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Please follow the below instructions to enrol your employees in the time clock.

You might want to start by printing out an employee list, with their User ID’s and
Names, to check off as you enrol them. If your payroll system uses numbers for
your employee codes, then we recommend keeping it the same.

1. Enter the Time Clock menu by pressing the “MENU” key (twice if screen
saver on) and scanning your fmger (or enter ID NO: 9666 and PWD: 9666)

2. Press the “OK” key to select the “User Mgt.” (User Management) option

SEEES

User dMgt. User Role Comm. System Personalize
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For Support: email support@cbsystems.io / phone +64 9 281 5538 / web app.cbsystems.io


mailto:support@cbsystems.co.nz
https://app.cbsystems.io/
mailto:support@cbsystems.co.nz

Page 3 of 8 CBSystems Support Team Printed 16/01/2020

3. Press the “OK” key to select the “New User” option

BT ey Lliseg

All Usars |

4. To set your own “User ID”, press the “OK” key, then enter the required User
ID and press the “OK” key again

(Note: if using the time clock generated User ID, make a note of it, as you
will need to setup the employee, in the software using the same ID)
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New User

User ID
Name

User Role Normal User

Vetrification Mode Fingerprint/Password

0

Fingerprint

Passwaord

5. To enrol a finger (or fingers), press the “Down Arrow” key 4 times to select
the “Fingerprint” option and then press the “OK” key
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6. Select the finger for scanning, it defaults to the right index finger, otherwise
use the keypad or left/right keys to select the finger then press OK

Enroll Flngerprmt

mg' 3“&

Please select the finger to be enrolled

7. Now the employee should place their finger on the reader, it will request 3
presses of the finger and shows a score on the left

(For a good enrolment, the employee should press the finger down nice and

flat, covering as much of the green finger reader as possible with moderate
pressure)

Enroll Fingerprint(35-7)

Press finger first time
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8. If all three scans are good then you will see a green tick, but if the scores are
too low, you will see a red cross and it will ask you to try again

Enroll Fingerprint(35-0)

Enrolled successfully

Enroll Fingerprint(3s-7)
Enroliment failed please try again.

(Note: if you do have to try again, get the employee to rub the finger they are
using in the palm of the other hand or on the forehead, as this will help it to
see the finger better, or perhaps consider using a middle finger)

9. To enrol additional fingers, press the “OK” key, to select the “Fingerprint”
option again, then repeat steps 6 and 7

(We recommend enrolling at least one finger from each hand)
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10.To optionally enrol a password, arrow down to the “Password” option and
press the “OK” key, enter the required password, press the “OK” key, repeat
password and press the “OK” key

(Note: password should be any number between 4 and 8 digits long)

Password

Confirm (OK

11. If enrolling an Administrator, arrow up to the “User Role” option, press the
“OK” key, arrow down to the “Super Admin” option and press the “OK” key

(Note: only “Super Admin” users can enter the menu to enrol employees)
User Role

- @ Momal User —

-~ Super Admin

12.To finish and exit back to the clock in/out screen press the “ESC” key 3 times
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Managing Enrolments on the Time Clock.

1. From the “User Mgt.” (User Management) option under the time clock menu,
press the “Down Arrow” key, to select “All Users” and press the “OK” key

Display Slyle

2. Now select the employee in the list using the arrow keys (or just type in their
User ID)

all Users

In the above list it shows the User ID, a person icon for an Administrator, an
optional employee name and a fingerprint icon if a finger is enrolled
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To edit an employee (for example to enrol extra fingers or make changes):

1. With the employee selected, press the “OK” key, then from the menu, press
the “OK” key, to select the “Edit” option, it will show the enrolment screen
for you to make any changes or enrol additional fingers

User ID
Name
User Role

Verification Mode

Normal User

Fingerprint/Password

Fingerprint 0

Passwaord

To delete an employee (for example employee enrolled under wrong number):

1. With the employee selected, press the “OK” key, then from the menu, press
the “Down Arrow” key, to select the “Delete” option and press the “OK” key

2. Press the “OK” key to delete the employee and their finger enrolments from

the time clock or press the “Down Arrow” key and then the “OK” key to just
delete a finger
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