How to enroll employees on the timeQplus Biometric (TQ600B) Terminal

First, log into the software, choose Reports, then Print Employee Profile Report. You may reference this report while
entering employees on the TQ600B.

1. Inthe Administrator software, on the Employee page:
a. Enter the employee information (one employee or all employees).
b. Make note of the PIN number assigned to the employee.

2. Atthe TQ600B Terminal
a. Select Menu

User Manage — OK

Enroll User — OK

Enroll FP — OK

New Enroll? — OK

USERID 00001 (enter 4 digit pin from Employee Profile Report) - OK

Place same finger 3 times for finger 1, finger 2, and finger 3.

ESC or continue with next employee. (We recommend you set up no more than 4 employees at a time.)
i. ***ESC back to time and date***

3. Go to the Software Administrator — Select Employee Section

4. Select the employee — Then click Enroll Template
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1 Employees

Firstname Ml |Bacoe [P |numper | Salarieds skt |HireDate |&
| [ADELSPERGER REED O00000DO07 0007 000000007 Shift 1
BASS DEVIM 0000000002 0002 000000008 Shift 1

[ S I ooces [ G

— BOYLES REBECCA 0000000010 010 000000010 Shift 1
%y Punch Editing ~ |BReDY MEYDE 0000DODO04 0004 000000004 Shit 1
~ |erown JELESIA 0000000011 0011 O00O0OO11 Shift 1
CHEEKS KEN 0000000005 0005 000000005 Shift 1
~|corTon BETTY 0000DOOMIZ 002 0000002 Shit 1
- COURTNEY  D&VID O00ODODDTZ O3 0000003 Shit 1
SUPCSIVisons CROWDER KAREN 0000000014 0014 000000014 Shift 1

n Terminal ~ |pawvis NANCY 0000DOOMTS 005 DO0O0DOS Shift 1 [+

B 47 employee(s]. Ernoll Template ] [ D' Save H x Delete H ll;]Detail ]

Logged In: admin

5. Click ok on Enroll on Device
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6. Click Next

LanTollEmployeesizand
Thiz wizard will help you enroll a new uszer template
b the gystemn.
[ Back l I Mext I [ Cancel l

7. Select the Highlighted box — Next

LanTollEmployeesizand

YWwhere do pou want to enrall the new uzer’?

e Enrall new emploves on TET00 kerminal connected
b the PC wia the Commn Part

& E nroll new emploves on TET00 kerminal u:u:unneu:tedé
to the PC wia Ethernet

8. Your device or IP address should display in select terminal field. Next

LanTollEmployeesizand

Connection ak.

Fleaze select the TO100 terminal where the enrallment
proceszs will take place.

Select terminal - 169.254132101  ~|

Back l I Mext I [ Cancel




9. Select Next

L EnrolliEmployeesizard ai

Checking nest enroll number. .

YWhen vou will be prompted to enter the user enrall
nurmber, pleaze uze thiz number;

—

Back || MNew |[ Cancel |

10. Use default select — Use existing Template as employee template. Next
**|If you get a 15 minute message cancel and start over at terminal**

abnriol EmployEe g a*

The wizard haz detected that the PIM number [00039)
azigned to BLAMEEMSHIP, SHELEY iz in use. What
do you want bo do nest?

% |lze exizting template az the employee template.

(™ Delete exizting enroll data on the TOT00 terminal.

Back || New || Cancel |

11. Congratulations — Finish. Employees can now begin to use the terminal to punch in/out.
Note: All punches will come over to software at the next POLL (default is every 60 minutes).

Ep DByl == i ] ai

Congratulationz, the employes template waz
successiully added ta the spstem. Now, vou can give
the uzer access to the rest of the terminals.

Back Finizh l [ Cancel




Select Terminal (or Time Clock) in your menu functions in the software

Below you will see Employees are now listed under Assigned Employee. These Employees can now start using the
terminal to Punch In/Out.

Repeat the steps above to complete all unassigned employees.
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Wiy Home

1 Employees

I Employees Rights ] Device Events ]

% messages
n’&ﬁ Setup
&L snirts
%, punch Editing
' Reports

(EJ Export
Supernvisors

B terminal

Select a network device
@ 169,254,132 101 Unassigned Employees Assigned Employees
2 ADELSPERGER.RE... [ P BLAMKEMNSHIF, SHE ...

2 BASS, DEVIN
2 BOYLES, REBECCA
2 BRADY, MAYDE

2 BROWM, JELESIA
R COTTOM.BETTY

2 COURTMEY, DaVID
2 CROWDER, KAREN
T DAWIS, MANCY

2 DUNN, THOMAS

2 FIELDS, LISA

2 FLETCHER. TAMISHA,

2 GREER. JOMATHAN
2 HEMPHILL, MARTH, Statuses

[ AddTeminal | | 3 HESSELTINE, MELIS... >
(Remove Teminal ) | 3 00T e ey i

2 CHEEKS. KEN

Carmrm Fort

[ Terminal Details ]

Logged In: admin

Have questions? Call Acroprint’s Technical Support at 800.334.7190.
*Images are from timeQplus Version 3.X.X



