Biometric Time Clock Enrollment

MANAGER Biometric Enrollment:

Before enrolling (registering) Employees at the clock, the site managers must enroll (register) themselves first. Please
use the following steps to enroll a manager:

e Press the Settings touch screen button and then the Enroll touch screen button.

Settings Enroll Fingerprint

e When prompted to Enter Number, Enter the Manager’s Employee ID Number and then press Enter.
Enroll

Please Enter Manager
Badge

Clear

e Since the Manager is not enrolled (registered) on the clock, it will ask the Manager to “Enter ID Number to
Enroll” Enter the Manger’s Employee Number and then press Enter.

Enter Employee ID to
Enroll

Clear

A biometric consent message will appear on the screen that the employee can agree or disagree to, in regards to
enrolling their fingerprint on the clocks. This message appears before the employee is normally propted to place their
finger for enroliment.



e The Biometric Consent Message will be displayed on the clock:

@ Press "I Agree" to consent
to Accu-Time Systems, Inc. (ATS),

IAgree in its capacity as the licensor of
your employer's time and attendance
software, to collect, store,
disclose to its vendors, and use
your biometric data solely for
purposes of employee recognition
and time management.

ATS will destroy such data within 80

- days from receiving notice of
@ employment termination. Press I
Disagree” if you disagree.

e If the Employee selects “I Agree”, the biometric enrollment process will continue.
o If the Employee selects “I Disagree”, the biometric enrollment process will stop, and this message will be
displayed. The employee will not be able to use the clock.

"From now on, you will be able to
punch via your Employee ID. If you
previously had a biometric
template, it is no longer valid and
will be completely deleted from the
ATS system within 5 working days.
Far any further information please
See your manager”

e After entering the number, please press Enter. The Manager will be asked to place their finger to scan.
e Place one Manager finger on the Scanner. This will only need to be done one time at ANY clock.

Hello Mike
Please place finger

of

DROP tower the pad of
( : I i

HOLD keep
(:)— accep

Straighten your finger

e Wait for the scan to complete.

e The Manager will receive a “<Manager> enrolled successfully “message*. Once enrolled you have the options to
Practice the enrollment process, Re-enroll the finger enrollment, or Enroll Next User which allows you to enroll a
new Employee.

*The Quality score should be above 50, if not please Re-enroll with another finger. You can enroll any
finger but MUST always use the finger that is successfully enrolled.

Mike

enrolled successfully
Quality was 92

Re-enroll

09

Mext User




EMPLOYEE Biometric Enrollment:

When a site manager wants to enroll (register) an Employee to the clock, the site manager will FIRST need to enroll
themselves using the steps above. To enroll the Employee, please use the following steps below.

e Press the Settings touch screen button and then the Enroll touch screen button.

@

Settings Enroll Fingerprint

e  When prompted to Enter Manager Badge, Enter the Manager’s Employee ID and then press Enter.

Enroll

Please Enter Manager
Badge

Clear

e The Manager will be asked to place their finger to verify that they are in fact the correct person who keyed in
their Employee ID from the step above.

Hello Mike
Please place finger

of

Straighten your finger

e Next, Enter the Employee ID for the Employee who is being enrolled and then press Enter.

Enter Employee ID to
Enroll

Clear




A biometric consent message will appear on the screen that the employee can agree or disagree to, in regards to
enrolling their fingerprint on the clocks. This message appears before the employee is normally propted to place their
finger for enroliment.

° The Biometric Consent Message will be displayed on the clock:

@ Press "l Agree™ to consent
to Accu-Time Systems, Inc. (ATS),

1Agree in its capacity as the licensor of
your employer’s time and attendance
software, to collect, store,
disclose to its vendors, and use
your biometric data solely for
purposes of employee recognition
and time management.

ATS will destroy such data within 80
days from receiving notice of
employment termination. Press "I
Disagree” if you disagree.

Rack I Disanres

e If the Employee selects “I Agree”, the biometric enrollment process will continue.
e If the Employee selects “I Disagree”, the biometric enrollment process will stop, and this message will be
displayed. The employee will not be able to use the clock.

"From now on, you will be able to
punch via your Employee ID. If you
previously had a biometric
template, it is no longer valid and
will be completely deleted from the
ATS system within 5 working days.
For any further information please
see your manager"

Back

e Place one Employee finger on the Scanner.

Hello Matt
Please place finger

of

LOCK position the finger where the first knuckle joint meets
the Placement Guide

DROP tower the pad of the fingertip evenly onto the center
of the scanner, using moderate pressure

HOLD keep the finger on the sensor until the terminal
accepts the scan, do not move or roll the finger

Straighten your finger

e Wait for the scan to complete.



The Employee will receive a “<Employee> enrolled successfully” message*. Once enrolled you have the options
to Practice the enrollment process, Re-enroll the finger enrollment, or Enroll Next User which allows you to

enroll a new Employee.

*The Quality score should be above 50, if not please Re-enroll with another finger. You can enroll any finger but
MUST always use the finger that is successfully enrolled.

Matt
enrolled successfully Practice
Quality was 81
Re-enroll
Back Elgzlbser

You can press the Back button to escape.



