The Entry-Master® System Training Guide Chapter 2 - Lesson 8

Lesson 8 — Editing the Cardholder’s Record

ost of the work you will perform on the Entry-Master® System will be adding and
editing card numbers. Now that you know how to search for and display a

cardholder's record you are ready to learn how to modify the record and how to add a
new card number.

This lesson teaches you how to do the following:

» Modify information the cardholder's record

> Add a new card number

See Appendix A, The Cardholder Record Screen, for a complete description of all fields and
functions displayed on the Cardholder Record screen.

Changing data in the Cardholder’s Record

Suppose Natalie Harris bought a new car and got new license plates. To keep the cardholder
database up to date, you need to enter the new license plate number in the cardholder record for
NATALIE HARRIS.

1. Log into the Entry-Master® System as described in Lesson 1.

i

Click on the Cardholder Search/Edit link.

(O8]

Display the cardholder record for NATALIE HARRIS by;
a. entering all or a portion of her last name;
b. or by entering her card number.
4.  Click on the Go button.

5.  Click on the card number for Natalie Harris.

The cardholder record for Natalie Harris displays in the window. Your screen should look like
the following:
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Entw-“asterc System v w508 TI001-2008 Frbry-Master Systems, Toc.  About
*= Card Member: 00534203 D200 Entry-Master Systems. All Rights Reserved.
ix User's Name: HARFIS, MATALIE 6=  Issua Date: 04172008 ||
2> Department: 5720 VOICE NETWORKS 7> Expiration: =
3 User ID=: 123456759 a= Ravalidate: -
4= Lic. Plate: KLA-215 9= 1/0 status: F -Faorgive
5 Reg. State: MO - Maryland - at
10> Home Phone: (301 716-1351 162 Kaypad PIN: sees
11> Work Phone: (410} 5941805 17> [ Trace | ADA Card
12> Acc Group 1: 02 - Rag Employas Accass | * Nasting Lavel Information =
13> A Group 2o 0003 - Packing Pivileges - | Card Lavel: 0 Vialations: 0
[ . *

13> Agc Group 3: Mo (roup Selected — v L ** LastBadging ***

Dakte: 04/04 Rdr=: 0111

S 15> Elev Access: 0000- No Elevatar Access = e S
= Usee Audit Fi= User's Motes: [Hotes] Reader Loc Description:  Main Lobby Glass Drs
o Reptusil Last Badging Message ---= Access Granted by Valid Card.
| Sawe || Fancal | | Dalete | Prev || History [ Copy | [ Meot || Back | [ Print | Help |
FIEMS £2001-2008 Entry-Mastar Systems, Inc.
Enter User Notes

Figure 2-8.1 Cardholder Record for Natalie Harris
6.  Once the information displays, navigate to the Lic Plate field. To do this either:
a. press<Tab> until the cursor is positioned in the field;

b. or, with your cursor, click several times in the Lic Plate field. This highlights the
entire text in this field

7. Type over the old number with the new number.

8. Make any other modifications to this record in the same manner. If you have no other
modifications to make, click on the Save button and a blank Cardholder screen displays.

Adding a New Card Number

Occasionally you may need to add a new card number. This section shows you how:

1.  From the Entry-Master® System Main Menu, click on the Cardholder Search/Edit link
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" EMS - Entry-Master® System V  »20°©001-2008 trry-soster Systems toc.  About

e B | Main Menu |
* Cardholders 4
* Moniter e e
. ) | |
pan Once || ' Cardholder Search/Edit 5 Enter Alarm Monitoring
- Oy O 1
. o | Search for Cardholders by Name or Card Enter On-Line Monitoring of Alanm Activity on
* Unlock Number - Edit/Add Card Data the System
* Logk
¢ Enter Reports Menu &
Choose from Activity, Alarm, Card, Revenus This Option is used to Change Your Entry
or Configuration Reports Password into the System |
fi= jliti 7 |
| Edit System Configuration - Access Levels, This Command s used to Manually Grant
Time Zonas, Schedules, atc. Access to Doors of Gates
4 Enter Event Monitoring & Exit Entry-Master System V
Enter On-Line Monitoning of Card Access and Exit Entry-Master System Software and |
alarm Transactions Return to the Login Screen

REMS ©2001-2008 Entry-Magter Systems, Inc.,

Figure 2-8.2 Cardholder Window

2. The Entry-Master® System Search Screen displays.

Eniry-Master® System |V . rienniom et bum . | shat

Eratry-Master® Systens W Search Soredn

Enter Cardholder's Name (or Card £): l1:!345

click: List all cardholders.

Search on a Selected Fiald.

Advanced | search Criteria for more complex searches.

T BB‘?P:_I to Return to tha Main Menu,

Emtar Casplay Liness| 17 ~ | Back || Print || Halp |

FIEMS £2:2001- 2008 Entry-Master Systems, Inc.,

Figure 2-8.3 Cardholder Search Screen

3. The cursor is positioned in the Enter Card Name (or Card #) field. Enter 123457 in
this field then click on the Go button.

4. A blank Cardholder Record Screen displays.
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'd EMS Entry-Master® System V = os om0z mm coty-sestar Syutnns roc.  sbout

et *> Card Number: 00123457 ©2008 Entry-Master Systams. All Rights Resarved.
= Cardholders —
o Mamitor 1> User's Name: | 6> lssueDate: 05232003 [
kg Dapartmant: = Expiration: I i
3 User 1D#: a Revalidate: -
= Lic. Plate: ax I/O Status: F-Faorgive
S Req. State: —- No Slale Selecled - = ak
10 Homa Phang: *Em Keaypad PIM: M/a
ii> Work Phane: 17% [ Trace | aDA Card =
12 Ace Group 1: 0001 - Allowed Evarywhera ~ * Nesting Level Information *
i3> Ace Group 2: - ho Goup Selecied <~ v Card Leval: O Vialatians: 0
14> Acc Group 3: — No Group Selacted —  ~ #x% Last Badging ***
Data: Rdr=:
Tima: Stat:
15> Elav Access: (000 - Mo Eleveior Access
Fl= Usar's Hotes: [Motes] Readar Lot Description:
Last Badging Message --->
'Sa.\.-e"'caneei'[l:}elebel'Prev][H:swryl |EapyJ'Nead]'Back'[an|'HelpJ

FEMS D2001-2008 Engry-Master Systems, Ing,

Enter User Notes

Figure 2-8.4 Blank Cardholder Record Screen

5. The cursor is blinking in the User Name field. This lesson will take you through this
screen quickly.

For more information about the fields in this screen see Appendix A,
The Cardholder Record Screen, or the lessons that cover some of the
specific fields. For example, Lesson 5 describes time zones and Lesson
6 describes access levels.

6. Type LONG, JEANNE into the User's Name field and press <Tab>. The cursor moves
to the Department field.

7. Always enter the LAST name first and the FIRST name last. Separate the LAST and
FIRST name by a comma and a space. Also, you can use upper or lower case to type in

any entries. The Entry-Master® System converts all text to upper case after you leave the
field.

8.  Inthe Department field enter SALES and press <Tab>. The cursor moves to field to the
User’s ID# field.

9.  The User's ID# field is the user's employee number or social security number. Type 224-
38-1234 and press <Tab>. The cursor moves to the Lic. Plate field 4.

Important Note... The dashes in the social security number are

not required, but make the number easier to read. If the social
security number is always used for this field, the system can be
configured to automatically insert the dashes.

10.  Enter XYZ-877 into the Lic. Plate field. The dash is not required.

11.  The next field, Reg. State, has a drop-down list of all the states. There are two ways to
display a drop-down list and make a selection:
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12.

13.

14.

15.

You can click on the down arrow in this field to display all possible states.

You can press the <Tab> key from a previous field, then use the up and down arrows
on your keyboard to make a selection. In this case, once you highlight your selection,
press the <Enter> key. The Entry-Master™ System leaves your selection in the field
then moves to the next field.

MNLF - MDEN UakaE
MNE - Nebraska |
MH - Mew Hampshire |

n"_ & M- Mew Jarsay L E2001-2008 Entry-Maxter Syatems, Inc.  About
Ent MaSter MM - Naw Maxico |
MY - Mewada I
MY - Mew York L
£ Card Numbar: | OH - Ohio 2008 Entry-Master Systems.  All Rights Reserved.
QK - ilahoma i —
1= Usar's Name: OF - Oragon 6> Issue Date: 05232003 |-
P& -Pennsylvania Xty 1
2> Department: | £g. pedn Rico e Exprration. (=)
a User I0=: | Pl - Rhode lsland | = Revalidate: I
= 20 - South Caralna . - i
4 Lic. Flate: | er . 500 Dakola | 95 /0 Status: F-Fomgive v
5> Reg. State: | TH- Tenmessaa 1 at
TX - Taxas |
10 Home Phone: ':' 1 Keypad PIN: NfA
- -_ | I
11> Wark Phene: T - Vemont | 17> Trace [ | ADA Card =
WA - Washington -
12> Acc Group 1t W~ Wiscansin - * Nesting Level Information *
13> Acc Group 2: | WV - Wesl Virgina - Card Level: 0 Vinlations: 0
WY - Wyamis -
14> Acc Group 3: == uyﬁ.:ﬂblgumuluu--- - *=% Last Badging ***
Dake: Rr#:
T Stat:
15> Elev Access: 0000 - Mo Elevator Accass -
F1= User's Notes: [Notes] Reader Loc Dascription:

Last Badging Message -—- >

* Begptimd

utilitins Menu Save |Canl:e|| Dalete | Prew | Higtoay | Copy | | Net | Back Print | | Halp |

MEMS £2001- 2004 Entry-Magter Systams, Inc.

Enter User Notes bt

Figure 2-8.5 Registration State Drop-Down List

Notice that the current date is already filled in by the Entry-Master”™ System. Normally
you will not change this date unless for some reason the date you issue the card is not the
same as the date you are adding the card to the system. For example, to change the date
to June 20, 2003, type 062003 and press <Tab>. The cursor moves to the Expiration
date field.

Note... The slashes are not required when entering a date and if you
do not specify a year, the Entry-Master® System uses the current year.

Enter the Expiration date in the same manner as the Issue Date. This card will be valid
for 6 months, so add six months to the Issue Date and type in the result in the Expiration
date field. Press <Tab>. Notice that the Entry-Master” System put the slashes in the
date.

Do not enter a Revalidate date unless you wish the card to be revalidated automatically
on a particular date. We do not want the card to revalidate, so just press <Tab>.

The I/0 Status field is also contains a drop-down list as shown in the following figure.
All new cards are typically set to Forgive. If the passback feature is utilized on your
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system, then the first time the card is used the I/O status will change. See Lesson 10,
Forgiving Cardholders for more information about the Forgive I/O status.

# Clear Door
s Status
# Video
Beporis Manuy
* Event Reot

# Alarmn Rept
* Card Data
# Confiq.

® User Audin
* Hept vt

Aniifiting Henu

Lemoff Systam

Entry-Master® System V

o Card Mumbear: (0123457 D2008 Entry-Master Systams.  All Rights Resarved.
1> User's Hama: LONG. JEAMNE 6>  lsgue Date: D6EOZO03 ||
FES Dapartment: SALES 7= Expiration: 12707003 ||
ax User ID#: 224-35-1234 a= Revalidate: ]
4 Lic, Plata: XYZ-577 o> 10 Status: F-Forgive =
5 Reg. State: VA-Virginia - at 1+ In
Q- Jut
; n gi
10 Home Phana: rxn ':-qwad PIN: 's- Spacial
ii> Wark Phone: 17 L Trace
1= Ace Graup 1: 0007 - Alawed Everyatiere = * Nesting Level Information
13> Acc Group 2; -~ Mo Goup Salected —  ~ | Card Level: 0 Violations: 0
14> Acc Group 3 - Mo Group Selected - ¥ X% LostEBadging Fe¥
Date: Rdr=:
15> Elev Access: 0000 - Ma Elevatar Access - TGS S
Fi> User's Nates: [Notes] Reader Loc Descrption:
Last Badging Message --->

[_Save i Goncel | Dolote [{_ Frev. ] [ stz ]

V0.9 S2001-2008 Entry-Master Systems, Toc.

[Lcopy J{ et J{ Back | | Prin ] | e ]

REMS DE000- 2008 Entry-Madter Systems, Inc,

Enter User Notes

Figure 2-8.6 1/0O Status Drop-Down List

Aboyt

16.  Press <Tab> to move to the Home Phone field. Type 7035555488 and press <Tab>.
Notice that the Entry-Master”™ System has inserted the proper characters to make the
number read "(703) 555-5488". The cursor moves to the Work Phone field.

17.  Inthe Work Phone field, enter 5553322. When you press <Tab>, the default area code
is automatically inserted. If the area code were different, you could type it in as well.
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Entry-Master® System V  »2oromenmon foinyMacter systems, tnc. | bout

= Card Number: 00123457 D008 Entry-Master Systems.  All Rights Reserved.

1> Usar's Name: LONG, JEAMNE 6>  Issue Dabe: DGEOZO03 .|

2= Departmant: SALES = Expiration: 12702003 ||

3= User ID®: 224-38-1334 &> Revalidate: |

4 Lic, Plate: XYZ-877 o> 1/0 Status: F-Forgive -

5= Reg. State: VA - Virgna - at

10> Home Phone: (703) BE5-5408 . Keypad PIN: H/A

11> Werk Phone: E553322 17= | Trace | ADA Card
1= Acc Group 1 0001 - Allowsd Everyahere - * Nesting Level Information *

13> Aee Group 2: - Mo Group Selected <= Card Level: 0 Vielations: 0

14> Acc Group 3: -— Ma Group Selected — = **% |ast Badging **=*

Date: Rdr#;

15> Elew Accass: 0000 - Mo Elewator Access = L Shat.

F1> Usar's Nokas: [Notas] Reader Loc Descripton:

Last Badging Message --->
Save [ Caneel | | Delete ][ Praw | [ Hmlnr)'] | Copy }[ Mexd | | Back J | Pint ][ Help |

FENS 2001~ 2D0E Entry-Master Systems, [nc.

Enter User Notes 2

Figure 2-8.7 Formatting the Phone Number Fields

Note... The default area code can be configured for each telephone
field. Contact your Entry-Master® dealer to configure these fields.

18.  Inthe Acc (Access) Group 1 field, display the drop-down list and select 0002 — Front &

Conference.
r = +5.0.0 §2001-2008 Etey-Mastar Sysbacs, Inc.
(] EMS Entry-Master® System V  rosemosmas g sl
Haln Mooy = Card Mumbar: 00123457 ©2008 Entry-Master Systems.  All Rights Reserved.
* Cardholders
z 1= User's Mama: LOMG, JEANME (=3 Issue Date: 06202003 3
2= Department: SALES I= Expiration: 12/20/2003 J
3> User I0=: 724351234 85> Ravalidata; ]
4= Lic. Plaka; XYZ-277 9= I/0 Status: F-Forgive =
5 Reg. State: VA -Wirginia - at
il> Home Phone: [703) 555-5488 L L Keypad PIN: N/A
11> Wark Phomne: (410 5553322 17 | Trace | ADS Card =
12> Ace Group 1: DMIZ-Front & Conference = * Nesting Level Information *
13> Acc Group 2; | 00X - Card is Invalid] Card Level: O Violatioms: 0
. 10001 - Allowed Evenywhere *2* Last Badging ***
A e g e
0003 - Supply Room Door Time: Stat:
15> Elev Access: | (004 - Conferanca Rm Only
00 - Uln-i £
Fi> User's Nobnl g'oﬂﬂli'-;l:’;s?:l:iifégz sc Description:
Last Badging “mH;QQg!_-CD_u_ﬁ_sc_aD: Stalus! !
| Sawe | | Cancel | [ Deleta | [ Prev | [ History | Copy | [ Newt | | Back | [ Print | [ Halp
FIEMS £2001-2008 Entry-Master Systams, Inc.
Enter User Motes b

Figure 2-8.8 Access Group Drop-Down List

19.  Leave the default 0 in the Elev (Elevator) Access field. For this example, no elevator
access is defined.
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20. Inthe Trace (Y/N)? field, No is already selected. For this example no activity trace is
desired therefore no entry is necessary. Had we changed the entry to Yes, then every time
this card was used, an alarm message would appear on the Monitoring Screen(s).

21.  Scroll down to view the User's Notes field. This area is for you to enter special
information about the user that is not asked for on the Cardholder Record screen. You

can type any details you wish. The following screen illustrates an entry in the User’s
Notes field.

( EMS Eniry-Master® System V 9083012008 Sy e e e Soes

Bsip Hey | *s=  Card Wumber: 00123457 | ©2008 Entry-Master Systems. All Rights Reserved.
* Cardhalders = —
1= User's Name: LONG, JEANNE 6> Issue Date: 06/20/2003 [_]
2= Cepartment: SALES 7>  Expiration: 12/20/2003 |Z|
3= User ID=: 224-30-1234 8> Revalidate:
4= Lic. Plate: XvYZ-877 9> /O Status: F-Forgive -
5 Reg. State: VA - \ingnia bt at
10>  Home Phone: (703) 555-5488 **> Keypad PIN: N/A
| 12> Work Phone: (410) 555-3322 17> Trace [| ADA Card
[ 12> AccGroup 1: 0002-Front Conference | * Mesting Level Information *_
13> Ace Group 2: — No Group Selected — = Card Level: 0 | Viglations: 0 |
* Event Rest 14>  Acc Group 3: — No Group Selected — *** LastBadging ***
PR, | Date: Rdr#:
15> Elev Access: 0000 - Mo Bavator Access i3 Shat; =
= Card Dots F ] 3
+ Canfig. | F1> User's Motes: [Notes] | Reader Loc Description:
Last Badging Message --->
[ Save | [ Cancel | [ Delete | [ Prev | [ History | [ Copy | [ Mest | [ Back | [ Print | [ Hel |
FIEMS £2001-2008 Entry-Master Svstems, Inc.

Enter User Notes

Cardholder lst previous cazd. Isausd &
new card.

Back to Top

Figure 2-8.9 Sample User Notes

Your screen should reflect all the entries as shown in the next figure.
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Entrv-“aster@ s'vstem V 3D @2001-F0E Entry-Master Systems, Toc.  Abouf

b Card Number: 00123457 ‘D2008 Entry-Master Systems. Al Rights Reserved.
1= User's Name: | ONG, JEANAE 6>  Issus Date: DEP0Z003 |
2> Department: SALES T Expiration: 12202003 E
3> User ID=: 224-38-1234 8>  Ravalidate: ™
4= Lic, Plata: )XYT-877 9= 1/0 Status: F-Fargive -
5> Req. State: WA - Virginia - at

10> Home Phone: (703} 5555453 EES Keypad BIN: M/

11> Work Phone: (410) 555-3322 17> Trace ADA Card =

Kemparts My 12> Ace Group 1: 0002 -Fronl & Corference = * Nesting Level Information *
Exent ftupt 13> AcC Group 2: — Mo Group Selected —  + Card Level: 0 Violatiens: 0
& #£% Last Badging #**
Alasm Bagt 14> Acc Group 3: — Mo Group Selected — -
Date: Rdrie:
15> Elew Accass: (000 - Mo Elevator Access = Wi —
F1> Usar's Motes: [Mobes] Raadar Loc Dascription:
Last Badgl T
Save | | Cancel | | Delete | [ Prev | [ History | [ Copy | [ Mest | [ Back | [ Print | [ Help |
FIEMS D2001-2008 Entry-Master Systems, Tnc,
Enter User Notes

Figure 2-8.10 Cardholder Record Screen Completed

22.  When you press the Save button, your record is saved and the Entry-Master® System
returns you to the Search Screen.

Enter Cardhalder's Name (or Card #): | Go |

Chick:  List ' Al Cardholders,

[m] an 3 Selected Fighd,

[m] Search Criteria for more complex searches.
Rmparts Menw to Return to the Man Menu.

* EwentHept

e T | 8scx || Praw || Hep |

RIEMS £2001-2008 Entry-Master Systems, Inc,

Logaff Syatem

Figure 2-8.11 Entry-Master® System Search Screen

When ready, you can click on the link to return to the Entry-Master™ System Main
menu.

Important Note... The only fields that are necessary to a
cardholder record are the I/0 Status and the Acc. Group 1.
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Without these two fields, a cardholder will never be granted

access to any readers.

Copy an Existing Cardholder Record:

If an existing cardholder record has data that is very similar to what you need for a new

cardholder record, you may choose to duplicate this record, which saves you from entering data
into all the fields. It is important to remember that you cannot copy to an existing record. If this
is attempted, the system will display a dialog box instructing you first to delete the existing

record.

1.  Display the Cardholder record that you wish to copy.

>

1=
=
>
4=
5>

10
11>

12>

14>

Card Number:

User's Name:
Department:
User ID=:
Lic. Plate:
Req. State:

Home Phone:
Wark Phome:

Acc Group 10
Ace Group 2:
Ao Group 3:

Blav Access:

User's Motes: [Motes]
Last Badging Massage --->

Entry-Master® System V

07701150

w5.0.9 ©2001-2008 Entry-Master Systems, Toc.  Abaut

©2008 Entry-Master Systems. All Rights Reserved.

BAKER, KEVIM W,
ENTRY-MASTER,LLC
e

YGEC-B44

MO - Maryland

L e
¥=
2=
9=
el at
16>
17>

0005 - Masier Access Group -

- Na Group Selected
- Ma Group Seleckad

Issue Date: 037712012 E

Expiration: (=]
Rawalidata; L
1/0 Status: F-Forgve -

Keypad PIN: sess
"l Trace  [] ADA Card

* Mesting Lewal Information *

= Card Level: 0 violations: 0

¥4 Last Badging *%%

Date: 05/25 Rdr=: DLI2
Time: 21:20 Stat: D&

OM0 - Mo Elevator Access =

[ save | [ cancel | [ Dslats |

Prev | [ Histery

Reader Loc Descripbon: Back Lobby Glass Drs
Access Granted by valld Card.

| Copy | | Mest || Back || Frmt | [ Halp |

FENIS E12000: 2008 Entry-Masker Systems, Inc,

Enter User Notes

Figure 2-8.12 Original Cardholder Record

2. Click the Copy Button and the following window displays.
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’ o 3 :
‘. Entrv-“astere svstem v .08 SI001-3008 Fniry -Master Systems, Inc. Abgut
B 5 Card Number: DFF01L50 ©2001- 2008 by Entry-Master Systems, Inc.
= Cardhokiers
1> User's Nama: BAKER, KEVIN W o L R e b
# Honitor 3 i F= Expiration:
ST 2> Department: ENTRY-MASTER, LLC ppleel s
" Bleomg ax User ID=: 27-01436 8> Revalidate: g
» Open Gnce a> Lic, Plate: YGC-B44 9> 1/0 Status: Forgive
5> Reg. Stata: MD - Maryland at
10> Heme Phane: [TES Keypad PIN: ===
11> Work Phane: 17> Trace [¥/H)? No
13> Acc Group 1: OO0S - Master Accass Group Hesting Level Information
13> Acc Group 2. - |.Card Level: 0. - Viglations: 0
14> Acc Group 3: - *E% Last Badging *4*
Date: 06,25 Rdr#: 0112
15> Elav Access: DDDD - Mo Elevator ACCess Time: 21:20 Stat: 06
* Alsem Bept Fi= Lser's Notes: [ ] Reader Loc Description: Back Labby Glass Drs

® Card Duta Last Badging Message ---> Access Granted by Valid Card.

Enter Mew Card Nurber: | Copy [ Back | [ Pin | [ Help |

AIEMS £12001- 2003 Entry-Master Svatems, Ine,

tilstar s Mans

ot¥ Syt e

Figure 2-8.13 Enter a New Card Number
3.  Inthe Enter New Card Number field, enter the 8-digit number printed on the new card.

4.  Click on the Copy button and the following message displays:

R

I."'_"‘-.I You are attempting to copy the following Card Number:

07701150 - BAKER, KEVIN W,
to a new Card Number:
07702331 - BAKER, KEVIN W,

Press 'OK' to create Card Number 07702331, otherwise press 'Cancel'.

][ concel |

Figure 2-8.14 Copy Message

5. Click on OK to continue or Cancel to stop this process. When you click on OK, the
Entry-Master® System confirms that the new card number you typed does not currently
exist in the Cardholder database.

Important Note... If you had entered a card number assigned to
an existing cardholder record, you must delete the record
before you can continue. The Entry-Master® System will not let
you accidentally copy over existing records.

a. If this card number already exists in the database, the following message appears:

EMS" Publication 1310-001 Page 81


ABaker
Image

ABaker
Image

ABaker
Snapshot


The Entry-Master® System Training Guide Chapter 2 - Lesson 8

Entry-Master® System V  vee s mey-naser syssems, e, sbost

Cardholder Database Screen

Card Number: 00647900 alraady exists,

Card Number: DDE47900 - ARMETTA, MIKE

This maans that you must dalete Card Number 00647200, then use tha COPY function
o copy the Card Number data.

Prass bo return to Card Numbeér 07701150 Card EAL scréan.

FIEMS f12001-2008 Entry-Master Systems, Inc.

Figure 2-8.15 Existing Card Number Message
b. Click on the Back button to return to the original cardholder’s record.

6. If the number does not exist, a copy of the original cardholder’s record appears for you to
alter accordingly.

Entry-Master® System V. & ent e tmas s hems It

=5 Card Humber: 07702331 D2008 Entry-Master Systems. All Rights Reseroed.
1= User's Nama: BAKER. KEVIMNW. (COPY) 6> I3sue Date: D7D22012 IZI
2> Department: ENTRY-MASTER, LLC 7= Expiration: -
a User ID=: a= Revalidate: El
A Lic. Plata: o> I/0 Status: F-Forgive =
5> Reg. State: —- hoState Selected — at
10> Home Phona: 163> Kaypad PIN: #eee
11> Wark Phone: 17> [ Trace [| D& Card
Heports Menu 12> Acc Group 1: D005 - Master Access Group * Nesting Level Information *
* Evant Sest 13> Age Group 2: ~- No Group Selected —— = Card Level: 0 Vialatigns: 0
14> Acc Group 3: —— Mo Group Selecied — - ** Last Bodging 2
Date: Rdr#:
155 Elev Access: D000 - Mo Elevator Access - Lz S
Fl>= Usar's Motes: [MNotas] Reader Loc Description:
Last Badging Message — >
Save || Cancel|i Delata | Prev | Histary | [ Copy | Mexd || Back Prink Help

RIEMS E2001-2008 Entry-Master Systems, Inc.

Enter User Notes >
Figure 2-8.16 Copied Cardholder Record with New Entries
7. Type over any information that you need to change then click on the Save button.

8. Once the record is saved, the Search Screen redisplays.
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Enter Cardholder's Name {or Card #): | @
Click:  Liat ' all Cardholdars,

le an a Selected Fielkd,
i [m] Search Criteria for more complex searches.
Rmparts Menw to Raturn to the Man Menu.

* EwentHept

Ehiar Da st 17 ~ | Back || P || Help |
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Logoff Syatem

Figure 2-8.17 The Entry-Master® System Cardholder Search Screen

This lesson taught you how to modify specific fields in the cardholder record and how to add a
new card number. The purpose of this lesson was to get you familiar with moving around the

cardholder record screen.

Proceed to Lesson 9, Batch Updating Cards.
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