The Entry-Master® System Training Guide Chapter 2 - Lesson 7

Lesson 7 — Searching for a Cardholder’s Record

Entry-Master® System cardholder search function allows you to locate a specific card
number or cardholder using the following features:

» Enter Cardholder's Name (or Card #)

» List All Cardholders

» Search on a Selected Field

» Search Criteria for More Complex Searches

Once you locate the card number or cardholder, you can view the record associated with the card
number or cardholder; or you can make changes to the record. This lesson teaches you how to
use all the listed search features.

If you are logged into the Entry-Master® System, return to the Entry-Master® System Main
Menu and click on the Cardholder Search/Edit link. If you are not logged in, see Lesson 1 on
page 18.
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Figure 2-7.1 The Entry-Master® Main Menu
The Cardholder Search/Edit Screen displays next.
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Figure 2-7.2 The Entry-Master® System Search Screen

Enter Cardholder's Name (or Card #)

1. If you haven’t already done so, access the Entry-Master® System Search Screen.

2. In the Enter Cardholder’s Name (or Card #) field, type Harris as shown next.
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Figure 2-7.3 Enter Cardholder’s Name (or Card #)
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3. Click on the Go button and the following results display:

Entry-Master® System VM - =iiiteemianss tee ot

SLH_CD30 r - ) 5
Search: Card Nama Index for Search String: HARRIS

Card Mo. Cardhoidar Nama Lic. Plaba In/Out  Departmant
00534703 HARRIS, HATALTE HD: KLA-215 Forgive 5720 VOICE NETWORKS
00703433 HARRIS, DARA | Forgive  GF
DOT09434 HARRIS, KIMBERLY Forghve  GF l
| [ | - i
Enter Display Liness| 17 = orchicki | Pagelp | o I__E'_“EEE‘__: .___E,‘ﬂk__,] ‘_pl'“____] ._:'f'ﬂ__]
oy FIEMS R2001-2008 Entry-Master Systems, [no,
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Figure 2-7.4 Search Results for Cardholder Name

4. The Card No. field is a link to the Cardholder Database. Click on the card number
link as shown next.

SCH_CD50 Entry-Master® System V Search Screen 08112012
Search: Card Name Index for Search String: HARRIS
Card No. |Cardholder Name Lic. Plate In/Out |Department
HARRIS, NATALIE MD: KLA-215 Forgive |5720 VOICE NETWORKS
00709432 | HARRIS, DARA Forgive GF
00709434 |HARRIS, KIMBERLY Forgive GF
Enter Display Lines: 1#e= or Click: [ Pageup l or [ PEQEDH ] [ Back l[ Print l[ H9|p l

Figure 2-7.5 Card Number Link
5. The cardholder record displays for this cardholder.
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Entw-“asterc svstem v w5.0.8 DI001-3008 Ertry-Master Systems, Toc.  About
*= Card Number: 00534293 L2008 Entry- Master Systems.  All Rights Reserved.
1> User's Mame: HARRIS, MATALE (] 55U Daka: (41772008 I_I
2= Department: 5720 VOICE METWOHRES 7= Expiration: =]
3 User ID#: 123-45-678% a= Ravalidata: -
= Lic. Plate: KLA-215 9= 1/0 Status: F -Forgive =
5> Reg. State: MO - Maryland - at
0= Home Phong: (301} 716-1351 16> Kaypad PIN: sees
11> Work Phone: (410) 594-1805 17> ] Trace | ADA Card =
[ 12> Acc Group 1z 02 - Reg Employea Accass « * Nasting Laval Information *
. p 13> Arc Group 25 0003 - Parking Privileges - | Card Lavel: 0 Vialations: 0
*  Alarm Rast 14> Acc Group 3: -— Mo Group Selactad — - q:.* Last n“ﬁﬁ“ L
Date: 04704 r=: 0111
sl . Time: 17:09 Stat: 06
. Gl 15> Elewv Access: 0000 - Mo Elevatar Access =
= User Audit Fi= Lizer's Nobes: [Mobes] Reader Loc Descnption: Main Lebby Glass Drs
» meptusl Last Badging Message ---= Access Granted by Valid Card.
| Save || Cancel | [ Dalete || Prev || History | Copy | [ Mext | [ Back ' Help |
FEMS D2001-2008 Entry-Mastar Systems, Inc.
Enter User Notes

Figure 2-7.6 Cardholder Record Screen
6. Click on the Back button to return to the Cardholder Search Results screen.

7. Click the Back button again and the Search Screen appears.

List All Cardholders

The List feature displays all possible cardholder records in the Entry-Master® System installed at
your location.

1. If you haven’t already done so, access the Entry-Master® System Search Screen.
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Figure 2-7.7 Entry-Master® System Search Screen

2. Use the Enter Display Lines at the bottom of the screen to increase or decrease the
number of records that appear on the screen at one time.

Entry-Master® System V 0020012008 friy-astar Systars; Ine.  Albost

Enter Cardholder's Name (or Card #):
Chick: | List | an cardholders,

[ Seach | g5 3 selected Fieid.

Advanced | gearch Criteria for mare complex searches.

I guack; I to Retum to the Main Menu,

| Back || Pit || Help |

EMIGF“SMU‘"ESI_‘? il |

FIENS E2001- 2008 Entry-Master Systems, Inc.

Figure 2-7.8 Enter Display Lines
3. Select 25 from the Enter Display Lines drop-down list.
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4. Click on the List button to display the first 25 records in your cardholder database.

w EMS’

® Cardholders

Entry-Master® System V

w08 D300 008 Dntry-Master Syatems, Tnc.

About

% [Mpmitar Card Ma. Cardholder Name Lic. Plate In/Out  Department
AR e o0FoRA00 AASEN, WILL Forgive  GF
e o01SH0ER ABDULLAH DSHAN Forgres WG,
# Open Unos O F O ACKERS CHRIS Forgna Log
» Ihnlock DOISHITH M FBOU HOUMCHRELLY Forgive WG
R OniSTaiG AHEAN CHOWDHURY Forgive .G,
Ono4aaTE ATSHA HARRIC Fargies WESTERN & S[HITHERN
®  Cleas Doge DOLIINFE AJIOLLI RAVI Forgies H.G.
g OOESOOSH  ALEBERTA SANNIE-ARIYIBI Forgive WG,
COIEB0ZE ALBEERTA; SANNIS-ARIYIEL Forgre LG
" Yoo 00190039  ALEKSANDRA CRINMAN Forgve WG
SnISE0ET ALENE BLACKMON Forgive MG, =
Erpniinion orIIaIGE ALGIE EPRS Forgivs W5
¢ Fuent Reph o01793%2 ALIZOUN Forgies  MOORE
= Aler Rast OOAS144H  ALMAMUM, SHAMIM Forgive  RORTRUD SRUMMAK
e DOFODAG] ALWINE; JASOM Forgive oF
P DOiSSR01 AHANDHI SUTTL Forgive .G,
& Confeg, DODEATE 1 AHDY SLHIELER Forgive ..D\L'l'.l\
£ ey D0B3I130 AN CHAUDHARYT Forgivs WG,
T SO1E5E92 AN HAYAK Forgiea H.E
! SO1EE1 36 ANKIT GUPTA Forgive G
D0 B0 ANNA SURR Forgive .G,
[ RS R ek ] AHNA SURR Forgive MG,
11773330 ANNE SLRR Forgive MG
00150035 AN TOMAR Forgres WG
OOISFEGS  ANURADHA ORUGANTI Forgres  WLE.
Enber Display tinesz 25 * | oecheks | Fagelp | o | PageDn | | Back || Print || Help
Figure 2-7.9 Search Results
5. Use the PageUp and PageDn buttons to navigate through the list of cardholder

records. The PageDn button moves down to the next group of 25 records. The
PageUp button moves up to the previous group of 25 records.

6. Click the Back button and the Search Screen appears.

ciicks | PageUp | o, [ PageDn |

Figure 2-7.10 Page Up and Page Down Buttons

Search on a Selected Field

1. If you haven’t already done so, access the Entry-Master® System Search Screen.
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Figure 2-7.11 Entry-Master® System Search Screen

2. Click on the Search button and the following screen appears:

= Event Bept
* Alarm Hept
* Card Data

* Caonfiq,

* Usar Audit
* Bagttd

Lemoff Sxatem

Entry-Master® System V

Chaaze search field, ar elick to exit back to Main Search Screen.
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User's ID=
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Iszue Date
Expiration
Revalidate
1/0 Status
10. [0 Readear
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[ b e T

el
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Enter Search Value: SECURITY]

3.0.8 ©I00T- TO0F Entry- Manber Syxtemy, o

Embry-Macter® System ¥ Search Scresn

14, Acc Group 2
15, Acc Group 3
16, Elew Access
18, Kaypad FIN
13, ADATrace
20, Last Date
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26, T/O Time
27, Viclations
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G

About

0&f 112015

Figure 2-7.12 Search on Selected Field Screen

3. Click on the Department radio button to select the Department field.

4. Type Security in the Enter Search Value field,

5. Click on the Go button. The following illustrates possible results for this type of

search.
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Entry-Master® System V  v50252001-2009 intry-Moster Systems Ine.  Abaut

2012
Card No. Cardholder Name Lic. Plate [ InfOut  Department |
O0G03F04  BAKER, KEVIN W. Forgive  EMTRY-MASTER [SECURITY) [

| D1A14997  |BANMER, KEVIM (EME) Spacial  ENTRY-MASTER (SECURITY)

| 0o3m0R77  [BAKER, KEVIN W. Forgive  ENTRY-MASTER (SECURITY) |
DFI0AISE  [BAKER, KEVIN W [KCW FOB) Forgres  ENTRY-MASTER [SECURITY) |
BT913797  BAKER, KEVIN W. Forgihva  ENTRY-MASTER [SECURITY) |

| 07753935 |DUBITEKY, VICTOR Forgive  ENTRY-MASTER [SECURITY] |
0773ZBIT  ENTRY-MASTER, LLC Special  BACKUP SECURITY FOB |

Enmtur Display Linws: 17 ™| orclicks | P299Up | o | Pageln | | | Back || Pt || Help
m E£2001-2003 Entry-Master Systams, Inc.

# Alsrm Rept
* Cacd Dati
+ config.
i -
* Raptutd

utiliting Henu

Logoff System

Figure 2-7.13 Selected Field Search Results

7. Click the Back button and the Search Screen appears.

Search Criteria for More Complex Searches

The Advanced Search Criteria for More Complex Searches feature is an easy-to-use, point-
and-click, advanced search feature that allows you to construct customized queries. With
English-like statements you can retrieve meaningful data stored in the Entry-Master® System
installed at your location.

If you haven’t already done so, access the Entry-Master® System Search Screen.
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Entry-Master® System V o2 s200r200seney toster systoms, tne. - sbout
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Figure 2-7.14 Entry-Master® System Search Screen

Click on the Advanced button and the following window appears:

-’4 EMS Entry-Master® System V 0787012008 fotry-somter Systens, far.  glkaut

Hain Hen
® Cardholders

* Henitor

Enbry-astac® o dvanced Searc on/11) 2013

Search Fiald Relational Operator Saarch Data
- Selecta Fiald - - ~ Salect Rel Operator—- =
& AND OR.
- SelectaField - - ~Select Rel Opesalor- =

@ AND OR

-~ Selesta Fiald - - = Salect Rel Operator - =

Reports Many & AND OR SUB-QUERY CORNECTOR
v t Rept =
e Search Fiald FRelatienal Operator Saarch Data
* sl -~ Selesta Fiald - - = Salect Rel Dperator - =
& Card Dats
e @ AND TIOR
o Uaar Audt - Selecta Figld - b — Select Rel Operalor— -
S AND OR
- Selecta Fiald - b - Select Rel Operator - -
Enter Display Lines) 17 ~ Resat | Baek || Pt |[ Help |

MEMS £12001-2008 Entry-Master Systems, Inc.

Figure 2-7.15 Advanced Search Screen

Advanced Search Entry Fields:
The table below describes the different fields that display on the Advanced Search Screen.
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Field Name

Description

Select a Field

A drop-down list of data fields from the Cardholder database. The field name
is selected first. For example, "Department" is a field in the Cardholder
database.

Rel Operator

A drop-down list of relational operators that determine the condition that
needs to be met for data to appear on report. Using "Department is equal
to..." as an example, the condition (or operator) is "Equal to." This retrieves
all cardholder data that have a specific string of characters stored in the
department field.

Search Data

An entry field in which you type the string of text or numbers that must be
stored (or not stored) in the data field. If we wanted all cardholder records
that have the word "Security" stored in the Department field, we would type
Security in this entry field.

And/Or

Links statements together to either include or exclude criteria. Here are two
examples:

Department is equal to Security
OR
Department is equal to Safety

Department is equal to Security
AND
Last Badging Date is greater than or equal to 01/01/2003

Creating a Query:

1. Click on --Select a Field-- that displays in the Search Field and select Department
from the drop-down list.

Important Note: For more information regarding these data
fields, see Appendix A in this manual.
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|Home Phane
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Graup 1 Desc
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|Group 3 Dese |

| Elav Accass | - SelectRel Operator -
Elav Dascrp

|Keypad PIN

|ADATrace Cade [0-3)
|Last Badging Date |
Last Eadging Time x|
— Belect a Field - -

- Seleci Rel Oparator—- -

- Selecl Rel Operatos - =
LogofF Syatem

Enbas Display Linass 17 ™

Search | | Reset | [ Baek |[ Pint |[ Help |

FAEMS M2001-F00F Entry-Master Systems, [nc.

Figure 2-7.16 Search Field Drop-Down List

2. Click on --Select Rel Operator-- that appears in the Relational Operator field and

select Equal to as the relational operator.
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Entrv-“asterm Svstem v UF.0,0 $I00[- 2008 Entry-Master Systems, Inc.  About

5CH_COS0 Entry-Ma 5 dwances < 08/ 11/3013

Search Feeld Relational Oparator Saarch Data
Department b Equalto -
|- Selecl Rel Operator --
i
~Select aFuald - - |MetEqual iz
|Less Than
8 AND Of. |Less Than ar Equal ta
ife)
-~ Galact s Figld - - | Greater Than
. |Graater Than or Equal to
| Cantaining |
I om0 on Nk Cotmiog !
| E
* Ewmnt Hept Search Field !Dnes Mol Begin with EgarchData
* Alaemw Rept - |Eniz with
~SelectaFiald - b | Dioes Mot End with
& AND OR
Unar Audit = BelectaFrld - - = Belect Rel Dperalor =«
Rapt utd & BND T OR
o ~SalectaFiald - b —Salect Rel Operaior— =

Logoff System

Entas Cisiny Linaatl 17 = Resel | | Back || Prnt || Help |

FIEMS ©2001-2008 Entry-Master Svetems. [nc.

Figure 2-7.17 Relational Operator Drop-Down List

3. In the Search Data field, type in Security.

'd EMS Entry-Master® System V  -=roemor 08 fotydestar Systans roc. about

Mo W g

on 113013
» Cardholders
Blouibac Search Field Relational Cperator Saarch Data
Algems Department - Equal to - Security
o AMD OR.
- Selecta Field - o —-Select Rel Dpesalor—- =

@ AMD OR

- Selecta Field -- - - Select Rel Operator - =
& AMD OR SUB-QUERY CORNECTOR
Euent Rept E
L Search Fiald Relational Operatar Saarch Data
Lol - Selecta Field -- o - Select Rel Operator - =
Card Dats
2 AMD OR
- Selecta Field - S —Select Rel Operalor— =
21 AND OR
- Selecta Field - - = Balect Rel Dperator~ =

Enter Display Lines)| 17 ~ | Back || Pint || Help |

Figure 2-7.18 Completed Statement
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4. Click on the Search button to execute your query. This statement, Department Equal
to Security (as shown below) will retrieve all cardholder records that have Security
stored in the Department field.

5. Click on the Go button. The following illustrates possible results for this type of
search.

Entry-Master® System V  +=o° 5202000 ey tastersystens toe.  ahost

Card No. Cardholder Name Lic. Plaba InfOut  Departmant
DOGOABE BAKER, KEVIM W. Fargive  SECURITY
01414897 BAKER, KEVIM (EM5} Special SECURITY
063R0ATT BAKER, KEVIN W. Forgive  SECURITY
OFTOLLE0 NAKER, KEVIN W. [NEW FOS) Farghe SECURTTY
BIEAITIZ LAKER, KEVIN W. Farghve  SECURITY |
LEFEFUEE] DUBITEKY, VICTOR Fargive SECURLTY
Emtar Diplay Lines: 17 * | arciick: | Fagelip | | Pageln | l Back I l Pririt J I Help J

FIEMS L2001~ 2003 Entry-Magter Systems, [,

Figure 2-7.19 Advanced Search Results

Linking Statements:

You only need a single statement to create a query. However, the Advanced Search feature
allows you to connect up to six conditional statements in a single query. Clicking on an AND or
an OR radio button links statements together for a more sophisticated query.

Clicking on the AND radio button between statements means that the cardholder's record must
qualify for both the first condition and the second condition.

For example, the query:

Search Field Relational Operator Search Data
IDepartment J IEquaI to j ISECURITY

~AND © OR
IIssue Date j IGreater Than or Equal tuj |01f01f2003

Figure 2-7.20 Statements Connected with AND

...retrieves all cardholder records that have Security in the Department field and 01/01/2003
stored in the Issue Date field.
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Using OR between statements means that the cardholder's record must meet either the first
condition or the second condition.

For example, the query:

Search Field Relational Operator Search Data
IDepartment I Equal to ISECURITY

CAND &OR
IDepartment I Equal to ISAFETY

Figure 2-7.21 Statements Connected with OR

...retrieves all cardholder records that have either Security or Safety stored in the Department
field.

Sub-Query Connector:

You can create a "compound" query using the Sub-Query Connector radio button. The Sub-
Query Connector connects the top three statements to the bottom three statements using AND or
OR conditions. This feature tells the program to retrieve records based on the first three
statements then retrieve records based on the second three statements.

“AND ¢ OR SUB-QUERY CONNECTOR

Figure 2-7.22 Sub-Query Connector
You can proceed to Lesson 8, Editing the Cardholder's Record.

EMS" Publication 1310-001 Page 70


ABaker
Image


	Audience
	How the Manual Is Organized
	Section 1 – What Is The Entry-Master® System?
	Section 2 – Features of the Entry-Master\(System
	
	Cardholder Data Management
	User-Defined Activity Messages
	User-Defined Parameter Descriptions
	User-Defined Message Levels
	Global Anti-Passback
	Special Anti-Passback for Individual Cards
	Access Group & Time Zone Control
	System Card Access to the Software
	Card Access Nesting


	Section 3 – The Entry-Master® System Data Manage�
	Buttons
	Online Help
	Reports

	Section 4 – Data Entry Overview
	Enter all new data:
	Copy an Existing Record:
	Modifying a Record:
	Deleting a Record:
	Creating a New Cardholder Record:
	Copy an Existing Cardholder Record:
	Important Note from the Editor

	Lesson 1 – Logging into the System
	Lesson 2 – Logging Out Of the System
	Logging Out From the Main Menu

	Lesson 3 – Changing Your Password
	Lesson 4 – Defining Card Readers
	Lesson 5 – Defining Time Zones & Holidays
	Defining Time Zones
	Defining Holidays

	Lesson 6 – Defining Access Groups
	Lesson 7 – Searching for a Cardholder’s Record
	Enter Cardholder's Name (or Card #)
	List All Cardholders
	Search on a Selected Field
	Search Criteria for More Complex Searches
	Advanced Search Entry Fields:
	Creating a Query:
	Linking Statements:
	Sub-Query Connector:

	Lesson 8 – Editing the Cardholder’s Record
	Changing data in the Cardholder’s Record
	Adding a New Card Number
	Copy an Existing Cardholder Record:

	Lesson 9 – Batch Updating Cards
	Batch Add Cards by Card Number (for new cardholders)
	Batch Update by Card Number (for existing cardholders)
	Batch Update Cards By Selected Field (for existing cardholders)
	Batch Update Inactive Cardholders

	Lesson 10 – Forgiving Cardholders
	Forgiving an Individual Cardholder
	Resetting All Cards to Forgive

	Lesson 11 –System User Maintenance
	Adding a New System User:
	Change an Existing System User’s Settings:
	Edit an Existing System User's Name Field:
	List System Users
	Delete a System User from the User List:

	Lesson 12 – Manually Opening or Closing a Door / 
	Open a Door/Gate One Time
	Open Door/Gate to Allow Free Passage
	Close a Door/Gate To Restrict Access

	Lesson 13 – Accessing the On-Line Monitoring Scre
	Lesson 14 – Generating & Printing Reports
	Section 1 – Card Database Reports
	Section 2 – Card System Event Reports
	Section 3 – Configuration Reports
	Section 4 – Printing and Exporting Reports
	To Open the Report in a Word Processing Program:
	To Open the Report in a Word Processing Program:

	Section 5 – Reports Listing
	Section 1 – A Quick Look
	Section 2 – The Cardholder Screen in Detail
	The Cardholder Record Field Description
	Card Number
	User's Name
	Department
	User ID#
	Lic. Plate (License Plate)
	Reg. State (Registration State)
	Issue Date
	Expiration
	Revalidate
	I/O Status
	Home Phone
	Work Telephone
	Access Group 1, 2, and 3
	Elevator Access
	Trace (Y/N)?
	Keypad PIN
	Users Notes:
	Display-Only Fields

	Button Descriptions




