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M 
Lesson 

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. 

8 – Editing the Cardholder’s Record 

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. 

2. Click on the Cardholder Search/Edit link. 

3. 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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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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Figure 2-8.2 Cardholder Window 

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

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

b. 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. 
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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.   
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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. In the Acc (Access) Group 1 field, display the drop-down list and select 0002 – Front & 
Conference. 

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. In the 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. 

Figure 2-8.9 Sample User Notes 

Your screen should reflect all the entries as shown in the next figure. 
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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. 

Figure 2-8.11 Entry-Master System Search Screen   
When ready, you can click on the Main Menu 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/O 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. 

Figure 2-8.12 Original Cardholder Record 

2. Click the Copy Button and the following window displays. 

EMS Publication 1310-001  Page 80 
 

ABaker
Image



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

Figure 2-8.13 Enter a New Card Number 

3. In the 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: 
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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. 

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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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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