1. Open Anviz AIM software. Then click Parameter Settings.
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2. Pop up the windows as follow.
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Select all the option in the red area and then set the time range according to your requirement.

3. After that please select the “Timetable” option which on the main interface.
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4. There are two options: one is Timetable Maintenance and the other is Shift Maintenance. Set the Timetable Maintenance first.
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5. Click Add first. 
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Please pay attention to the red area: 
Area 1 is setting the time range for duty time and effective record time range. On Duty Time and Off Duty Time are the work time. Begin Clock-in Time End Clock-in Time Begin Clock-out Time End Clock-out Time are used for creating a time range for effective check-in and check-out record in the report.
Area 2 is used for counting the check-in, check-out on time and overtime. If you do not select options, the software cannot count later-check-in, early-check-out and overtime period.
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6. After setting the Timetable Maintenance, then create a shift for the timetable. 
On the Shift Maintenance tab, please click Append (or Add) first. Then create the shift name in the red area 1. Then click Add. 
You could also select Cycles and Cycle Unit according to your requirement. The default cycle is one week.
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After click Add, pop up the window as follow:
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The red area 1 shows the time table which we have set in the Timetable Maintenance. The red area 2 is used to set date cycle. Normally Sunday and Saturday are weekend for holiday. Click OK to finish it. 
The “Timetable1” is filled in the time table. Then click Save to save the settings.
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Here you can add four time tables totally if you have set other time tables in Timetable Maintenance. By this way you also can create the combined shift. 
7. The shift time is finished now. Then we need to schedule the shift to staff. Return to the main page. Click Schedule.
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8. Pop up the window as follow:
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9. You can select the staff with Search staffers. Here create a staff for example. First select the staff that needs to be scheduled in the shift. Then click Arrange button.
[image: image12.png]9 Staffer, Scheduling,

@&M

Select Al_Select flane. &vvanqelih\ft
B head office. Search Staffers.
YT

ead ofice

ez ¥ @y B | ) W B )
To 2010- 7- 2 v Del. Temporary  Add Temporary d e & d

Date Timetable 1 Timetable 2 ‘T\meTah\e 3 ‘T\meTah\e 4 ‘

0702 Fricy





10. Set the “Time Range” here then click Add. The shift time will add on the staff.
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After click OK you will see the windows as follow:
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Example:

We set two work days for a staff. So the attendance time is shown as follow:

2010-7-1: check in at 8:30 check out at 12:00 for lunch and check in again at 12:30 and get off the duty at 17:00
2010-7-2: check in at 9:10 check out at 11:30 for lunch and check in again at 12:30 and get off the duty at 20:00. 
Let see the report how count the attendance time for this staff:
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