm] or click ¥ {0 delete the selected manual log.

({)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @ MADHU
- To delete multiple employee logs at once

_ Manual Log select the logs and click here
=
§ Work Rule ¥ Y & L imif
ﬂ Shift ¥ [J Emp. First. Last. Dep. Posi. Pun. Pun. Pun. Wor. Appl. Appl. App. App. App.. App- Action
Sendlle va@ 70632 mad. m Dep.. Posit. 202. 1030 Che. asSs 202  Pen.. eE
2 Approvals ~
[t 10

Leave

Are you sure to delete this record?
Overtime
o=

Schedule Adjustment

[ Leave v
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Approve/Reject/Revoke a Manual Log

Select the applied log and click on [Approve], [Reject] or [Revoke]. The approval window pops up as shown in
thefigure:

{)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W™ @ MADHU

= Manual Log e

&, WorkRule v Y ﬂ & | j-a | c

CI Shift & Emp.. First.. Llast.. Dep. Posi. Pun. Pun. Pun. Wor. Appl. Appl. Ap| Approve D.. App.. Action

pe Ve 70632 mad. m Dep.. Posit. 202. 10:30 Che. asss  202. a a s
Revoke

2 Approvals
[oenas 10
Leave
Overtime
Training

Schedule Adjustment

Enter Remarks and clicking [Confirm] will approve, reject, or revoke the manual log.

Approve Reject

Approval Remark Approval Remark

After the approval, the approval personnel will be displayed in each record, as shown in the figure.

Revoke

Approval Remark

Export Manual Log

Users can click [Export] to export the manual log in batch for personnel.
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[{ZKBioTime Cloud

Company Complements Employee Device GPS Attendance Access Rep > Apps W @ MADHU

&, Work Rule
() shift
schedule

2 Approvals

Overtime
Training

Schedule Adjustment

Bulk Add

Users can click on

({)ZKBioTime Cloud

N, Work Rule

3 shift
Schedule

Approvals

Manual Log o

Lecave

Do

Overtime
Training
Schedule Adjustment

[ Leave
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Manual Log e
1 G BO-c :[s o c
¥ [0 Emp. First.. last.. Dep. Posi. Pun. Pun. Pun. Wor. Appl. Appl. App.. App.. App e stion
Excel Export
k-4 -
O 708632 mad. m Dep.. Posit. 202. 1030 Che. as§S  202.  Pen.. e PDF Export |
. TXT Export

[Bulk Add] to add the manual logs in bulk.

Company Complements Employee Device GPS Attendance Access Rep > Apps W @& MADHU

Manual Log e
- B0 - o o -
a2 [0 Emp.. First.. last.. Dep. Posi.. Pun. Pun.. Pun. Wor. Appl. Appl. App.. App.. App. App.. Action

Discard |

¥ Manual Log / Bulk add e

A

Employee -
Punch State * -
Punch Date * =
~
& Punch Time * HH:mm
Enter the required
Work Code s

details

Apply Reason
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10.4.2 Leave

({)ZKBioTimeCloud < ipany Complements Employee Device GPS Gess

-~

= Leave
§ Work Rule ~ Y
GlobdlRila [0 Em.. Firs.. Llast. Dep.. Posi. Cat. Star. End. Days Pay.. App.
Department Rule
3 shift v
Schedule v
|g Approvals ~ p
No rows
Mainual Log
[ 1©
Overtime
Training
Schedule
Add a Leave Application
Select [Attendance] > [Approvals] > [Leave] > [Add] to apply for leave.
@ZKBioTimeCloud < pany Complements Employee Device GPS Attendance Access
e Leave
S Work Rule ~ Y
GlobalRiile [0 Em.. Firs. Last. Dep. Posi. Cat. Star. End. Days Pay. App.
Department Rule
D 706.. ma... m Dep.. Posi. Sick. 202.. 202. 1 Paid rty
[ shift ~
Schedule Leave / Add e
2 Approvals ~ E— -
Mcinual Log
Overtime
Training Leave Date * =
schedule Day Type*
Adjustment
Full Day -
E Leave A~
Payment Type * 4 Enter the required
details
Apply Reason

The following field parameters are described below:

Reports >

Apps W @ MADHU

B0:: - oo
App.. App. App.. App. App.. Action
Reports > Apps ™ @ MADHU

& & m DH C
App.. App.. App.. App.. Action
App.. ghu 202. ma... i'

Discard

PN

Employee: Enter employee ID or employee name to search and select the employee. Only one employee can be

selected.

Leave Type: Select the type of leave.
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Category: Select the category of leave.

Applied Reason: State the reason for the leave.
Payment Type: Select the type of payment

Apply Reason: Enter the apply reason for the leave.

Click [Save] to save the settings.

Request by Calendar

Select name of the person whose application is to be edited and click . Click [Save] after modifications.

@ZKBioTimeCtoud < pany Complements Employee Device GPS Attendance Access Reports > Apps W @ MADHU

~

= Leave e
& WorkRule ~ Y ﬂ 2l &||myolc
Global Rule 5 ; ;
[ Em.. Firs.. Llast. Dep. Posi. Cat. Star. End. Days Pay.. App.. App.. App. App.. App.. App.. Action
Department Rule
O 706. ma. m Dep.. Posi. Sick. 202. 202. 1 Paid  rty 202. App. ghu  202. ma. [}
[ shift v
Schedule v | Leave | Request by Calendar e o Discard
2 Approvals ~
Employee * -
Manual Log
[ 1@ s
Overtime Sun Mon Tue Wed Thu Fri Sat
Training L
Schedule
Adjustment
2 3 4 5 6 7 8 e
E Leave ~
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
v
= Note:

The approved record cannot be modified.
Delete Leave Application

In the list of leave applications, Select the leave application to be deleted and click [Delete] at the top left of the

list. Click [Confirm] to delete the selected record or click L] .
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¥
({ZKBioTimeCloud < ‘pany Complements Employee Device

A

= Leave
§ Work Rule ~ Y
Global Rule O e . .
m.. Firs.. Llast. Dep.. Posi. Cat.

Department Rule
e@ 706. ma. m Dep.. Posi. Sick.
(5 shitt

-
GPS Attendom{ To delete multiple employee leaves at once select

the employee leaves and click here ]

Star. End.. Days Pay.

g&m:@c

App.. App.. App.. App. App.. App.. Action

202.  202. 1 Paid  rty 202. App. ghu  202. ma. @

Schedule v

2 Approvals ~

Manual Log

N

Delete

Are you sure to delete this record?

oz -

Overtime

Training
Schedule

Approve Leave Application

Select the applied leave and click on [Approve], [Reject] or [Revoke]. The approval window pops up as shown

in thefigure:

}@ZKBioTimeCioud < pany Complements Employee Device

~

Leave

X WorkRule ~ A
Global Rule Em.. Firs.. last. Dep.. Posi. Cat.

Department Rule

e 706. ma. m Dep.. Posi. Sick.
(9 shift v

Schedule v

2 Approvals ~

Manual Log

Leave o

Overtime

GPS Attendance Access Reports > Apps W @ MADHU

Star. End. Days Pay.

202.. 202.. 1 Paid

App.. App.. .| Approve

rty

3
ﬂ& m o c
)]

p..  App.. Action

e Reject
202.. 2.  ma. 0
Revoke

Enter Remarks and clicking [Confirm] will approve, reject, or revoke the leave application.
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Overtime

Overtime can be added in two ways. One is through the administrator login where the administrator can add
overtime for each employee (automatic approval), and the other is through the employee login, where the
employee can apply for overtime (requires approval).

Add an Overtime Application

Select [Attendance] > [Approvals] > [Overtime] > [Add] to add the overtime details.

[{)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W g MADHU
= Overtime e
X, Work Rule v Y Zil&|miolc
tl Shift ¥ [J Empl. First.. Llast.. Dep. Posit. Over.. Start. End.  Appl. Appl. Appr. Appr. Appr. last. Action
Schedule M i )
Overtime / Add e o m Discard

] - :
= Approvals Employee *

Manual Log 70632 madhu X -

Leave

Overtime Type *

@ | e :

Trcining Start Date * Start Time *

Schedule Adjustment 2025-03-12 3 06:30  HH:mm

E Leave P End Date * End Time ®

2025-03-12  [3 09:20  HHnm Enter the required

details

Apply Reason

st

The following field parameters are described below:

Employee: Enter employee ID or employee name to search and select the employee. Only one employee can be
selected.

Start Time/End Time: Enter start time and end time of overtime.
Overtime Type: Select the type of Overtime.

Apply Reason: Enter the apply reason for the overtime.

Click [Save] to save the settings.
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Edit an Overtime Application

Click the Employee code or

save the changes.

()ZKBioTime Cloud

§ Work Rule

3 shift
Schedule

2 Approvals

Manual Log

Lecive
T

Training

Schedule Adjustment

B Leave

s

Company Complements Employee

Overtime

Y

[0 Empl. First..

[0 70962 aish.

Overtime / Edit

last.. Dep..

Posit..

W Depa..  Positi..

in the same row as the employee to be edited. After modifications, click [Save] to

Device GPS Attendance Access Rep > Apps W @& MADHU

Bz :: ooc

Over.. Start. End.. Appl. Appl. Appr. Appr. Appr.. last.. Action
Nor..  2025. 2026. jkkh 2025.. Pend.. 2 'i

°|E i Discard |

Cvertime Type*

Normal OT

Start Date*

2025-03-10  [%

End Date *

2025-03-1  [F

Apply Reason

jkkh

Start Time *

09:00

End Time *

10:20

HH:mm ~

HH:mm

Enter the required
details

The editing procedure for overtime is the same as the manual log.

Delete an Overtime Application

In the list of overtime applications, click the selected employee application to be deleted, and then click [Delete]
atthetop left of thelist to enter the delete confirmation interface, and click [Confirm] to delete the selected record.

Or click L after the record.
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{)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W # MADHU
= Overtime
&, Work Rule ~ Y ﬂ gl jmialc
D Shift e Empl.. First.. Llast.. Dep.. Posit. Over.. Start. End.. Appl. Appl. Appr. Appr. Appr. last. Action
Schedule ve 70962 aish. v Depa.. Positi. Nor. — 2025. 2025. jkkh 2025..  Pend.. qgl
2 Approvals ~

Manual Log

Delete
Leave

Are you sure to delete this record?
[ownme @
Training o Discard

Schedule Adjustment

[ Leave ~

The deleting procedure for overtime is the same as the manual log.
Approve an Overtime Application

Select the employee code and click on [Approve], [Reject] or [Revoke]. The approval window pops up as shown
in the figure:

[{)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Rep > Apps W @ MADHU
- Overtime
= 3
X, Work Rule vl Y ﬂ .i. m 9 cC
) shitt ¥ Empl.. First.. Llast.. Dep. Posit. Over. Start. End.. Appl. Appl. Appr| Approve . last.. Action
Reject
Srhidue e 70862 aish.  w Depa. Positi. Nor.  2025. 2025. jkkh  2025. Pend P |
Revoke
2 Approvals ~
Manual Log
Leave
o]0
Training

Schedule Adjustment

B Leave v

The approval procedure for overtime is the same as the manual log.

Export Overtime Applications

Users can click [Export] to export the entire employees overtime records.
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)ZKBioTime Cloud

§ Work Rule

9 shift
Schedule

2 Approvals

Manual Log

Leave
[owm ] @

Training

Schedule Adjustment

B Leave

Company Complements Employee

Overtime

v Y

&4 [J Empl. First..

last.. Dep.. Posit...

Device

Over. Start. End.. Appl. Appl. Appr.. Appr. Appr.

GPS Attendance Access Rep > Apps W @ MADHU

@
Bh-: g[¢]m o c

CSV Export

stion
Excel Export

e PDF Export

TXT Export

No rows

Users can click [Export] to export the overtime applications in batch for personnel.

Bulk Add

Users can click on

{)ZKBioTimeCloud

s_\ Work Rule

[ shift
Schedule
2 Approvals

Manual Log

Leave

(o= 1@

Training
Schedule Adjustment

B Leave
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T+

Company Complements Employee Device

Overtime
v Y
St Empl..  First ..

70962  aish..

Overtime / Bulk Add

Last.. Dep.. Posit..

vV Depa.. Positi..

Employee *

Overtime Type*

Normal OT

i Start Date *

End Date *

Apply Reason

i

=

Start TimetfH:mm

End Time *HH:mm

“ [Bulk Add] to add the employees overtime records in bulk.

GPS  Attendance Access Rep > Apps W g MADHU

2
Bhczl: + 0o c

Over.. Start. End.. Appl. Appl. Appr. Appr.. Appr. last. Action

Nor...

3

2025. 2025. jkkh 2025. Pend.. P |

G-

Enter the required
details
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Training
Add a Training Application

Select [Attendance] > [Approvals] > [Training] > [Add] to apply for training.

{)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Re| > Apps W™ i SANTEST
= Training 9
& WorkRule v Y &/ & m H C
D Shift = [J Empl. First.. Llast. Dep.. Posit. Train. Start. End.. Appl. Appl. Appr. Appr. Appr. Appr.. Action
FEasEUE Y O s3 Appr... 10iTe..  Positi. Java2 2025. 2025. The 2025.. Pend.. Fau |
Q Approvals ~
= App Training / Add e o | Discard
Manual Log
Leave Employee * -
Overtime

@ —— .

Schedule Adjustment

& Leave v StartDate* (3] Start TimeHH:mm

EndDate* (3] End Time *HH:mm

Enter the required
details

Apply Reason

The following field parameters are described below:

Employee: Enter employee ID or employee name to search and select the employee. Only one employee can be
selectedata time.

Start Time/End Time: Enter the start time and end time of the training.
Training Type: Select the type of training g from the drop-down list.

Apply Reason: Enter the reason for applying for the specific training.

Click [Save] to save the settings.
Edit Training Application

Click the name of the person whose training application is to be edited and click # and then, Click [Save] after
modifications.
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@ZKBioTimeCioud < mplements Employee Device GPS Attendance Access Reports System Apps W & SANTEST
= Training
&, WorkRule b ﬂ & & m D C
B shift e Empl.. First.. last.. Dep.  Posit. Train. Start. End.. Appl. Appl. Appr. Appr.. Appr. Appr.  Action
p P pp ppl pp! pp pp pp
Schedule £ . : 3 A s =
O 1w big dog depfi. posfi. trainf. 2025. 2026. ds 2026.. Appr.. 2025... gce rFan |
2 Approvals ~
Training / Edit o o m‘ Discard ‘
Manual Log ——
Leave
Overtime
o Tralning Type *
trainfive -
Schedule Adjustment
Start Date * Start Time *
Leave v _03- i ; :
& 2025-03-16  [3 09:00  HHmm Enter the required
End Date * End Time * details
2025-03-16  [3] 1800  HHmm
Apply Reason
ds

#Note:

The approved application cannot be modified.

Delete Training Application

In the list of training applications, click the selected training application to be deleted, and then click [Delete] at
the top left of the list to enter the delete confirmation interface, and click [Confirm] to delete the selected record.

Or click o after the record.

@Z_KBioTimeCloud < mplements Employee Device GPS Attendance Access Reports System Apps W @& SANTEST
To delete multiple at once click here
= Training \
X WorkRule ' R E] Z||l&|ImDYC
I:'l Shift i [J Empl. First.. Llast. Dep.. Posit.. Train. Start. End.. Appl. Appl. Appr. Appr. Appr. Appr. Action
Schedule ~ ) '
10 big dog depfi. 2025.  Appr. 2025. gaya.
Delete
2 Approvals ~ ) R
O so0 sun ded depfid  Are you sure to delete this record? 2026..  Appr. 2025. gaya. 4 W
Manual Log
O so0 sun ded depfi.| o i : 2025..  With.. 2025. gaya. V|
Overtime

[ 0

Schedule Adjustment

Approve/Reject Training Application

Select the employee code and click on [Approve], [Reject] or [Revoke]. The approval window pops up as shown
in the figure:
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@Z_KBioTimeCioud Company Complements Employee Device GPS Attendance Access Rel > Apps W @ SANTEST

Training e
X WorkRule vill'Y ﬂ o C

CI Shift L B Empl. First. last.. Dep. Posit. Train. Start. End.. Appl.. Appl. Appr] Approve L. Appr.. Action
Schedule » Q‘ Reject o
Appr... 10iTe..  Positi. Java2 2025. 2025. The 2025.. Val |
Revoke
2 Approvals ~ 2
O s3s Malik basha Depa.. Positi. Java2 2025. 2025. Save 2025. Revo. Revo. 2025. Appr. Fa |
Manual Log
O s3s Malik  basha Depa.. Positi. Java2  2025. 2025. Tr 2025.. Rejec.. Reject 2025. Appr. ran |
Lecive
Overtime O 535 Malik  basha Depa. Positi. Java2 2025. 2025. Pp 2025.. Pend.. Val |
o O 7os1  Mam. Depa.. 10lau. Java2  2025. 2025. bbs 2025.. Pend.. ran |
Schedule Adjustment
O 7081 mMam. Depa.. 10lau. Java2  2025. 2025. baq 2025.. Appr. jsns 2025. Gaya. 4 B
B Leave v
The operation method is the same as the manual log.
Export Training Applications
Users can click [Export] to import the training applications in batch for personnel.
@Z](BioTimeCloud Company Complements Employee Device GPS Attendance Access Re| > Apps W @ SANTEST

Training e
§Werkﬂuie v Y ﬂ & m © C

i CSV Export
D shift 4 [J Empl. First.. last.. Dep.. Posit.. Train.. Start. End.. Appl. Appl. Appr.. Appr.. Appr. P stion
e Excel Export
Schedule v so E ...
O &3 Appr... I01Te..  Positi. Jova2 2025. 2025. The 2025. Pend.. PDF Export []
& Approvals = ) " TXTExport |+ =
O 538 Malik  bosha Depa. Positi. Jova2 2025. 2025. Sove  2025. Revo. Revo. 2025. []
Manual Log
O s3s Malik  basha Depo.. Positi. Java2 2025. 2025. Tr 2025.. Rejec.. Reject 2025. Appr. AR |
Leave
Overtime O =35 Malik  basha Depa.. Positi. Java2 2025. 2025. Pp 2025..  Pend.. Val |
ining s =
o O 7osl  mam. Depa.. 10lau.. Java2 2025. 2025. bbs 2025. Pend.. VN |
Schedule Adjustment
O =noel  mMam.. Depa.. 10lou. Java2 2025. 2025. baj 2025.. Appr.  jsns 2025. Gaya. 4 W

B Leave v

Bluck Add

Users can clickon [Bulk Add] to add the training logs in bulk.
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({HZKBioTime Cloud

= Training
§ Work Rule Y
D Shift [0 Empl. First.. Llast.. Dep.. Posit.
Sehedue O 536 Appr.. 01Te..  Positi.
& Approvals —_ - ., -
Manual Log Training / Bulk Add e
Leave
Overtime ‘ Employee * -
o
schedule Adjustment Training Type * %
) Leave
StartDate *  [F] Start TimettH:mm
End Date* [ End Time *HH:mm
Apply Reason
.
Schedule Adjustment

Company Complements Employee

Device GPS

Train..  Start..

Java2 2025..

Attendance Access

End ..

20265..

Appl..

The

Appl...

2025..

Re| >

Apps W @ SANTEST

2]
ﬂ&&m@c

Appr...

Pend..

Appr...

Appr..  Appr.. Action

V|

o - - =

o - DI e

After the user applies for changing the shift on the APP, the administrator can approve it on the Web application.

Approve Schedule Adjustment Records

The approval procedure of shift adjustment is the same as the manual log.

Delete Shift Adjustment Records

The delete procedure of shift adjustment is the same as the manual log.

Export

The export procedure of shift adjustment is the same as the manual log.

#Note:

After deleting the shift adjustment record of the employee, the shift of the employee s still the adjusted shift.

Add Leave Settings

Pa

Leave Management

Leave Settings

gel221
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Select [Attendance] > [Leave Management] > [Leave Settings] > [Add] to add a leave.

)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Re| > Apps W @ SANTEST

Leave Setting

§WorkRu\e ~ Y ﬂ 4 m 9 C

CI Shift & [J Employee.. FirstName LastName Leave Allo.. EffectiveF.. Totalleave AllowedP.. AutoCarr..  Carry For.. Action
Schedule ~ . 5 e
O s3s Malik basha Yearly 2025-02-01 25 4 Yes 0 P |

2 Approvals v

Leave Setting / Add e 0|m Discard
B Leave ~
e Y -

Leave Schedule

Leave Allotment Type * Effective From*
Leave Detail Report Yearly - 2025-03-12 =0y

Total leave * Allowed PerMonth *

1 days 1 days

J® Auto Carry Forward details

[ Enter the required ]

The following field parameters are described below:
Employee: Enter the name of the employee.

Leave Allotment Type: Set the code of leave group.
Leave Effective From: Set the name of leave group.
Total Leave: Set the name of the leave group.

Leave Allowed Per Month: Set the name of leave group.
Auto Carry forward: Set the name of leave group.

Carry Forward Unit Set the name of leave group.

Click [Save] to add the incident.

Edit Leave Settings

w3

Click on the [Edit] icon 7 toedittheleave settings.
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{)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Re| > Apps W @ SANTEST

Leave Setting

X Work Rule v IllY ﬂ & m H C

I:'I Shift X [J Employee.. FirstName LastName Leave Allo.. EffectiveF.. Totalleave AllowedP.. AutoCarr..  Carry For.. Action
Schedule v 2 o e
O s3s Malik basha Yearly 2025-02-01 25 4 Yes 0 Fam |
& Approvals v -
Leave Setting / Add e 0| Discard
m Lecve o

Leave Setting o Employee * *

Leave Schedule

Leave Allotment Type * Effective From *

Leave Detail Report Yearly ¥ 2025-03-12 B Y
Total Leave * Allowed Perhonth ®
1 days 1 days

[ Enter the required ]

B Auto Carry Forward details

Click [Save] after editing the leave details.

Delete Leave Settings

Click on the [Delete] icon ¥ {0 delete the leave settings.

H)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Re > Apps W SANTEST
A To Bluk Delete click here
Leave Setting

= N,

§ Work Rule v Y ﬂ 4 m © a

I:'I Shift ¥ B Employee.. FirstName LastName  Leave Allo.. EffectiveF.. Totalleave AllowedP.. AutoCarr..  Carry For.. Action

Schedule L4

2 535 Malik basha Yearly 2025-02-01 25 4 Yes 0 OE

2 Approvals v R
O 7woel Mamta 28 Yes 2 P |

B Leave ~ Delete

Lecve Setting o Are you sure to delete this record?
Leave Schedule r -
0

Leave Detail Report

Click [Confirm] after editing the leave details.

Export Leave Settings

o+
Click on the [Exportlicon ' to export the leave details either in pdf, excel, csv and Txt format.

Pag e|223 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

{)ZKBioTime Cloud Company Complements Employee Device GPS  Attendance Access Re| > Apps W i SANTEST

Leave Setting

§W0rkﬁule v Y ﬂl.i.lm] £Ha

i i : CSV Export 1
B shitt * [J Employee.. FirstName LastName  Lleave Allo.. EffectiveF.. Totalleave AllowedP.. AutoCarr. C P tion
Excel Export

Schedule v 2 e, s
[J s3s Malik basha vearly 2025-02-01 25 4 Yes POF Export []

2 A

= Approvals v .
O vws Mamnta Yearly 2025-02-01 45 28 Yes 4| TXTBpart i

B Leave A

Leave Setting o

Leave Schedule

Leave Detail Report

Leave Schedule

Attendance on holidays and festivals may be different from the weekdays.

Add Leave Schedule

Select [Attendance] > [Leave Management] > [Leave Schedule] > [Add] to add leave schedule.
@ZKBioTimeCkoud Company Complements Employee Device GPS Attendance Access Rel > Apps W g SANTEST

Leave Schedule

X workRule « 'Y 4 m H C
D Shift b [0 EemployeeiD First Name Last Name Action
Schedule v 0 s Malik basha VN |
2 Approvals M
Leave Schedule /| Add o save I Discard
B Leave ~ e
Leave Setting Employee * v

Leave scheauie |
eave schedue Leave Allotted m
-

Leave Detail Report 2
i Yearly * Monthiy * Enter the required
Leave Type * - 0 days 0 days details

The following field parameters are described below:

Employee: Enter the name of the employee.

Sick leave: Enter the number of sick leave.

Casual leave: Enter the number of casual leave.

Maternity leave: Enter the number of maternity leave.
Compassionate leave: Enter the number of compassionate leave.
Annual leave: Enter the number of annual leave.

Business Trip: Enter the number of business trip.
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Click [Confirm] to save the leave schedule.

Edit a Holiday for Attendance

In the holiday list, click the name of a holiday, or click #" inthe same row of the holiday. Modify the parameters
as needed and click [Save] to save the modifications.

@ZKBiOTimeC!oud < mplements Employee Device GPS Attendance Access Reports System
= Leave Schedule
§ Work Rule ~ Y
B shiit = [] Eemployeeid First Name Last Name
Schedul v
checle O so0 sun ded
2 Approvals v
Leave Schedule / Edit o
B Leave
Leave Setting
&
Leave Detail Report Leave Allotted Add
Leave Type * Yearly * Monthly *
Sick Leave - 60 ¢ days 5 ¢ days
Leave Type * Yearly * Monthly *
Casual Leave - 60 ¢ days 5 ¢ days [}

Delete a Holiday for Attendance

Apps W & SANTEST

B : oo c

Action

e[z
Gl — =

~

Enter the required
details

In the holiday list, select the holiday and click [Delete] on the upper left of the holiday list or click ¥ inthesame
row of the holiday to be deleted. Click [Confirm] to delete the holiday.

({)ZKBioTimeCloud < mplements Employee
= Leave Schedule
§ Work Rule v Y

) shit i [0 Employee D
Schedule ve@ 500

2 Approvals v O e

B Leave &

Leave Setting

Leave Schedule o

Leave Detail Report

Export

Device GPS Attendance Access

First Name

nast

Reports

System

Apps ™ & SANTEST

{ To delete multiple at once click here ]

Delete

Are you sure to delete this record?

o=a

Discard

Last Name

ded

cool

m 9 C

ol

Action

O]

Fa |

Click the [Export]icon = to export the department details in PDF, Excel, CSV, or TXT format.
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@Z_KBioTimeCloud < mplements Employee Device GPS Attendance Access Reports System Apps ™ @ SANTEST

Leave Schedule

l{WorkRu#e v Y ﬂ m 9 C

n Shift . Employee ID First Name Last Name Gy Export stion
ploy

= Excel Export

[] Schedule v e b=
O soo sun ded PDF Export L

2 Approvals v

= [0 soo nast cool TXTE¥port |4 [ ]

[ Leave ~

Leave Setting

Leave Schedule °

Leave Detail Report

10.5.3 Leave Detail Report

Attendance on holidays and festivals may be different from the weekdays.

Select [Attendance] > [Leave Management] > [Leave Detail Report] to view the leave details.

({)ZKBioTime Cloud Company Complements Employee Device GPS 0953 Re| > Apps W @ SANTEST

Leave Detail Report

Employee

Y % = Employeel Date Peri.. Start Date End Date
Sy WRHERLIS: £ Q e ~ | This.~ | | 03/08/2025 [ | - o03/i5/2025 [ m & C
[ shift v
> Department
Employee ID Employee Na.. DepartmentNa.. Leave Allot.. Leave Effe.. Increment.. Total Leave
Schedule ~
2 Approvals v

| [ Leave ~ D

Leaive Setting

Leave Schedule No rows

Leave Detail Report e

Export

Click the [Export] icon * to export the department details in PDF, Excel, CSV, or TXT format.
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@Z](BioTimeCloud < mplements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST

Leave Detail Report

E 2
Date Period Start Dote End Date
§ Work Rule ~ 2 ® Employee ~ This.. - 03/16/2025 8 - | 03/22/2025 = m c
D Shift i Employee ID Employee Na.. DepartmentNa.. Leave Allot.. Leave Effe..  Increment... CSvibpor,
[J pepartment

Excel Export
Schedule ~ [J depfive

PDF Export
& Approvals ¥ TXT Export
& Leave ~

Leave Setting No rows

Leave Schedule
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Access

The Access control module enables the user to perform various operations such as door settings, device
commands, setting holidays in devices, assigning user groups, access combinations, and other access related
privileges.

Device

Device

Initially, you need to add an access device, then set the communication parameters of the connected devices,
including the system settings and device settings. When communication is successful, you can view here the
information of the connected devices, and perform remote monitoring, upload, and download operations etc.

Once the device is added successfully, you can view it here.

Note: Only devices successfully added to the Attendance module will be automatically synchronized with the
Access module. Devices that are not successfully added to the Attendance module cannot be synchronized with
the Access module.

@ZKB|OT|me Cloud Company Complements Employee Device GPS  Attendance ooﬂs System  Apps W @ DEMO

Device

1

&
= ETT— 2 DY B S moc
e D Serial Number Device Name Status Door Lock Delay  Door SensorD...  DoorSensor T...  Retry Timesto...  Valid Holidays Action

Device Command

3 Access Control ~

No rows

Rows perpage: 10 + 0-0of0 1 Page

The following field parameters are described below:

Serial Number: This displays the Serial Number of the device.

Device Name: This displays the Name of the device.

Status: The status of the device whether it is enabled or disabled.

Door Lock Delay: The delay time to lock the door (in seconds)

Door Sensor Delay: The delay time to enable sensor if the door is not locked (in seconds)
Door Sensor Type: The type of sensor connected to the door.

Door Alarm Delay: The delay time to alarm the door (in seconds)
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Retry times to Alarm: Theretry time to alarm the door (in seconds)

Valid Holidays: This displays the valid holidays of the device.

Open door

The Open-Door feature enables you to open the door which is connected to the Access Controller without locking.

@ZKBioTimerud Company Complements Employee Device GPS Attendance Access Re > Apps W g SANTEST

Device

s
[0 Device -~ Y e 8 B Q & m DH C
o Serial Numb.. Device Name  Status Door Lock D... Door Sensor.. Door Sensor.. Retry Times.. Valid Holida... Action

Device Command

e CLHB21I5604..  Auto add ® 10 10 3 » Va
X Access Control ~

Time Period

. Open Door
Holidays
Are you sure to unlock of selected device(s)?

Groups

Combination Discard

Privilege

Select the required device and click Open Door.
In the appearing prompt, click [Confirm] to open the door.

Cancel Alarm

The Cancel Alarm feature is used to disable the alarm of the door associated with the selected device. If this
featureis disabled, the alarm will not be triggered if the door is left open.

@Z](BioTimecmud Company Complements Employee Device GPS Attendance Access Re > Apps W g SANTEST
- Device
[0 Device -~ Y e E B ¢ & m ©®© C
Serial Numb.. Device Name  Status Doorlock D..  DoorSensor.. DoorSensor.. RetryTimes.. Valid Holida.. Action
Device Command
e ClHB2I5604..  Auto add @) 10 i 3 » s
3 Access Control ~
Time Period
Holidarys Cancel Alarm
Groups Are you sure to unalarm of selected device(s)?
Combination m -
Privilege

Select the required device and click Cancel Alarm.
In the appearing prompt, click [Confirm] to cancel thealarm.

Pa g e|229 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Bulk Setup Device Configuration

Bulk setup device configuration allows modifications to the options, Duress options, Anti-passback setup.

@ZKBioTimeCIoud Company Complements Employee Device GPS Attendance Access Re > Apps W i SANTEST
= Device
L0 Device ~ Y m e Q & m H C
o Serial Numb.. Device Name  Status Door Lock D... Door Sensor.. Door Sensor.. Retry Times.. Valid Holida.. Action
Device Command
e CLHB21I5604..  Auto add (@) 10 10 3 » /

¢ Access Control ~

Time Period

Holidays

Device / Bulk setup device configuration e Discard
Groups
Combination Options Options
o Duress Options Lock Delay vetity mode by R5485*
Privilege 10 Seconds Fingerprint/Card -

Anti-Passback Setup

Door Sensor Type*

10 Seconds None -
etry T "
3 30
rmally Close T Norma
0 o

[Enter the required details ]

\ ® Valid Holidays I Speaker Alarm

Duress Options

@ Encble Duress Alarm @ Alarm On Password

@ Alarm On 11 Match @ Alarm On IN Match
arm Deloy *

10 Seconds

Anti-Passback Setup
Anti-Possback Mode

No Anti-Passback - Out -

The following field parameters are described below:
Door Lock Delay: Set the door lock delay for the device. The range is 0-10 second(s).
Door Sensor Delay: Set the door sensor delay for the device. The range is 1-255 seconds.

Door Sensor Type: Select the door sensor type for the device. The types are Normal Open (NO), Normal Close
(NC) and None.

Door Alarm Delay: Set the door alarm delay for the device. The range is 0-999 second(s).
NC Time Period: Set the normal close time period. The range is 0-50.
NO Time Period: Set the normal open time period. The range is 0-50.

Retry Times to Alarm: When the number of failed verifications reaches the pre-set value (the value rangeis 1-9
times), an alarm will be triggered. If there is no pre-set value, an alarm will be triggered after a failed verification.

Verify mode by RS485: Select the verification mode by RS485.
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Valid Holiday: Select whether the NC Time Period or NO Time Period settings are valid in the pre-set holiday time
period. Disable this button to apply the NC or NO time period to the holiday.

Speaker Alarm: When it's enabled, the buzzer will raise an alarm when the device is dismantled.

Click Save after entering the required details.

Duress parameters

The Duress option is used at the time of emergencies. Initially, it is required to register the duress
fingerprint/password on the access control device before using this feature.

Duress Function: Select whether to enable the duress function for the device or not.

Alarm on 1:1 Match: If it is enabled and a user performs 1:1 verification method to verify any registered
fingerprint, then the alarm will be triggered.

Alarm on 1: N Match: If it is enabled and a user performs 1: N verification method to verify any registered
fingerprint, the alarm will be triggered.

Alarm on Password: If it is enabled and the user performs the password verification method, the alarm will be
triggered.

Alarm Delay: Set the alarm delay for the device. Therangeis 1 to 999 second(s).
Anti Passback features
Anti-PassBack Type: Select the type of anti-passback mode.

Door Direction: Set the door direction. It can be none, in or out.

Click Save after setting the parameters.
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Sync setup to device

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

@ZKBioTimeC!oud Company Complements Employee Device GPS  Attendance Access Re > Apps W @ SANTEST
- Device
Lo Device ~ Y m s e&. m L C
o Serial Numb.. Device Name  Status DoorlockD..  DoorSensor.. DoorSensor.. RetryTimes.. Valid Holida.. Action
Device Command
e CLHB82115604..  Auto add @ 0 10 3 » Va
¢ Access Control ~
Time Period
Holidays =
Sync setup to device
Groups
Combination » Time Period B Holiday o
Privilege
» Group ) Combination
» Privilege

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

On the Data Transfer menu, click Sync Setup to Device to sync or update the Employee data from
the software to the selected Devices.

On the Sync Setup to Device window, select the required data, by switching the toggle button for
the data options.

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

Export

4
To export the device report, click on the export “= icon and choose your preferred format, such as CSV, Excel,
PDF, or TXT.
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@ZKBjoTimeCk)ud Company Complements Employee Device GPS Attendance Access Re > Apps W g SANTEST
= Device
L0 Device ~ Y o s & eEII o C

o [] serialNumb.. Device Name  Status Doorlock D..  DoorSensor.. DoorSensor.. RetryTimes.. Vali CHY Epart stion

Device Command Excel Export

[0 clHB215604.. Auto add (@) 10 10 3 PDF Export Vs
& Access Control ~
e TXT Export

Time Period

Holidays

Groups

Combination

Privilege

11.1.2 Device Command

This section is used to check the commands issued by the software to the device during communication.

@ ZKBioTime Cloud Company Complements Employee Device
= Device Command
| [0 Device ~ |m
Biyice D Serial Number Device Name Content
(2]
c Access Control ~
Delete

GPS Attendance  Access Reports System  Apps W @& DEMO
B-:u0oc
Commit Time Transfer Time Return Time Retumn Value Return Value Action

No rows

To delete the device command, select the user you want to delete then click on delete ¥ icon then dlick Confirm

to delete.
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&« O (%1 hitps://santest.biotimecloud.info/acc/command '\:j D a‘:g {\5 0 %
@ZKBioTimeGoud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SANTEST
Device Command

[0 Device ~ Y eﬂ = Y Bl Eol s

Doyice [] serialNumb.. Device Nome Content Commit Time  Transfer Time  Return Time Return Value  Return Value Action
1 :
E 8224760..  SYSTEST DATAUSERP. 2025-03-131. 2025-03-131. 2025-03-131. Success Success B
£t Access Control M
[0 ciH8224760.  SYSTEST DATAUPDAT.  2025-03-131. 2025-03-131. 2025-03-131. Success Success [
Bulk delete
[0 clH8224760.  SYSTEST DATAUSERP. , | o woctonroconns |1 2025-03-131.  Success Success B
[] cCLHB8224760..  SYSTEST DATA UPDAT. o il. 2025-03-131. Success Success [}
[0 clH8224760.  SYSTEST DATAUSERP. 2025-03-131. 2025-03-131. 2025-03-131. Success Success B
[0 clHB224760. SYSTEST DATAUPDAT.  2025-03-131. 2025-03-131. 2025-03-131. Success Success B
[] cCLH8224760.. SYSTEST DATAUSERP.. 2025-03-131. 2025-03-131. 2025-03-131. Success Success B v
Rows perpage: 10 ~ 1-10 of 81 2 3 45 . 8 |1 Page
Clear All Command
To remove all the commands, select the serial number, then click on Clear Command and confirm your choice.
&« O (%) hitps://santestbiotimecloud.info/acc/command ® | 9 o = o %
@ ZKBioTime Cloud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SANTEST
Device Command

[0 Device ~ Y E Limjio | e

Doyice [] serialNumb.. Device Nome Content Commit Time  Transfer Time  Return Time Return Value  Return Value Action
[rorescormena ) ,
E 8224760..  SYSTEST DATAUSERP.. 2025-03-131. 2025-03-131.. 2025-03-131. Success Success i
£t Access Control ~
D CLH8224760..  SYSTEST DATA UPDAT..  2025-03-131. 2025-03-131.. 2025-03-131. Success Success 'i
[0 cilHB224760..  SYSTEST DATA | Clear all the commands -131.  Success Success B
Are you sure to clear the commands for all the access device:
D CLH8224760..  SYSTEST DATA L -131. Success Success i
e discors
D CLH8224760..  SYSTEST DATAUSERP.. 2025-03-131. 2025-03-131. 2025-03-131. Success Success i
D CLH8224760..  SYSTEST DATA UPDAT..  2025-03-131. 2025-03-131.. 2025-03-131. Success Success i
D CLH8224760..  SYSTEST DATAUSERP.. 2025-03-131. 2025-03-131.. 2025-03-131. Success Success i v
Rows perpage: 10 ~ 1-10 of 81 2 3 45 . 8 |1 Page

11.2 Access Control

11.2.1 Time period

The Time Period is usually set to define the operating hours of the access control device. It can be assigned for
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every week. The time format is HH: MM: SS — HH: MM: SS.

Add time period

To add time period, click on add icon, then enter the required details and click on save.

@ZKB]OTImeC]OUd Company Complements Employee Device GPS  Atftendance Access Reports System  Apps W # DEMO

Time Period

[0 Device 74 Please add an area first Y e

Device [J  Time Period No Time Period Name Action

ﬂc—;g&m@e

Device Command

[ :
X Access Control ~
Time Period ' Add
@
Holidays
Groups ]
Click save to add
Combination Period Setup
Privilege ® Sunday 00:00 HH:om Hitmm e
Start
® Monday 00:00 HHmm HH:mm
. Enter the required
@ Tuesday 00:00 HHmm HH:mm details
@ Wednesday 00:00 HH:mm HH:mm
® Thursday 00:00 HH:mm HHmm
Start
@ Friday 00:00 HHmm 23:59 HHimm
@ Satwday 00:00 HHmm 23:59 HH.mm

The following field parameters are described below:

Area: It displays the area name. It can’t be modified in the interface.

Time Period Number: Enter the time period number. The time period number is unique for each area.
Time Period Name: Enter the time period name.

Start Time/End time: Set the start and end time for each time period within a week.

& Note: When the start time is greater than the end time, the following prompt will pop up.

Edit time period
If you want to edit the time period, perform the following steps:

Click the corresponding area on the left of the interface. The time period list of the corresponding area will
be displayed.
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’\
In the time period list, select the time period number or click icon.
Modify the parameter settings based on the requirements.
Click Save to save the modified time period information.
Delete time period
In the time period list, select the time period and click on ¥ icon to delete the time period.
@ZK BioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps ™ @ DEMO
= Time Period
CH Device w  Please add an area first Select the time period D ¢ & & m O C
Device ‘Time Period Name Action

Device Command

1

£ Acces: Control ~
Time Period
=10 e
Holidays

Are g sure to delete this record?
Combination R . Confirm Discard |
[Cllck confirm to delete F"- -
Privilege

Note: The Time Period, which is in use, cannot be deleted.

Add New Area
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.'_
Toadd a new area, click on Add New Area 6’ icon, enter the required details then click confirm.

{ZKBioTime Cloud
[0 Device ~
Device

Device Command
¢ Access Control ~
@
Holidays
Groups
Combination

Privileae

Export

Company Complements Employee Device

Time Period

GPS Attendance Access

Reports System Apps W @ SANTEST

(2)
e -

» 101 Odisha ¥ my < §c
[]  Time Period No. Time Period Name Action
g o 1 ' |

Add new area -

/7 8
] wesiss Enter the required
1 .
details.

C

Area Name *

Superior -

o Confirm

Discard

+
To export the time period, click on the export =~ icon and choose your preferred format, such as CSV, Excel, PDF,

or TXT.

[{)ZKBioTime Cloud

LD Device ~
Device

Device Command

¢ Access Control

] @

Holidays

~

Groups
Combination

Privilege
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Company Complements Employee Device

Time Period

=]

> 101 Cdisha

Time Period No.

0 I

GPS

Attendance Access

Reports System Apps W @ SANTEST

(2)
B¢ 2k ooc

Time Period Name GRY Bxport tion
Excel Export

L e poFExport | O

ot nTEport | o

Syed Jeelan basha P |

werrrerere Faa |
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Clone to areas

The Clone option is used to copy the time period of one particular area to another area. It saves the time of
creating individual time period for each area.

Select the time period to be cloned. Click Clone to Areas to open the following interface.

@ZKBi()TimeClgud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps

W @& DEMO

= Time Period

LD Device ~ Please add an area first

Select the time period
Device

Time Period Name
Device Command

1
£t Access Control ~

[ | )

Holidays

Clone to Areas
Groups

Combination fre 3 Enter the required
Privilege o :/‘ details ]
Remark
/( Click confirm to clone ]
= -

Enter the parameters as shown below:
Area: Select the area (multiple areas can be selected)
Remark: Enter the remarks.

Click Confirm to save the clone details.

Holiday

The Holiday settings can be configured to control the door access on holidays. On holidays, special access control
may be required. To facilitate this requirement, the access time on holidays can be set, which applies to all the

employees of the corresponding area.
Add a holiday

To add holiday, click on Add icon, enter the required details then click save.
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[JZKBioTimeCloud  Company Complements Employee Device GPS  Attendance Access Reports System  Apps '™ @ DEMO
= Holidays i

[ Device ~  Please add an area first v e + n ¢ & & m D C
Device [ Holiday Name Start Date Duration Days Time Period Action
Device Command
¥ Access Control S
Time Period Holidays | Add Sav ‘ Diseard
E=1@ 0
Groups Enter the required details ]
Combination 3
. . Click save to add

Prvilege

Time Period * -

Enter the parameters as shown below:
Area: Select the area from the area list.

Holiday Name: Select the holiday name from the drop-down list. These holidays are those added in the
Attendance Module.

Start Date: It will be automatically filled in after selecting the holiday name and cannot be modified.
Duration: It will be automatically filled in after selecting the holiday name and cannot be modified.

Time Period Name: Select the time period applicable to the holiday. The door opening time period depends on
this parameter.

Click Save to save the holiday details.

Edit a holiday

If you want to change the holiday details in the corresponding area, perform the following steps:

>

In the holiday list, click the holiday name or click # icon Modify the parameter settings as per your requirements
and Click Save to save the modified holiday information.

@ZKBiQTimeC;oud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SANTEST
= Holidays
LA Device ~ > 101 Odisha Y ﬂ ¢ & & m O C
Pevies Holiday Name Start Date Duration Days Time Period Action
Device Command
e Holi33 2025-03-14 1 1 e [
X Access Control ~
Time Period
Holidays / Edit GM\ Discard |
4] =
Groups i . : -
it e Enter the required
Combination details
Holiday *
Privilege Holi33 -

 Time Period *

1 X -
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Delete a holiday

Select the holiday and click Delete on the upper part of the interface or click ¥ icon.

JZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Re > Apps W @ SANTEST

= Holidays

Lo Device ~ > 101 Odisha Y ﬂ gl smjalc
Device Holiday Name Start Date Duration Days Time Period Action

Device Command

9 Holia3 2025-03-14 1 1 e &
£t Access Control ~

Time Period

Delete
[Forers 1 €)

Are you sure to delete this record?

Groups
Combination Discard
Privilege

Clone to areas

The Clone option is used to copy the holiday of one particular area to another area. It saves the time of creating
individual holiday to each area.

Select the holiday to be cloned. Click Clone to Areas to open the following interface.

@Z](BiQTimeGoud Company Complements Employee Device GPS Attendance Access Re > Apps W g SANTEST

Holidays

LT Device ~ > 1010disha Y ﬂ (O 4 m O C

Device

Holiday Name Start Date Duration Days Time Period Action

9 Holia3 2025-03-14 1 1 |

Time Period Clone to Areas

Feoiee] )

Groups Areq 4

Device Command

X Access Control A

Enter the required

details
Combination

Privilege Remark

oz -
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Enter the parameters as shown below:
Area: Select thearea (multiple areas can be selected)
Remark: Enter the remarks.

Click Confirm to save the clone details.

Export

&
To export holiday, click on the export == icon and choose your preferred format, such as CSV, Excel, PDF, or TXT.

@ZKBioTimeCIoud Company Complements Employse Device GPS  Attendance Access Reports System Apps W @ SANTEST
= Holidays e
Lo Device ~ > 101 Odisha Y u G £ mio|c

Diavicé [  Holiday Name Start Date Duration Days Time Period o5V Export stion

Device Command Fxcel Export

O Holiz3 2025-03-14 1 1 e PDF Export 'l
2 Access Control IS
ITXT Export

Time Period

Holidays o

Groups

Combination

Privilege

Add new area

_+
Toadd a new area, click on Add New Area © icon, enter the required details then click confirm.

@ZKBioTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST

Holidays e

L0 Device ~ > 101 Odisha Y u 2 & m H e

Device [J  Holiday Name Start Date Duration Days Time Period Action
Device Command
O Heli3s 2025-03-14 1 1 ran |
£ Access Control ~
Time Period
Add new area
Holidays o
Groups Area Code *
Combination .
9 Enter the required
Privilege details.
Area Name * ¥
Superior -
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Groups

The Group option enables you to manage the employees in groups. The access parameters specified here are
applicable to all the employees belonging to the specific group.

G]ZKB[QTimeﬂoud Company  Complements Employee Device GPS  Aftendance Access Reports System  Apps ™ @& DEMO
T Groups
CH Device ~  Please add an area first Y u (ol I=3 I I 0 EcH Bs

Denice: [0 Gow.. Gow.. Venfy.. TimePeriodl Time Pariod 2 Time Period 3 Include Holiday Action [J Eoployeed First Mame Last Mame

Device Command

oo 1 Any 1 o 0 » V|

@

Time Period

Holidays

e
Combination
Privilege
Norons

Add Group

To create a new access group, follow the following procedure.

@ZKBioTimeCioud Company Complements Employee Device GPS w & DEMO
= Groups
[0 Device ~ Please add an area first Y & m O C
Device [] Geow. Grow. Verfy . TimePeriodl TimePeriod?  TimePeriod3 Include Holiday Action [] EmsloyeeD First Nazme Last Name
Devics Command = a 1 - , . - /8 [ Click save to add ]

€2 Access Control -
‘Time Period 5
Groups / Add ‘ Ehnd ‘

Holidays

Lommnanano e e ! Enter the required details ]

Privilege 1 - Group Name *

Time Period 1 * - Time Period - |

Initially, select the area in which you want to create the user group.
Enter the following details:

Area: Select the area name.

Group Number: Enter a unique group number.

Group Name: Enter the name of the group.

Time Period: Set the time period of the group. Each group can have a maximum of 3 time periods. As long as
one of them is valid, the group can be verified successfully.
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Verify Mode: Set the verification mode of the group. When the group verification mode overlaps the user
verification mode, then the user verification mode prevails.

Include Holiday: If it is set as [Yes], the door opening time period on holiday subjects to the time period set in
holidays.

Click Save to save the settings.

o
Edit Group
i ioTi Company ~ Complements loyee Device GPS  Attendance Access Reports System  Apps W @& DEMO
ioTime Clou ompary i ¥ P 3 P = &
Groups
Lf Device ~  Please add an area first Y u g2 ms|c

Device

Growp... Growp.. Verify.. TimePerid]l  TimePeriod2  TimePeriod Action [J EsployeeD First Name Last Name
Device Command
91 ' / ' o i

£ AccessContral [Click to save the edits]

Trme Period
Groups | Edit 6 Discard
Holidays

=10

Combation, N Group Name . 2 %
Privileze i : o Edit the required details ]

[l X - Time Period 2 -

Time Period 3 -

Perform the following steps to edit an Access Group.

Click the corresponding area on the left side of the interface. Thelist of all the groups in the corresponding
area will be displayed on the right side of the interface.

In the group list, click the group name or click ? icon.
Modify the parameters as per your requirements.

Click Save to save the modified group information.

Personnel Transfer
If you need to transfer the employees to a specific group, perform the below given steps.

Select the area in which you need to transfer the employees.

Then, select the Group and click Group Menu -> Personnel Transfer. The interface appears as shown
below:
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@Z}(BioTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST
= Groups 3
[0 Device - > 101 Odisha Y u ¢ L m 9 C Merve fo Sroup)
Device Gr.. 6r. Clone to Areas imePeriod2 TimePerioc [] EmployeeID First Name Last Name

Device Command

Personnel Transfer o

e- 1 1 s 0
£ Access Control S
Time Period
Personnel Transfer
Holidays
Groups o & @ & employee “ 1 Salected
Combination > [0 Departrent B cmployeeid First Name Last Name Employee ID First Name Last Name
Privilege emi employesl = 101 Employeel
O ws syed Jeelan Basha
O mwes Harithaa Ka
O 7oz Haratha m
Rowsperpoge: 10 =  1-10afn >

rows

*  Now, select the employee whom you need to transfer to the selected group and click Confirm.

Clone to Area

The Clone option is used to copy the holiday of one particular area to another area. It saves the time of creating

individual holiday to each area.

Select the holiday to be cloned. Click Clone to Areas to open the following interface.

[DZKBioTimeCIoud Company Complements Employee Device GPS  Attendance Access Reports System Apps
= Groups 3
L0 Device ~ s> 101 Odisha Y u ¢ & m 9O C

Device Gr.. Gr. oribd 2  TimePerioc [] Employee D

Device Command
¢ Access Control A
Time Period

Holidays

=)

Combination

Privilege
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Personnel Transfer
1

Clone to Areas

0

Enter the
required

Area

Remark

details.

(67 JE
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Enter the parameters as shown below:
Area: Select thearea (multiple areas can be selected)
Remark: Enter the remarks.

Click Confirm to save the clone details.

Add New Area

.+
Toadd a new area, click on Add New Area © icon, enter the required details then click confirm.

@ZKBioTimeCIoud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @& SANTEST
= Groups e
L0 Device ~ > 101 Odisha Y u £/ & M 9 C Move to
Device . : . . } 5 .
[0 6r. 6Gr. Ve. TimePeriodl TimePeriod2 TimePerioc [] Employee D First Name Last Name
Device Command
O 1 Any 1 0 1]
¢ Access Control ~
Add new area
Time Period
Holidays Atéa Cide® Enter the required
o e details.
Combination No rows
Area Name *
Privilege
Superior -
Export

+
To export groups, click on the export = icon and choose your preferred format, such as CSV, Excel, PDF, or TXT

@ZKBioTEmeCIoud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST
= Groups
L0 Device -~ > 101 Odisha N u ¢cl= m 9 C Move to Group 1
Davice [J oer. 6Gr. Vve. TimePeriodl Tir -V Bport| £ paica [ EmployeeiD First Name Last Name
Device Command Excel Export
o 1 Any 1 0 bDF Export
£t Access Control S
ITXT Export
Time Period
Holidays
=)

Combination No rows

Privilege
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Combination

Access groups can be used with different unlock combinations to enable multiple authentications and toimprove
security.

For each area, the maximum number of unlocking combinations is 10. When an area is created, 10 unlock
combinations are automatically created. The unlock combination with combination No. 1 will be set in a way
that one employee from Access-Group 1 can open the door by default. Other unlock combinations do not include
any employee from the access group.

@ZKBioTimeCIoud Company Complements Employee Device GPS  Attendance 6rts System Apps W @ SANTEST

Combination

il

+
L0 Device ~ > 101 Odisha Y ¢ & & m o
Device P T :
I:I Combination N.. Combination Name Group 1 Group2 Group3d Group4 Group’ Action
Device Command
o o 1 1 1 1 1 1 Vi
£t Access Control A |
2 2 0 [ [ 0 [
Time Period o ’
Holidays O s 3 0 0 0 0 0 Vs
Groups
i o 2 4 0 0 0 0 0 Vs
&
O s 5 0 ¢} ¢} 0 ¢} P
Privilege
O s 6 0 0 0 0 0 P
o . .
Edit Combination

To edit the Access Control Combination, perform the following steps:

Click the corresponding area on the left side of the interface. The combinations belonging to this area will
be displayed on the right side of the interface.
Click the corresponding combination number to edit the combination.
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::jZKBiQTimch)ud Company Complements Employee Device GPS Attendance Access Re > Apps W g SANTEST

Combination

+
LA Device ~ > 1010disha Y Glaji|mio)c
Device p— NP .
B CombinationN.. Combinatio.. Groupl Group2 Group3 Group4 Group5s Action
Device Command

=] . N 2
L& Access Control ~
/

Time Period d

Holidays combination /| Edit Discard

Groups -
]

Combination NO.*
Privilege 1

Enter the required details. ]

1

Group

1 -

Group 2 -

Group 3 -

Group 4 -

Group 5 v

Enter the parameters as shown below:

Area: Select the area name.

Combination Number: The combination number cannot be edited.
Combination Name: Set the name of the combination.

Employee from Group: Select the group which the employee belongs to. For example, If the selected group is
Group 1, one of the employees from Group 1 can open the door in the specified area. In a combined verification,
therange of user number is 0<N<5. You can combine two or more employees to achieve multi-verification and
security advancement.

Click Save to save the settings.

Clone to areas

The Clone option is used to copy the time period of one particular area to another area. It saves the time of
creating individual time period for each area.

Select the time period to be cloned. Click Clone to Areas to open the following interface.
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@ZI(BioTimeCI()ud Company Complements Employee Device GPS Attendance Access Reports Systerr > Apps W @ SANTEST

Combination

1

LD Device A~ » 101 Odisha

e.smz@c

Device Combination N.. ~ Combination Name Groupl Group2 Group3 Group4 Group 5 Action

Device Command

Y
=]
O 1 1 0 0 0 0 Va
¥ Access Control A
Time Period 9 2 - 9 9 g 9 9 ’
Holidays O s 3 0 0 0 0 0 ra
Groups O =« 4 Clone to Areas 5 o ’
&
O s 5 [4} 0 Vd
Privilege Area -
0O s . Enter the
required details.
D 7 7 Remark

oEm

Enter the parameters as shown below:
Area: Select the area (multiple areas can be selected)
Remark: Enter the remarks.

Click Confirm to save the clone details.

Export

+
To export the time combination, click on the export = icon and choose your preferred format, such as CSV,
Excel, PDF, or TXT.

@ZKBioTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ SANTEST

Combination e

-
[0 Device ~ > 101 odisha X ¢ & mygay e
Device D Combination N..  Combination Name Group 1 Group2 Group3 Group4 ( SV Export n
Device Command Frcel Export

a
a 1 L 1 ! ! PDF Export
¢ Access Control A
ITXT Export
P 2 0 [} 0 0 (
Time Period g
Holidays O s 3 0 0 0 0 0 7
Groups
P O = 4 0 0 s} s} 0 V4
(1)
O s 5 0 0 0 0 0 ra
Privilege
Add New Area

+
To add new area, click on Add New Area (7 icon, enter the required details then click Confirm.
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@ZKBioTimeCIQUd Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST

Combination e

L0 Device ~ > 101 Odisha Y 2 & m H C
Device R S i
[:I Combination N.. = Combination Name Group 1 Group2 Group3d Group4 Group5s Action
Device Command n
O 1 1 1 1 1 1 ra
¢ Access Control ~
Add new area
0 s} 4
Time Period a 4
Holidays O | areacode* ‘ 0 [s} ra
Groups Enter the required
o details.
rea Name
= O N
Privilege
=1 n n s
Superior -
o o
11.2.5 Privilege
The privilege option is used to view and assign access privileges to all the employees.
@Z](BioTime Cloud Company Complements Employee Device GPS Attendce Reports Systenm > Apps W g SANTEST
= Privilege
[0 Device A > 101 Odisha Y ol F=4 ) Kl Bl K<
Device 0 e y . . - . . . ;
mployee.. First Na... Group Verify M..  Verify M..  Time Pe.. Time Pe... TimePe.. TimePe. Action
Device Command =
O Employe.. 1 Group Apply Gr..  Group 0 0 0 rd
Lt Access Control ~ |o
e e % O w2 Employe.. 1 Group Apply Gr..  Group 0 0 (1] 7
Holidays O 7nosi Mamta 1 Group Apply Gr..  Group 0 0 Q r
Groups . .
D 71062 Gayatri 1 Group Apply Gr..  Group 0 0 0 rd
Combination
O 7ose Vidya 1 Group Apply Gr..  Group 0 0 0 rd
O 7099 BioTime.. 1 Group Apply Gr..  Group 0 0 0 Vs

Edit Privilege
If you need to edit an employee’s access privilege, you can do as per the following:

» Clickthecorrespondingarea on theleft side of theinterface. The privileged information of employees who
belong to this area will be shown on the right side of the interface.

Click the corresponding employee ID or " icon to edit the employee privilege.
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@Z](BioTime Cloud Company Complements Employee Device GPS Attendance Access Reports Systerr > Apps W @ SANTEST
= Privilege
L0 Device -~ > 101 Odisha Y gl=2lmie|c
Device y i i . . . . .
= Employee.. First Na.. Group VerifyM..  VerifyM.. TimePe. TimePe. TimePe. TimePe. Action

Device Command

£ Access Control A

N
9 101 Employe. 1 Group Apply Gr.. Group 0 0 0 e m
o

Edit the required

102 Empl Gr. G o o o
Time Period O e details. § roup 4
Holidays privilege | Edit o em Discard
Groups -

Combination

Privilege o

Edit the details as shown below:
Employee: The employee field cannot be edited.

Group: Adjust the access group for the employee from the drop-down list. The corresponding verification mode
and time period will be updated automatically.

Verify Mode: If a Group is selected, the employee can be verified by using the verification mode of the group to
which this employee belongs. If Personnel is selected, you can customize the verification mode for this employee
from the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If Personnel is
selected, then set the unlocking time period for this employee. The time period of this employee does not affect
the time period of any other employee in this group.

Click Save to save the details.

Adjust employee access privilege.
The employee’s access privilege can be altered as per your requirements. Perform the following steps:

Click the corresponding area on the left side of the interface.

The privileged information about employees who belong to this area will be displayed on the right side of
theinterface.

Click Adjust to access the adjust privilege interface:
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G]ZKBioTimeCioud Company Complements Employee Device GPS Attendance Access Reports Systen > Apps W @ SANTEST
— Privilege
L0 Device PN > 101 0disha Y e & W © C
Device B Employee.. FirstNa.. Group Verify M..  VerifyM.. TimePe. TimePe. TimePe. TimePe. Action
Device Command
e 101 Employe.. 1 Group Apply Gr.. Group 0 L] 0 /‘
£ Access Control A
102 Employe.. 1 G Apply Gr... . 0 *
Time Period o Pl e PPYEL Enter the required ’
i details. /
olidays A
Y, Adjust o
Groups N
2 /
Combination :
w y
Employee * - Group * -
Group -
me Period Use far *
Group -

o=

Enter the parameters as shown below:
Employee: Select the employee from the list to whom the privilege must be adjusted.

Group: Select the access group for the employee from the drop-down list. The corresponding verification mode
and time period will be updated automatically.

Verify Mode: If a Group is selected, the employee can be verified by using the verification mode of the group to
which this employee belongs. If Personnel is selected, you can customize the verification mode for this employee
for the drop-down list of verifying mode.

Time Period: If Group is selected, the time period of the group will be applicable to the employee. If Personnel is
selected, then set the unlocking time period for this employee. The time period of this employee does not affect
the time period of any other employee in this group.

Click Confirm to save the details.

Export

4
To export the privilege, click on the export ' icon and choose your preferred format, such as CSV, Excel, PDF,
or TXT.
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@ZKBioTime Cloud Company Complements Employee Device GPS Attendance Access Reports Systerr > Apps W @ SANTEST
= Privilege
[0 Device ~ > 101 Odisha Y ¢ e m o© C
Pevice [[] Employee.. FirstNa.. Group Verify M..  VerifyM.. TimePe. TimePe. TimePe. Ti CSviexport n
Device Command Excel Export i
D 101 Employe.. 1 Group Apply Gr.. Group 1] 1] 0 | ppF Export
¢ Access Control ~ e
Tifria Paricd E 102 Employe.. 1 Group Apply Gr.. Group [t] [t] o IXLBxpod
Holidays O 7osl Mamta 1 Group Apply Gr..  Group 0 0 0 7
Groups - .
D 71082 Gayatri 1 Group Apply Gr.. Group 1] 1] 0 V4
Combination
O 7oss Vidya 1 Group Apply Gr..  Group 0 0 0 Vs
&
O 7o99 BioTime.. | Group Apply Gr.. Group o o 0 rd
Add New Area
¢
Toadd new area, click on Add New Area icon, enter the required details then click Confirm.
@ZKBioTime Cloud Company Complements Employee Device GPS  Attendonce Access Reports System Apps W g SANTEST
= Privilege
o Device ~ > 101 Odisha Y & m H C
Device O em i x : i i 3 5 %
ployee..  First Na.. Group VerifyM..  VerifyM.. TimePe. TimePe. TimePe.. TimePe. Action
Device Command
O 0 /7
£ Access Control A Add new area
. a (]
Time Period < :
Area Code * Edit the required
Holidays a details.
Groups
g o = Area Name * 5
Combination
ge
O Superior v 0 rd

0 Confirm ‘ Discard ‘
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Reports

The report’s module has detailed information regarding employees’ attendance, transactions, and schedules as
well as user can configure, calculate, and export the reports in required formats. (PDF, Excel, TXT, and CSV
formats).

@ZKBEQTimeCloud Company Complements FEmployee Device GPS  Aftendance Access om Apps '™ & DEMO

Report Library

IR Reports e‘m““ Reports Transaction Reports

Report Library Scheduling Raports
Daily Reports. C—
Caleulate i LCe ‘Zl — ® «©
Monthl Feports
= “Transaction Mokile Tramsacrion. ‘Total Punches First & Lam First In Last Omt
£} Configuration L Sammmary Reports

5 d Reports.
= Scheduling Reports

© 0 = 0 % O & (5 4
Scheduied Log. “Tootal Time Casd Mfissed In & Out Latie. Early Leave Absent Overtime Break Time: Haif Day

.
w7 B
Multiple Transaction Birthday

Daily Reports

I lil
>

Special Reports

= ®
Ry - Continnes Abnormal
Trzining. Payrell Repart Repon3 Days Abesat)

12.1 Report Library

The Report Library includes various types of reports such as Transaction reports, Scheduling reports, Daily reports,
Monthly reports, Summary reports, and Special reports.
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@ZKBioTime Cloud Company Complements Employee Device GPS  Atfendance Access om Apps
Report Library

emm
e el

Caleulate

W @ DEMO

Monthly Reports
Summary Reparts
Special Reports

2 Configuration ~

In Reports, user can export reports as required from the list of types and sub types of reports.

Transaction Reports

Transaction Reports include reports such as Transaction, Mobile Transaction, Total Punches, First and Last,
and First in Last Out.

Transaction Reports

e = B e

Transaction Mabile Transaction

Total Punches First & Last First In Laost Out
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Transaction Report

Transaction Report

Start Date End Date Employee
2024-04-01 2024-04-23 o o z
Employea ID First Name Department Date Time Punch State Data Sources Temperature
PDF Export 4

Expor Soope:

@- Current Fage G All Data

Fpawl Slyle:
Poge Site
- Set the
o required
Qrientation paramters
Excel Export
Excel Export b4

Export Scope:
@ Current Page G All bata
Export Styles

Datault
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CSV Export
CSV Export %
Export Scope:
(®) currentPage () All Data
TXT Export
TXT Export X
Export Scope:
(®) currentPage () All Data
Export

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

Mobile Transaction Report

Mobile Transaction Report

Start Dats End Date Emiployes

Employaea ID First Name Dapartmant Date Tima Punch State Data Sources GPS Location

Export:

To export the Mobile Transaction Reports, and for more details about the Export feature, refer to the link
mentioned. Export
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Total Punches Report

ITotuI Punches Report I

Start Dats End Dats Employee

Export:

To export the Total Punches Report, and for more details about Export feature, refer to the mentioned link.
Export

First and Last Report

IFfrst & Last Report I

Start Date End Date Employee

Export:

To export the First and Last Report, and for more details about Export feature, refer to the link mentioned.
Export

First In Last Out Report

First In Last Out Report

Start Data End Date Employes

Export:

To export the First in Last Out Report, and for more details about the Export feature, refer to the mentioned
link. Export
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Scheduling Reports

Scheduling Reports include reports such as Scheduled Log, Total Timecard, Missed In and Out Punch, Late,
Early Leave, Birthday, Overtime, Absent, Multiple Transaction, Break Time, and Half day reports.

[Scheduling Reports |

© -

Schedulad Log Total Time Card

= LS

Missad In & Out Early Laava

[]

=

Birthday

&

Multiple
Transaction

Cvertime Braak Time

Scheduled Log Report
|Scheduledlog |
Date Period Start Date End Date
2 0 Employee - This Week ~ 03/16/2025 (B - | 03/22/2025 B m & C

Employee ID Employee No.. Department Na.. PunchDate Weekday Work Code  Punch Time Punch State Correct St..
[J pepartment

Export:

To export the Scheduled Log Report, and for more details about the Export feature, refer to the mentioned link.
Export

Total Timecard Report

| Total Time Card |

Date Period Start Date End Date

Employee - Last Mon... = 02/01/2025 3 | - | 02/28/2025 0 m & ¢

&4 @

Employee ID Employee Na.. Department Na.. Date Timetable Duration Check In Check Out DutyDurati...
[] Department

Export:

To export the Total Timecard Report, and for more details about the Export feature, refer to the mentioned link.
Export
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Missed In and Out Punch Report

| Missed In&out |

Date Period Start Date End Data
2 0 Employee - This Week ~ 03/16/2025 (3 | - | 03/22/2025 0| m & C
Employee ID Employee Nome  DepartmentNa.. Date Timetable Missed In Missed Out

[J Department

Export:

To export the Missed In and Out Report, and for more details about Export feature, refer to the mentioned link.
Export

Late Report
Date Period Start Date End Data
2 ® Employee v This Week ~ 03/16/2025 3 - | 03/22/2025 B m & C

Employee ID Employee No.. Department Na.. Date Week. Timet. Chec. Chec.. Clock.. Clock. Total.. Late
[J pepartment

Export:

To export the Late Report, and for more details about the Export feature, refer to the mentioned link. Export.

Early Leave Report

Early Leave
Date Period Start Date End Date

2 0 Employee - This Week ~ 03/16/2025 2 - 03/22/2025 B m & C

Employee ID Employee No.. DepartmentNa.. Punch.. Weekd.. Timeta.. Check.. Check.. Clockln Clock.. EarlyL.
[J pepartment

Export:

To export the Early Leave Report, and for more details about the Export feature, refer to the link mentioned.
Export
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Birthday Report
Birthday
Date Period Start Date End Date
Employee - This Week ~ 03/16/2025 B - 03/22/2025 B m & C
& 0 —
Employee ID Employee Name Department Name Birthday

[J pepartment

Export

To export the Birthday Report, and for more details about Export feature, refer to the mentioned link. Export

Overtime Report

Date Period Stort Date End Date
2 0 Employee - This Week ~ 03/16/2025 B - 03/22/2025 B m & C
Employee ID Employee Na.. DepartmentNa.. Date We.. Ti. Ch.. Ch.. Clo.. Clo.. Total Time Total WT Norm

[J pepartment

Export

To export the Overtime Report, and for more details about the Export feature, refer to the mentioned link. Export

Absent Report
Date Period Start Date End Date
Employee v This Week ~ 03/16/2025 - | 03/22/2025 m & C
r.‘?h @ ploy El G
EmployeeID  Employee No.. Department Na.. Date Weekd.. Timeta.. Check.. Check. Clockin Clock. —Absent

[J pepartment

Export

To export the Absent Report, and for more details about the Export feature, refer to the mentioned link. Export

Multiple Transaction Report
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| Multiple Transaction |

Date Period Start Date End Data
2 9 Employee - This Week ~ 03/18/2025 (3| - | 03/22/2025 B m & C
Employee ID Employee Na.. DepartmentMNa.. Punch.. Timeta.. Summ.. ClockIn Clock.. TotalTi. Total.. Total B..

[J pepartment

Export

To export the Multiple Transaction Report, and for more details about Export feature, refer to the mentioned
link. Export

Breaktime Report

Date Period Start Date End Date
3 0 Employee v This Week ~ 03/16/2025 % - | 03/22/2025 B m &
Employee ID Employee Na.. Department Na.. Date Timetable summary Ti..  Break Out Break In

[J pepartment

Export

To export the Breaktime Report, and for more details about the Export feature, refer to the link mentioned.
Export

Half Day Report
Date Period Start Date End Date
- i - - +
2 0 Employee This Week 03/16/2025 | 03/22/2025 | m & C

Employee ID Employee Na.. DepartmentNa.. Date Wee. Time.. Che.. Che. Duty. Cloc.. Cloc.. Total. Half..
[] Department

Export

To export the Half Day Report, and for more details about the Export feature, refer to the link mentioned. Export

Daily Reports
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Daily Reports include reports such as, Daily Attendance, Daily Status, Daily Summary, and Daily Status.

Daily Reports

© = M B

Daily Attendance Craily Cetails Daily Summarny Dwaily Status

Daily Attendance Report

| Daily Attendance |

Date Period Start Date End Data

Employee - This Week ~ 03/16/2025 - | 03222025 m & C
& 0 ploy c Cl

Employee ID Employee Na.. Department Na.. Date Timetable Duration Clock In Clock Out Actual WT
[] Department

Export:

To export the Daily Attendance Report, and for more details about the Export feature, refer to the link
mentioned. Export

Daily Details Report
Daily Details
Date Period Start Date End Date
Employee - This Week ~ 03/16/2025 - 03f22/2025 m & C
2 ® ploy! & |
Employee ID Employee Na.. Department Na.. Date Timetable  Duration Check In CheckOut  ClockIn

[J pepartment

Export

To export the Daily Details Report, and for more details about Export feature, refer to the link mentioned. Export

Daily Summary Report

Pa g e|262 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

| Daily Summary |

Date Pariod Start Date End Date
2 ® Employee - This Week ~ 03/16/2025 B - 03/22/2025 B m & ¢
Employee ID Employee Na.. Department Na.. Date Timetab.. ClockIn Clock Out  Actual .. Total WT  Attenda...

[] Department

Export

To export the Daily Summary Report, and for more details about Export features, refer to the link mentioned.
Export

Daily Status Report

Daily Status
Date Period Start Date End Date

Employee - This Week ~ 03/16/2025 - | 03/22/2025 m
hEEl Q ploy ) i)

[«
Q

Employee D Employee Na.. Department Na.. 16 17 18 19 20 21
[J pepartment

Export

To export the Daily Status Report, and for more details about the Export feature, refer to the mentioned link.
Export

Monthly Reports

Monthly Reports include reports such as, Basic Status, Status Summary, OT Summary, Work Duration,
Work Detailed, ATT Sheet Summary, Attendance Status, and Attendance Summary.

| Monthly Reports |

& )

ATT Sheat
Summary

Work Duration Work Detail

Attendance

Attendance Status -
Summary

Basic Status Report
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Basic Status

) Q

Date Pariod

Employee - March 2025 o) m & C

Employee ID Employee No.. Department Na.. 1 2 3 4 5 6
[J pepartment

Export

To export the Basic Status Report, and for more details about the Export feature, refer to the link mentioned.
Export

Status Summary Report

| Status Summary |

Date Period

Employee - March 2025 m
ploy &

[«
Q

) Q

EmployeeID  Employee Na.. DepartmentNa.. P A HL HP wo wop
[J pepartment

Export

To export the Status Summary Report, and for more details about the Export feature, refer to the link
mentioned. Export

OT Summary Report
OT Summary
Date Period
Employee - March 2025 m %
;_'.Eﬁ ® ploy E'I C
Employee ID Employee Na.. Department Na.. 15at 25un 3Mon 4Tue 5Wed 6Thu

[] pDepartment

Export

To export the OT Summary Report, and for more details about Export features, refer to the link mentioned.
Export

Work Duration Report

Pa g e|264 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

Work Duration
Date Period
2 0 Employee - March 2025 i) m & C
Employee ID Employee Na.. Department Na.. Data Type 1 2 3 4 5

[] Department

Export
To export the Work Duration Report, and for more details about Export feature, refer to the mentioned link.
Export

Work Detailed Report
Work Detail
Date Period
2 0 Employee - March 2025 ] m & C
Employee ID Employee Na.. Department Na.. Data Type 1 2 3 4 5

[J pepartment

Export

To export the Work Detailed Report, and for more details about the Export feature, refer to the link mentioned.
Export

ATT Sheet Summary Report

IATT Sheet Summary |

Date Period
Employee - March 2025 o) m & ¢

a8 Q

No. Total Employ.. 1 2 3 4
[J Department ploy

Export

To export the ATT Sheet Summary Report, and for more details about the Export feature, refer to the link
mentioned. Export

Attendance Status
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Attendance Status

& ® Employee

Employee Information

[J] pepartment

Employee ID

Export

Date Period

- March 2025 i m & cC
Attendance
Sat Sun Mon Tue Wed Thu
Employee Na..  Department Na.. 1 2 3 4 5 [

To export the Attendance Status Report, and for more details about the Export feature, refer to the link

mentioned. Export

Attendance Summary

| Attendance summary |

Employee

) ©

[[J] pepartment

Export

Date Period

v March 2025 0|

[«
Q

To export the Attendance Summary Report, and for more details about the Export feature, refer to the

mentioned link. Export

Summary Reports

Summary Reports include reports such as Employee Summary, Leave Summary, Department Summary, and

Yearly Summary Reports.

Summary Reports

Employea Departrment
Summary Summary

Employee Summary Report
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Leawve Summary Yaarly Summary
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Employee Summary

Date Period Start Date End Date
2 ® Employee - This Week ~ 03/16/2025 B - | 03/22/2025 B m & C
Employee ID Employee Na.. Department Na.. Late Early Leave  Absent Actual Wo.. Normal OT Week Off ...

[J pepartment

Export

To export the Employee Summary Report, and for more details about Export feature, refer to the link
mentioned. Export

Leave Summary Report

| Leave Summary |

Date Period Start Date End Data

Employee - This Week ~ 03/16/2025 [3 | - | 03/22/2025 B m & C

) Q

D D rt " Employee ID Employee Na.. Department Na.. Sickleave  Casualle.. Maternity . Compassi. Annualle.. Business T..
epartmen

Export

To export the Leave Summary Report, and for more details about Export feature, refer to the mentioned link.
Export

Department Summary Report

|Department Summary |

Date Period Start Date End Data
2 ® This Week - 03/16/2025 (3 | - | 03/22/2025 ] m & C
Department Total Empl. Late Early Leave Absent Late Times  Early Leav. AbsentTi.. Actual Wo.. Norma

[J pepartment

Export

To export the Department Summary Report, and for more details about the Export feature, refer to the
mentioned link. Export

Yearly Summary Report
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| Yearly Summary |

Date Period

2 Q) Employee - 2025 i} m

[«
Q

Employee ID Employee Na.. Department Na.. Month Departme.. P A HL HP
[[] pepartment

Export

To export the Yearly Summary Report, and for more details about Export features, refer to the mentioned link.
Export

Special Reports

Special Reports include reports such as Continuous Abnormal Report (3Day Absent) Report and Payroll
Report.

Special Reports

- I
ﬁv @ Continuous

Abnormal
Report(3 Days
Absant

Training Payroll Report

Training Reports

Training
Date Period Start Date End Date
2 ® Employee v This Week ~ 03/16/2025 (31| - | 03/22/2025 | m & C
Employee ID Employee Na.. DepartmentNa.. Date Clock In Clock Out Total WT Training Sym...

[[] pepartment

Export

To export the Training Reports, and for more details about the Export feature, refer to the link mentioned. Export

Continuous Abnormal Report (3 Days Absent) Report
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|Continuous Abnormal Report(3 Days Absent) |

Date Period Start Date End Date

Employee - This Week = 03,‘16f2025 = 03}’221‘2025 [ &, C
& 0 oy & &

Employee ID Employee Name Department Name Number Of Times
[J] pDepartment

Export

To export the Continuous Abnormal (3 Days Absent) Report, and for more details about the Export feature,
refer to the mentioned link. Export

Payroll Report
Date Period
2 o) Employee v March 2025 i) m & C

Employee ID Employee Na.. Department Na..  1Sat 2sun 3mMon 4Tue 5Wed 6Thu
[J pepartment

Export

To export the Payroll Report, and for more details about the Export feature, refer to the mentioned link. Export

12.2 Calculate

Users can calculate an employee's report by selecting the Employee ID, entering the Date Period, Start Date, and
End Date, then clicking on Calculate to generate the report.

@ZKBioTimeCloud < mplements Employee Device GPS Attendance Access Reports System Apps W @ MADHU

& Ssuccessful ‘ 4
Employee _
Employes o

Date Period Start Date

~ 2 madhu £ End Date
|rﬁ i |o ﬁq"-' ) b Thisw.. = 03/09/202¢ m = 03/15/2025 G my &

Report Library

[J Department

Calculate e Employee ID Employee Name Department Name Position Name
* Configuration o e 70632 madhu Department Position
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Configuration
Report Setting

In Configuration, user can set up the displays of report to view as required.

@ZKBiQTimeC{Oud < mplements Employee Device GPS Attendance Access Oem Apps W g MADHU

Report Setting m

Date Format *
[ Reports ~
DD-MM-YYYY hd
Report Library
Time Format *
Calculate HHMM -

Ia Configuration A I e Display Resigned Employee *

z Yes -
Report Setting e

work day related display *

Punch State Setting
Calculate by total record -
Report ltems Setting

The following field parameters are described below:

Date Format: Set the date format from the drop-down list.
Time Format: Set the time format from the drop-down list.
Display Resigned Employee: Select either Yes or No to display the resigned employee in report.

Workday related display: Select the method of calculating workdays to display in the reports such as Calculate
by total record, calculate by every record, and auto calculate.
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12.3.2  Punch State Setting

Punch state setting refers to the process of defining and managing the status or state of an employee's time entry
within a time tracking system. This is used to track when an employee begins and ends their workday, as well as

other key activities such as breaks, lunch periods, and overtime.

@ZKBiQTimeC[oud < mplements Employee Device GPS Attendance Access Otem Apps W @ MADHU

B Reports
Report Library

Calculate

Punch State Setting

O

| ¢ Configuration

Report Setting

0
10
O

Punch State Setting o O

Report ltems Setting

O

O
O
|

Name

check_in

check_out

break_out

break_in

overtime_in

overtime_out

key6

Punch Sate Setting / Edit

Value

& m C
Alias Action
-
Check In Va
Check Out Vd
Break Out Fa
Break In Va
Overtime In Va
Overtime Out Vd
6 Vi +
Rows per page: 10 = 1-10 of 13 2 > | 1 Page

To edit the punch state setting, click on the 4 icon, enter the required details, and click Save.

[{)ZKBioTimeCloud Company Complements Employee

1

& Reports -
Report Library
Calculate

@ Configuration

o;ort Setting

Punch State Settin
Punch State Setting / Edit

Report Items Setting
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Punch State Setting

B nName

e check_in
~

[0 check_out

GPS

Value

Attendance Access Reports System Apps

Noame *

check_in

Value

0

alias

Check In

W @ SANTEST

& m C

Alias Action

Check In e <
p

Check Out

o

Enter the required
details.
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Export

+
To export the punch state settings, click on the export ' icon and choose your preferred format, such as CSV,
Excel, PDF, or TXT.

[{)ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System Apps W g SANTEST

Punch State Setting

1

B Reports ~ e m C

Report Library O  Name Valiie Hiias CSV Export
Calculate e Excel Export
.
) ) [J check_in 0 Check In PDF Export
¢ Configuration ~
3 [J check_out 1 Check Out TXT Export
Report Setting
Punch State Setting o [0 break_cut 2 Break Out rd
Report ltems Settin: .
P 9 [0 break_in 3 Break In Vs
O overtime_in 4 overtime In Fd

Report Items Setting

In Configuration, user can set up the displays of report Items setting to view as required.

@ZKBioTimeCloud < mplements Employee Device GPS Attendance Access Otem Apps W @ MADHU

Report Items Setting

[§ Reports ~ & m C
Reparlibrty [0 Name Minimum Unit Unit Round Off Symbol Color Action
Calculate 7l

Duration 1 HH:MM Round-Off WT . Vs
| £t Cconfiguration A |
i [0 Break Time Durati.. 1 HH:MM Round-Off BTD Vi
Report Setting
Punch State Setting [ unscheduled 1 HH:MM Round-Off us . Va
Report items Settin:
e [0 Remaining 1 HH:MM Round-Off R . Vd
O Late 1 HH:MM Round-Off LT . Vs
[ EarlyLeave 1 HH:MM Round-Off EL . Vi
[0 Absent 05 Warkday Round-Off A . Va )
Rows per page: 10 1-10 of 18 2 > 1 Page

Edit Report Items Setting

Toeditthe report item settings, select the user you want to edit, click on the edit 4 icon, enter therequired details,
and then click Save.
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@ZKBioTimeCIoud Company Complements Employee Device GPS  Attendance Access Reports System Apps W @ SANTEST

Report Iltems Setting

1

& Reports ~ & m o C
Repart Hbrary Name Minimum Unit Unit Round Off Symbol Color

Calculate

Duration 1 HH:MM Round-Off w1

£ Configuration

-]
(2 ]E)
O

- Break Time Duration 1 HH:MM Round-0Off BTD /’

Report Setting
Punch State Setting [J unscheduled 1 HH:MM Round-Off us . rd
Report items Setting i 3
Remaining 1 HH:MM Round-Off R V4

Report Items Setting / Edit o 5 savwe | Discard |

Minimum Unit *

Unit *

Minute E Enter the required details
Round Off *

Round-Down j/-

Symbol

Color *

W #000000

Export

+
To export the report item settings, click on the export = icon and choose your preferred format, such as CSV,
Excel, PDF, or TXT.

@Z.I(BioTimeCioud < mplements Employee Device GPS Attendance Access Reports System Apps W @ MADHU

Report Items Setting

B Reports ~ e m c

Reparti tnary [0 Name Minimum Unit Unit Round Off Ssymbol Color ESV.Bxpart
Calculate Excel Export
s ’ PDF Export
L Configuration ~
TXT Export

Report Setting

Punch State Setting

Report Items Setting o No rows
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System

The system facilitates you to assign system users (such as Username, First & Last name, Email, Group name, Date
of joining), to configure roles for each user, and set Authentication, Integration, Configuration & Log.

Authentication

Groups

While using the system, the user needs to assign different groups to new users. The default users of the system
have all the privileges and can assign new users based on the requirements and they can set the corresponding
permissions.

Add a Group

Select [System] > [Authentication] > [Group]> [Add ].

[{)ZKBioTimeCloud Company Complements Employee Device GPS  Attendance Access Reports System  Apps ¥ @ DEMO
= Groups
@ Authentication ~M Y e u & m L C
© - e
Users
@ megraion i Enter the required details - |
Groups + Add o Discard
& conf v :
£ Log v Name /
9 [ Click save to add ]
COMPANY COMPLEMENTS EMPLOYEE DEVICE GPS ATTENDANCE ACCESS REPORTS SYSTEM
> [ Company
& Note:

Select the corresponding permissions based on the selected functional module.
Name: Enter the name of the group.

In the parameter list under each functional module, select the checkboxes of the required permissions. If you want
to select all the permissions under a module, select the Master check box.

Click [Save] to save the settings.

Edit a Group

In the group list, click the role name or click ¢ in the same row of the role to be edited.

Modify the parameters as per your requirements (refer to the parameter setting method in "Adding a role"). After
modifications, click [Save] to save the parameters.
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G]ZK BioTimeCloud Company Complements Employee Device Attendance  Access Reports System  Apps W @ DEMO
= Groups
R & O:ooc
Groups
Nams Action
Users
5 em»
B Intesration e- .
£ Configuration v Groups | Edit QE‘ Decmd |
0 Log - Nams*
zk
COMPANY COMPLEMENTS EMPLOYEE DEVICE GPS ATTEMDANCE ACCESS REPORTS SYSTEM e

~ O Company

[ Company Settings
> [[] Department
> [ Position
> [] Area
> [ Loeation

Delete a Group

[ Edit the required details ]

In the group list, select the group and click [Delete] on the upper part of the interface or click ¥ in the same row

of the role to be deleted.

[WZKBioTime Cloud
P Groups
@ Anthentication - Y
@ -
Users
2
B Integration 9
2 Configuration v
0 Log v

Company Complements Employee Device

Attendance

Click [Confirm] to delete the selected privilege group.

Access  Reports

Delete

System

Apps

& Note: The group which is currently being used cannot be deleted.

Export

W & DEMO

+
To export groups, click on the export “= icon and choose your preferred format, such as CSV, Excel, PDF, or TXT
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{)ZKBioTimeCloud Company Complements Employee Device

@ Authentication

Groups o

Users
B integration

¢ Configuration

£ log

GPS Attendance Access Reports

Groups

] nName

No rows

13.1.2 Users

Adds new users to the system and authenticates the role to users.

Delete a User

Select [Authentication] > [User] > [Delete] to delete the User Interface data.

[WZKBioTime Cloud

@ Authentication ~
Groups
&
B integration v
£2 Configuration v
0D Log v

System Apps

] 2024-08-13 16:15:19

Company Complements Employee Device GPS  Aftendance Access Reports System  Apps
Users
Y
e Username First Name Last Name Email Giroup Is Active Is Superuser
mike weif@zkisco com mike wei@zkteco.com @ @
[0 arvinchen@zitsco.com arvin chen@zhteco.com @ @
L
i mush i Delete a s
(o ] Click confirm to delete
o p— =

Click [Confirm] to delete the user.

Invite User

‘W @ SANTEST

uEEJ@c

csvExport | .
Excel Export
e PDF Export
TXT Export
W & DEMO
B::o0o0c¢
Date of Joining Last Login Action

2024-05-19 10:38:45

2005.02-101349:56 e Ele

2024-10-24 15:33:47 2024-10-24 13:33:47 FaR O]

WBRBBHU S § D

2024-08-04 11:42:48 2024-10-18 17:01:59 ra i o

Select [Authentication] > [User] > [Invite User] to invite the user for Authentication.

[WZKBioTime Cloud
@ Authentication ~
Groups
=1€)
@ Integration v
£ Configuration v
O Log -
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Company Complements Employee Device GPS  Aftendance Access Reports System  Apps
Users
¥ Enter the Email
[0 Usermame Furst Name Last Name Emzil -
Invite User
[0 mikewei@zkteco.com ke s
[]  ninchen@akeco com e || PR @
X . W will send emanl to user for achve account e ()
i [Cllck confirm to delete
[0 damienyans@skieco. .. damien. Discard | @

Copyright © 2026 ZKTECO CO.,

W @& DEMO

Date of Joininz

2040919103845 2025020134938 S | D
04104153347 NNWB1BAT S J D
0UB13 16119 NBNB3M S @
4094114248 WM-BIOLS S § D
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The following field parameters are described below:
Username: Enter the name of the group.
Email: Enter the mail ID of the User.
Click [Confirm] to invite the user.
History
It displays the history of user details.
Select [Authentication] > [User] > [History] to display the User history.
Export
Select [Authentication] > [User] > [Export] to export the user details.
[WZKBioTimeCloud  Company Complements Employee Device GPS  Aftendance Access Reports System  Apps W & DEMO
Users e
@ Authentication 'Y R n 2 m 9 cC
Croups [ Usemame First Name Last Name Email Groug Is Active Is Supernser Date of Joining '.:6 fSVEpat; B
e Excel Export
ﬂ o ) [0 mbewei@sktso.com mike wei@zdaco.com @ 2024-0-19 10:38:45 2025-02-10 PDFE;Z.—-. | O]
Au(;Expuﬂ 0 =eEcegsbem arvin chen@zkteco com @ @ matesaey aoneu| TRt 1o g
£ Confizuration = [0 rwisu@skiecocom  mmsh yuri wu@zkteco.com @ 040513161519 20B50218194U S § D
Alert Setting [0 demienyans@zkteco... damien yane@ziteco. @ @ 2024-09-04 11:42:48 041018170159 2 W B
PDF Setting
Enmail Setting

WhatsApp Setting

D Log P
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Edit a User

Click on the [Edit] ol icon to edit the user details.

G]ZKBioTimecloud Company Complements Employee Device GPS  Attendance Access Reports  System  Apps ™ @& DEMO
= Users
® Auteticaion A Y B::ooc
Groups e Username First Name Last Nams Eomil Growp Is Active Is Superuser Date of Joining LastLogin Action
&
m.hm@mmmm e svei@kteco.com @ @ 2040915103845 20250210 13:0 i o)
) Integration ~
e [ avinchen@aiiscs.com arvin chsn@sideso.com 2041024 153347 WWWNULBS S B D
£t Configuration ~ | Users / Edit om‘ il
Alert Setting ot
. r eifizkieco.con mike wei@zkteco.com
PDF Setting 3 )
; o Edit the required
Email Setting Base Information details
WhatsApp Sefting e
First Name Last Name
o Lo g
Permissions
Is Active T Superuser
@ [ )

After editing the details, click [Save] to save the user details.

Integration

Auto Export

Based on the time period and repetition frequency, the code, files and the data template will be exported

automatically.
Add Auto Export Template
Select [System] > [Integration] > [Auto Export] > [Add] to set the auto export details.
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The following field parameters are described below:

Code: Select and drag the fields that you want to export to the text box Data Template below.
Name: Enter the name of auto export task.

File Name: Enter the name of thefile.

Auto Export: Enable it, then the auto export task will be valid, and exports the file to the corresponding path
according to the set frequency.

File Name: Enter the file name to be exported.

File Format: Set the file format of the exported file (Excel, CSV, Txt).
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Data Template: Select the fields to export from the menu Macros above. By default, all the data will be auto
exported.

File Date: Entirefile date.

After editing the details, click [Save]

Format Setting
Format Setting
Data Farmat * Timsa Fommat *
YYYY-MM-DD - HH:MM -
ID Drigits * File Format *
a TXT -

Date format: Set the length of the Employee ID when exporting. If the length is insufficient, 0 will be appended
to the Employee ID.

Time Format: Set the time format in the punch date/time.
ID Digits: Enter the ID of the employee.

File Format: Set the file format in Txt, Excel, or CSV.

Data Filter Setting

Zearch By nehuds Today *

[Data Filter Setting |

Upload Time - Yes

Department - Area

Search By: Set thefilter for the attendance transactions to be uploaded on the software. Thefilter can be:

Include Today: Select “Yes” or “No” to include the data.

Department: Click  to select the Department to export. If the Department is not selected, the attendance data
of all the departments will be auto-exported.

Area: Click  toselect the area to export. If the area is not selected, the attendance data for all the areas will be
exported.
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Export Time Setting

| Export Time Setting |

0 0001

Daily . 1 .

Interval: Set the export interval for the export task.
Auto Export Time: Set the export time.

Frequency: Set the export frequency. The export time-frequency can be set on a monthly/weekly/daily basis.
According to the selected frequency, set the date and time.

Day: Set the export time duration.

Export Path Setting

[Export Path Setting |

Email

Export Path: After entering the file name, a new folder will be created in \files\temp of the installation directory
of the local computer to store all the exported files.

Email: When an Email is set, it receives the exported file when it is exported.

FTP Path: Set the name of the folder, which is the existing folder on the FTP server. The exported files will be saved
in the corresponding folder under the FTP server in the file format of "/ABC/" (ABC is the existing folder on the FTP
server).

FTP Server: Click  to select the FTP server. When the attendance record is exported, the exported file will be
saved on the FTP server.

Delete Selected Record

In the auto export template, select the export data you want to delete and click [Delete] and
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J any  Complements loyee  Device Attendance  Access orts  System  Apps DEMO
ioTimeClou Company  Compl loy Devi GPS  Attend: A Rep 5 App: " a
- Auto Export
@ Authentication ~§ Y u 2 & mH e
Groups Code Name SearchBy Auto Export Time Tine Adtion
Users
- b Ann Upload Time 0001 ,‘E
B Integration e-
] ———— e ©
Click confirm
Configurat
£ Confizuration v ot
D Lo B

Click [Confirm] to delete the selected record.

Manual Export

After theautomatic export settings are saved, you can export the details in real-time by clicking [Manual Export]
atthetop of thelist.

@ZK BioTime Cloud Company Complements Fmployee Device GPS  Aftendance Access Reports System  Apps W @ DEMO
= Auto Export
® et || ¥ BOE : oo c
Croups Code Mame Search By Auto Export Time Tise Action
Users
9 ab Am Uplozd Tims 00:01 i |
@ Integration
@ —
£ Configuration v
Start Date * ) o
L ¢
D Lee E: | Enter the required
Start Time * HHmm details
End Date* ]
End Time * HH:mm
Upload Time

T — =

Start Date: Set the start date of the export.

End Date: Set the end date of the export.

Click [Confirm] to save the export data.

History

Select [Integration] > [Auto Export] > [History] to display the User history.
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[{ZKBioTimeCloud  Company Complements Employee Device

GPS  Aftendance Access Reports System  Apps ™ & DEMO

= Auto Export
@ Authentication ~@Y n = & m c
Groome O Code Name Search By Auto Esport Time Time Action
Users
O = Am Upload Timse 00:01 V|
tion ~ e
Auto Export =
s Sopor tory
£ Configwation v
Y Cc
D Loz v
Enail Action Time Action Object Deseription 1P Address Stats
i wu@zkteco.com 20250219 12:27:48 create {id"- 26, "5le prefix”- "dehj®,"f..  14.57.160.178

Export

Click the [Export] icon * to export the employee details either in pdf, excel, csv and Txt format.

@ZKBioTimeCIoud Company Complements Employse Device GPS  Attendance Access Reports System Apps W @ SANTEST

Auto Export

@ Authentication ~ Y

Groups O code
Users

Integration ~
i

¢ Configuration v

£ log v
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Configuration

Alert Setting
On the System module, click [Configuration] > [Alert Settings] to configure the alerts for the events.

Users can enable or disable the corresponding events for Email, App, WhatsApp, and SMS alerts.

z

@ZKBioTimeGoud Company Complements Employee Device GPS  Aftendance Access Reports

S — Q I Enter the required field ] e

€ Authentication ~ Exception Alert Seitings

liil

Exception Alert Sattings

Groups Exception Email Alert
Q Ti 0 Times 0 Times
— Password Change Times Tim, e
Device Offline
@ Integration ~ e S raE
tto Export Disable

Day* - 00:00

HE:mm
)

FHESeimg Password Change
Email Setting

B Admin password change notification
WhatsApp Setting

O Log - Device Offline
B Device offline netification
Approval
B Email Notification B WhatsApp Notification » Popup Notification

Click [Save] to submit the Alert settings details.

PDF Settings

Click [System] > [Configuration] > [PDF Report Setting] to access the Company Setting interface.

@Zl(BioTimeClgud Company Complements Employee Device GPS  Aftendance Access Reports System  Apps ™ @& DEMO

System | PDF Setting e

€ Auheticaion w As e Select the required field]
uto -~
Groups

Users

@ Integration =
Page/Total Page
Auto Export k. 5

Configuration ~
° N Footer Right

Alert Setting

PDF Settimz o Report Style

Email Setting

WhatsApp Setting

@D Lo "

Page Size: Sets the page size for exported PDF.
Orientation: Set the direction of the exported PDF. It can be “Portrait” or “Landscape”.

Footer Left: Set the content to be displayed in the lower-left corner of the exported PDF page. It can be "Blank”,

Pa g e|284 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

"current page number / total number of pages”, "author”, "time", "author + time".

Footer Right: Set the content to be displayed in the lower right corner of the exported PDF page. It can be “Blank”,

"current page number / total number of pages”, "author”, "time", "author + time". Click [Save] to save the PDF
export settings.

Report Style: It displays the style of the PDF report.

Click [Save] to send the PDF report.

Email Settings
On the System module, click [Configuration] > [Email Settings] to set the settings of the email.

The email setting is used to trigger an alert when the specific value set by the administrator has crossed the limit.

D]ZK BioTime Cloud Company Complements Employee Device GPS  Aftendance Access Reports| System ® & DEMO
System | Email Setting 6
@ Aunthentication & T
Groups o Enter the required field ]
Users SMTP Server Port * )
@ Integration -

SSL
b Export

TSL

B Configuration ~

Alert Setting Email Account *

PDF Setting

Enmail Setting Email Password

fhats App Sefting

Dlo g

Email Address *

#Note:

The domain name of the E-mail address and E-mail sending server (outgoing server) must be the same. For
example, the Email address is test@yahoo.com, and the E-mail sending server must be smtp.mail.yahoo.com.

The following field parameters are described below:

SMTP Server: Enter the Email sending Server address.

Port: Port of the email sending server and select the type of Port.

Email Account: Enter the email account.

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

Enable: Toggle the Enable button to Yes in the email settings.

WhatsApp Settings
On the System module, click [Configuration] > [WhatsApp Settings] to configure the WhatsApp API key.
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Users can enable or disable the corresponding events for Email, App, WhatsApp and SMS alerts.

@ZKBiQTimeCloud Company Complements Employee Device GPS  Aftendance Access Reports - o ¥ @& DEMO
B Systems | Whatsapp Seting @ [ Entertheapikey | ey |
@ Aufhentication ~ i

Groups :

Users
B Integration &

Anto Export
CE -

Alert Setting

PDF Setting

Email Setting
D Log g

API Key: Enter the WhatsApp API key.

Click [Save] to submit the API key details.

13.4 Log

Click [System] > [Log] > [Log] to view the user log data.

@ZKBioTime(]oud Company Complements Employee Device GPS  Aftendance Access Ripm'lo ™ @ DEMO

= Log
@ Authentication ~ ¥ o] e
Groups O Emi Action Content Type Status Description TP Addrass Action Time
Users
[ rwinve@siscscom joined_company User Suzcess 112482245 2025-02-18 14:41:17
@) Integration -~
0O  swinu@eiecocom get company_setting System Setting Saceess 12482245 2025-02-19 14:41:07
Auto Export
£ Configuration A [0 ywisu@teocom et _alert_setting Systemn Setting Suzcess 1497160178 2025-02-19 14:20:09
Alert Setting 0O  swinu@eiecocom get whatsap_setting System Setting Saceess 1497160178 2025-02-19 13:51:34
PDF Setting
[ rwinve@siscscom 2ot company_setting Systemn Setting Suzcess 112482245 2025-02-19 13:39:13
Email Setting
ruri wa@zkdeco.com get company_setting System Seting Saceess 112482245 2025-02-19 13:38:57
Whats App Setting O - = = ’ €
e yuri wa@akdeco.com 2ot company_setting Systam Ssting Succss 5825213241 2025-02-19 13:35:54
e O  swinu@eiecocom get email setting System Setting Saceess 1497160178 20250219 13:15:53
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App
Ralvie Al

RALVIE is a powerful computer activity monitoring application designed to automatically track time and capture
events for every task performed on a system. By providing accurate work hour reports, it serves as a valuable tool
for freelancers managing multiple projects and organizations monitoring employee productivity across various
tasks.

With RALVIE, all captured events can be seamlessly tagged to specific projects using the RALVIE Cloud. This feature
enables users to precisely classify billable and non-billable hours, ensuring accurate invoicing and better time
management.

Whether you're an individual professional or part of a large organization, RALVIE is your go-to solution for precise
time tracking and comprehensive productivity.

@ZKBioTime Cloud Company Complements Employee Device GPS Attendance Access Re » 1 g SYSTEST
- Dashboard 9 @ RoVieAl! o5 vior- 05 apr20s b
€) Ralvie Al ~ App Categories Y Project Hours Y Most Used Applications

Dashboard
Productivity Summary

Configuration

Week Active Time 0Oh Om Week Idle Time Oh Om

Dashboard

The dashboard displays an overview of the user's activities, including app categories, project hours, active time
for the current week, idle time for the current week, rankings by highest active and idle hours, and the most used
application.

Pa g e|287 Copyright © 2026 ZKTECO CO., LTD. All rights reserved.



ZKBio Time Cloud User Manual

@ZKBioTime Cloud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SYSTEST
= Dashboard 4 30Mar-05 Apr2025 »
<) Ralvie Al ~  App Categories Y Project Hours Y Most Used Applications

I Dashboard ] o

Productivity Summary

Configuration

Week Active Time Oh Om Week Idle Time Oh Om

hr
hrs

The user can view activities for a specific date range.

@ZKBioTimeCioud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SYSTEST
= Dashboard e [ < 30Mar-05Apr2025 » I
<) Ralvie Al ~  App Categories Y Project Hours Y Most Used Applications

Dashboard ] o

Productivity Summary

Configuration

Week Active Time 0h Om Week Idle Time Oh Om

hr
hrs

Product Summary

The Productivity Summary provides a detailed overview of user activity within a selected date range. It displays
key performance indicators such as the total number of users who worked, the cumulative hours logged, and the
average daily working time per user.

The summary includes a day-wise breakdown of productive hours for each user, presented in a color-coded
format to highlight performance trends—green for expected productivity, red for below-average activity, and
grey or dashes for no activity. This visual and data-driven report helps organizations track employee engagement,
identify productivity gaps, and make informed decisions based on real-time work patterns.

ZKBio Time Cloud allows the admin to monitor the activities of the Ralvie user within a selected date rangeand
export the productivity summary.
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[WZKBioTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ ARVIN
= Productivity Summary 4 01Dec-3NDec2024 » &
Ralvie Al '\o
Users Worked Total Hours Average Day
Dashboard 11 827:5 2:25
Productivity Summary e
Cenfiguration Name Total Dec1 Dec2 Dec3 Decd DecS Dec6 Dec? Dec8 Decd Decl0 Decll Dec12 Dec13 Dec1d Dec15 Declé
Total Hours 8275 243 4738 5018 54:33 4210 41:44 o0 (21 ara 1725 383 ATaT 2740 00 1:45 FH59 =
160:16 = B0 B0 a0 80 B0 ~ 3 B0 &0 &0 92 745 = = 7:30
12%:16 - = &2 846 20 835 = E 837 747 = 752 = = = 759
1196 243 513 T8 549 64 540 E 654 A48 426 751 455 - 1:45 A4
139:53 - 70 7o 70 0 70 = - 0 653 70 70 70 = = 70
146:0 - 80 80 S0 B0 80 - - 80 80 &0 &0 80 - - -
Ta:40 - 4:39 53 - 446 429 - - 58 1:56 50 421 - - - 245
19:36 - T4 - - - - - - 3231 - 5:35 3:30
-
[ »
[WZKBioTimeCloud Company Complements Employee Device GPS Attendance Access Reports System Apps W @ ARVIN
= Productivity Summary e [ 4 01 Dec- 31 Dec 2024 » ] 3 o
Ralvie Al '\o
Users Worked Total Hours Average Day
Dashboard 11 827:5 2:25
Productivity Summary e
Cenfiguration Name Total Dec1 Dec2 Dec3 Decd DecS Dec6 Dec? Dec8 Decd Decl0 Decll Dec12 Dec13 Dec1d Dec15 Declé
Total Hours 8275 243 4738 5018 54:33 4210 41:44 o0 (21 ara 1725 383 ATaT 2740 00 1:45 FH59 =
160:16 = B0 B0 a0 80 B0 ~ 3 B0 &0 &0 92 745 = = 7:30
12%:16 - = &2 846 20 835 = E 837 747 = 752 = = = 759
1196 243 513 T8 549 64 540 E 654 A48 426 751 455 - 1:45 A4
139:53 - 70 7o 70 0 70 = - 0 653 70 70 70 = = 70
146:0 - 80 80 S0 B0 80 - - 80 80 &0 &0 80 - - -
Ta:40 - 4:39 53 - 446 429 - - 58 1:56 50 421 - - - 245
19:36 - T4 - - - - - - 3231 - 5:35 3:30
-
[ »
Export

Select [Ralvie Al] > [Product Summary] clicks on [Export]  icon, to enter into the export interface. An
example to export product summary list and the export options are shown below:
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@ZKBioTimeCioud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SYSTEST

Productivity Summary ¢ OlApr-30Apr 20259 c
Q HaRBIAL o CSV Export
Users Worked Total Hours Avera -
Excel Export
Dashboard 0 0:0

PDF Export
Productivity Summary e
TXT Export
Configuration Name Total  Aprl Apr2 Apr3 Apr4 Apr 5 Apr 6 Apr7 Apr 8 Apr9  Apr10  April ——mpriz—r—nap |
Total Hours 00 0:0 0:0 0:0 0.0 0:0 0:0 0:0 0:0 0.0 0:0 0:0 0:0 0:0
Ll >

& [

CSV Export
Excel Export
PDF Export

TXT Export

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

Excel Expont

&3
Select the “Current Page" to export the data for the current page.
Select "All" to export all the data.
Select “Encryption” whether it should be default or password
Click [Confirm] to set the export path. Under the corresponding path, the file will be successfully exported, as

shown in the figure below:

0 Productivity Summary_20250401070832 xlsx
Open file
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14.1.3 Configuration

The Ralvie user credentials (email and password) must be valid, and the Company Code should be copied from
the Ralvie application. Once all required fields arefilled, clicking the Save button will store the configuration and
enable integration with the Ralvie platform.

@ZKBioTimeCIoud Company Complements Employee Device GPS Attendance Access Re > Apps W @ SYSTEST

Configuration m

Eenerll £

& favde ~ Enter the

Ralvie

com

Dashboard N
Credentials

Productivity Summary Password *

Configuration Enter the company

code which is
generated in Ralive
application

Company Code *

BioTime Cloud configuration steps

o Successfully integrated BioTime Cloud account!

Use the below "organization code” to proceed the integration

8aB6838791c07dBd0191c626a4a60e0a

Introductions 31

Copy the Organization
code and paste in
company code in

ZKBio TimeCloud app

BioTime Cloud 2.0 »  Appsmenu Configuration

Go to the BioTime Cloud Ralvie configuration page.

Enter Ralvie admin credentials.

Enter the provided organization code in the organization code field.

Click on save and wait for the response
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