I. STANDARD PROCEDURE
A. DELIVERY

1st Step: Delivery Preparation:
	    HARDWARE
	     Ordered 
        Unit
	Delivery Report 
       Number
	Sales Invoice 
      Number

	AC 1000
	
	
	

	AC 2100
	
	
	

	VIRDI 4000
	
	
	

	AC 6000
	
	
	

	UPS (back-up battery)
	
	
	


2nd Step: Information and Requirements
	REQUIREMENTS
	REMARKS

	i.d. no. maximum of 8 digits
	

	Name List,Department and 
Position of employee’s
	

	Person to be Trained 

(maximum of 3 persons)


	1)

2)

3)

	ALAS personnel must report

Accomplished/works done, 

findings, and suggestions to:
	

	Server PC and 

“maximum of two Client PC if needed/required”
	

	Place of Device and back-up 

Battery w/ outlet for power supply
	

	Network Connection:
1) Direct to server PC.

2) Thru LAN.

3) Device to router/hub

But server pc is wireless.
	


II. PRE- ORIENTATION

VIRDI GETTING STARTED w/ slide show presentation.

· Overview of information about biometric devices and our products.

· Safety precautions.

· Meaning of VIRDI.

· Advantages and dis-advantages.

B. SETUP
1) Registration:
	REGISTRATION
	REMARKS

	ALAS and CLIENT
	

	w/ guidance of ALAS and direct

installation of device & dtr software
	

	Target date or end of registration
	


2) Installation: 
	Software w/ soft copy & orientation
	Autorized Personnel

	Device software
	

	DTRMaker
	


3) Device: 
1) Training: maximum one whole day.
· How to register employee w/ additional fingerprint.
· Function for log in and log out.

· How to view a name of employee’s.

· How to re-enroll employee.
· How to setup device network to connect on server pc.

· Administrator and restriction of device/unit.

4) Device software:

2) Access server or unis server overview and training w/ manual soft and hard copy procedure.

· How to setup access server manager or unis server manager to connect on device/unit.
· How to synchronize 2 or more unit/device.

· How to download all and new registered user from device to server/ server to device.

· How to upload access logs.

· How to view a name of employee's.

· How to activate picture dialogs.
· How to use query access logs.
· Encoding of important information on mini 201 file noted: for dtr printout/reports purposes.

· Standard settings of device software server.

· How to add terminal/device/unit.

· How to use manual back-up and activate the automatic back-up.

5) DTRMaker software:
3) Overview and training noted: w/ soft copy of manual.

· How to setup the connection of dtrmaker to server/database.

· How to use attendance slip.

· How to print dtr reports on: preview, printer and excel.

· How to use file manager and its purposes.

· How to use logs and its purposes.

· How to add user and password maximum of 3 persons note: restricted for authorized personnel only.
C. Execution 

a) Orientation: function for device

· Standard= F1 “Morning IN”, F3 “Lunch OUT”, F4 “Lunch IN”,      and F2 “Afternoon OUT”.
· Straight= F1 “Morning IN”, F2 “Lunch OUT”, F3 “Lunch IN”,        and F4 “Afternoon OUT”.
· Multi-Function= F1 “Schedule IN”, F3+0 “Lunch OUT”,                F4+0 “Lunch IN”, F3+1 “O.T. IN”, F4+1 “O.T. OUT”,                       and F2 “Schedule OUT”.
b) Dry Run

· Day 1- overview and assistance in few hours w/ alas and client representative.

· Day 2- overview and assistance of client personnel.

· Day 3- overview of data at least 80% of user perfect on function for their data/entries.

c) Parallel 

· Minimum of 15 days w/ existing unit, adjustment and trouble shooting.
· Maximum of 30 days “after 15 days of minimum” pre-final w/ trouble shooting, overviewing/re-capturing of:

	SOFTWARE
	REMARKS

	DTRMaker
	Yes

	Device software
	Yes

	MYSG/SAMS-attendance management system
	If purchased

	Payroll System
	If purchased

	w/ existing software
	Alas provide log converter for 
txt file only and included on contract.


d) Final /Live

· Client must be set the date of visit w/ confirmation or agreement of ALAS personnel.

e) WARRANTY TERMS AND CONDITIONS:

