The Entry-Master® System Training Guide Chapter 2 - Lesson 9

Lesson 9 — Batch Updating Cards

The batch update feature of the Entry-Master™ System provides several ways to update cards.
They are:

» Batch Update by Card Number — Use this function to update a group of existing card
numbers.

» Batch Update by Selected Field — Use this function to update a group of existing cards
based upon the contents of a specific field.

» Batch Add Card Numbers by Card Number — Use this function to add a group of new
cards to the database.

» Batch Update Inactive Card Users — Use this function to make changes to inactive card
users.

This lesson teaches you how to perform several of these functions.

A VERY IMPORTANT NOTE: Running any Batch Update function
permanently changes your data. Entry-Master Systems, Inc.
recommends that you back up your cardholder data before
performing a Batch Update. Once you run any Batch Update
function, the only way to retrieve your original data is to revert
to a back up of your data.

Batch Add Cards by Card Number (for new cardholders)

Usually, your Entry-Master® System dealer provides more than enough cards for each site.
However, occasionally you may need to add an additional group of cards. Log into the Entry-
Master® System as described in Lesson 1.
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lwent Bept Time Zones, Schedules, ete. | Access to Doors or Gates
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REMS ©2001- 2008 Entry-Master Systems, Inc.

Figure 2-9.1 The Entry-Master® Main Menu

Click on Utilities Menu link on the Entry-Master® System Main Menu. The Utilities Menu
displays as shown in the following illustration:
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Figure 2-9.2 The Utilities Menu
Click on the Batch Update Cardholders link to display the Batch Update Cardholder Menu.
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Figure 2-9.3 Batch Update Cardholder Menu

Click on the Batch ADD Card Numbers by Card Number link and the screen as shown next
displays.

Entry-Master® System V = =02 e0r2000 nry Mastwrsystems, Inc. | Abat

D2001- 2008 by Entry-Master Systems, Inc.

* Card Database Templata to Add by Card Numbar * 6> Issue Date: 081772013

2> Department: | 7= Expiration:

ax User [D=: 8>  Revalidate:

4= Lic. Plate: 9> /0 Status: F F-Foigive =

5> Req. State: e b Slate Selected - w

10> Hame Fhone: 16> Keyf I
11> Work Phone: 17>  ADATrace: 0 -MNone - B
12> Acc Group 1: 0007 0001 - Maghar Access (247) = Hesting Level Information
13> AcG Group 2; = Mo Group Selestad —  * Card Level: 0 Violations: 0

22 |ast Badging **=

14> Ace Groug 3: —— Mo Graup Selected — = ”

153 Elev Access: 0000 0000 - Mo Elevalor Access =

Fl1= Usar's Motas: [Hatas] Reader Lac Descnplion:

Last Badging Message ---=
Do) Cpun | (e |

FRIEMS [E1Z001- 2008 Entry-Master Systams, Inc.

Figure 2-9.4 Batch Add Cards by Card Number

When this screen displays you can edit all or some of the fields. For example, we are going to
add a group of cards to a new department that has been added to the facility. This department
will be Technical Support.

Remember that you can use the <Tab> key or the mouse to move from field to field.
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1. Type Technical Support in the Department field.
2. Type 05/01/2003 for Issue Date.

3. The Expiration Date for these cards will be December 31, 2004. Type 123101 in this
field. When you press <Tab>, notice that the date is now shown as 12/31/2001.

4. All new cards are typically set to Forgive. Select Forgive from the I/0 Status drop-
down list. If your system utilizes the passback feature, then the first time the card is used
the I/O status will change. See Lesson 10, Forgiving Cardholders, on page 98 for more
information about the Forgive 1/O status.

5. These cardholders will be allowed Master Access (Access Group 0001) of the facility.
Select this access group from the drop-down list in the Acc Group 1 field.

6. The Elevator Access should be 0000.

7. If necessary, select No Trace. The template should look like the following figure.

Important note: When you “batch add” cards, you are required
to enter at least an I/0O Status and an Access Group 1 on the
Card Template Screen.

If you do not define at least an I/0 Status and an Access Group
1, then the Entry-Master® Software assumes that the access
group is invalid (0000) and assigns a “Confiscate Card” status
to all your cards.

Entry-Master® System V 5029820012008 Enboy-Hastar Spatama, Inc.  Aboit

©2001-2008 by Entry-Master Systams, Inc.

* Card Database Template to Add by Card Number * 6>  Issue Date: 050712003
2= Departmant: [TECHNICAL SUPPORT = Expiration: 1273172004
3> User [0#: B>  Revalidate:
4> Lic. Plate: 9> /O Status: F F -Fargive =
5x Req. State: — Mo State Selacted — -
i0=> Hame Phone: 163 J
11> Work Phone: 17>  ADASTrace: 0 -MNona - T
12> Acc Group 1: 0001 DO - Master Access [247) ~ Neasting Level Information
13> Arc Group 2: - NoGroup Selected —— Card Level: O Violations: 0
*=% | ast Badging *%%
14> ACC Group 3: — NoGroup Sebacted —  + 3
15> Elev Accass: DO OO0 - Mo Elevalor Acgess =
Fi> User's Mobes: [Hater) Reader Loc Descrption:
+ Emptuil Last Badging Message --- >
Uilitin Muna Save | [fcance | [ Dele | [ Back | [ Prim | [ Help |
Logaff System
FIEMS D2001-2008 Entry-Master Systems, Inc.

Figure 2-9.5 Batch Add Cards by Card Number

8. Click on the Save button to start the update process. The following screen dis
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Entry-Master® System V  v50s0:0002000 oy baster Systems, o, Aot
Entry-Master™ System V Batch Update

Bakch Add Cards by Card Number: Argument List

Enter Starting Card Mumbar: I

Enter Ending Card Mumb.ar:

[[Run | [Reset || Back |

FIEMS £2001-2008 Entry-Master Systems, Ing,

Figure 2-9.6 Batch Card Update Screen

9. We will add 3 cards, 223460 through 223462. 223460 is the Starting Card Number and
223462 is the Ending Card Number.

10. Click on the Run button and a processing message displays.

This message confirms that the cards have been added to the database. When the process is
complete, the system returns you to the Batch Update Card Selection Menu. You can edit
each of the cards individually or you can click the Batch Update Cards by Card Number link
to update another group of cards.

Batch Update by Card Number (for existing cardholders)

To batch update cards by card number, log into the Entry-Master® System as described in
Lesson 1 on page 18. The Entry-Master® Main Menu should be displayed on the computer
screen as shown next.
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FIEMS 22001-2008 Entry-Master Systems, Inc.

Figure 2-9.7 The Entry-Master® System Main Menu

Click on the Enter Utilities Menu link and the following displays on the screen:
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Figure 2-9.8 The Utilities Menu
Click on the Batch Update Cardholder link and the Batch Update Cardholder Menu displays

next:
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Logoff System

Figure 2-9.9 Batch Update Cardholder Menu

This is the Batch Update Cardholder Menu. Click on the Batch Update Cards by Card
Number link to display the Batch Update Cards by Card Number Screen.

Entry-Master® System V 502 eor2000 tatry MasterSystoms, Inc: | shout

D2001-2008 by Entry-Master Systems, Inc.

= Card Database Tamplate to Add by Card Numbar * 6> Issue Date: 03172013

2> Department: | 7>  Expiration:

3= User [D=: ax Revalidata:
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5> Req. State: == Mo Slate Selected =
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13> Acc Group 2: Mo Graup Selecled — - ik B kAL hifolabiooe: S0

2t Lact Badging ***

14> Ace Groug 3: —— Mo Graup Selecled — =
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Fl= Usar's Mobes: [bates] Reader Loe Deseripbion:
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Save Deleta Print_| [ Help

RIEMS E2001- 2008 Entry-Master Systams, [nc.

Figure 2-9.10 Batch Update by Card Number

1. You can enter information in every field or in some of the fields. In this example, you
will change the I/O Status for cards numbered from 223460 to 223462. Click in the I/O
Status field. Select Special from the drop-down list.

2. Click on the Save button and the following screen disp
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Entry-Master® System V Batch Update

Batch Add Cards by Card Number: Argument List

Enter Starting Card Numbaer: |

Enter Ending Card Mumbear:
(R Jrese [ B |

FIEMS 2:2001-2008 Entry-Master Systems, Ing,

Figure 2-9.11 Starting Card Number Prompt
3. Enter Starting Card Number 223460.

4. Enter Ending Card Number 223462.
5. Click on the Run button to begin the update.

The names of all the cards that have been updated will quickly scroll on the screen. Next, a
message telling you that the update operation is finished displays. When the update operation is
finished, the Batch Update Cardholder Menu redisplays.

Batch Update Cards By Selected Field (for existing cardholders)

Suppose you want to define Access Group 2 for all cardholders who are employed by the Data
Processing Department. Log into the Entry-Master® System as described in Lesson 1 on page
18. The Entry-Master® System Main Menu should be displayed on the computer screen as
shown next.
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Figure 2-9.12 The Entry-Master® System Main Menu

Click on the Enter Utilities Menu link and the following screen displays:
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Figure 2-9.13 The Utilities Menu
Click on the Batch Update Cardholders link and the Batch Update Cardholder Menu displays.
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Figure 2-9.14 The Batch Update Card Selection Menu
Click on Batch Update Cards by Selected Field to display the following screen:

'q EMS“ Entry-Master® System V 0. 6200:-2008 cuiry-aster Systoms, Inc. At

M Mymy = un ©2001-2008 by Entry-Master Systems, Inc.
* Lardholders
= Card Database Template to Add by Card Number * 6>  I=sue Date: 08/17/2013
2= Department: | 7>  Expiration:
3= User [D=: ax Revalidatea:
4= Lic. Plate: 9> I/0 Status: F F-Foigive +
5> Req. State: e b Slate Selected - w
10> Hame Phone: 16> K TN
11> Work Phoma: 17> AD&/Trace: 0 - Mone - B
12> Acc Group 1: 0001 00N - Master Access (247) * Mesting Level Information
13> Acc Group 2: — Mo Group Selected — = ik B kAL ok GO0 0
2x% |ast Badging **=
14> Are Group 3: —— Mo Graup Selected — =
15 Elev Access: 0000 0000 - Mo Elevalor Access =
Fl= User's Nobas: [Hatss] Reader Lac Descnplion:
Last Badging Message --->
Save | || Cancel | | Delesa Print_| [ Halp

FIEMS E12001- 2008 Entry-Master Systams, nc.

Figure 2-9.15 The Card Template Screen

1. Click in the Ace Group 1 field to display a list of Access Groups. Select an access group
from the drop-down list. In this example, access group 0002 defines Regular Employee
Access.

2. Click on the Save button and a selection menu displays n
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Eniry-Master® System V Batch Update

Batch Update Cards by Selected Field: Argument List

| @1 - Liser Name

|02 - Deparment E

|03 - UsesID 3

| 04 - Licenae Plate

|05 - Rag. State

| 08 - Issue Date

| 07 - Expiratian Date

| 08 - Revalidalion Date
Select Search Field: | 09 - /0 Status

Enter Search String: DaTa | Advanced Search ]

RI:EE‘.-[ I Back ‘

FAEMS D2001- 2008 Entry-Master Systems, Inc,

Figure 2-9.16 Batch Card Edit Field Selection Menu
3. Click on the Department radio button.

4. In the Enter Search Value ficld, type DATA. Note that DATA is just a portion of the
Department name. You do not need to enter the entire department name. However, keep
in minds that doing so will update all Department names that contain DATA.

5. Click on the Run button and a message telling you how many records were u
displays.

6. When the update is complete, the Batch Update Cardholder Menu redisplays.

Batch Update Inactive Cardholders

The same screens display for this feature as the other Batch Update features except it specifically
affects cardholder records based on the date the cardholder last used the card. Typically, you use
this to batch update cards that have not been used for a period of time.

You may now proceed to Lesson 10, Forgiving Cardholders.
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