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How to Import Cards in EntraPass Special, Corporate and Global
Editions

The purpose of this application note is to demonstrate how to import new cards with
an access level.

Requirements:

e EntraPass Special, Corporate or Global Edition installed
e Microsoft Excel

Steps:

1) Create a Card Access Group:

To import the access levels you must first create a Card Access Group, or as many
Card Access Groups as Access Levels that you want to assign to the cards. After
you save the Card Access Group, the reference number will be displayed as
shown below.

@ Cards Access Group ErE
Enafigh
Text Access Group

Card acress qroup K Text Access Group v

Cards Access Group (1168)
Site Access level

KT-100 +KTES Nore

KT-200 *2 controllrs None

KT-300 * 2 controlers KT-300 - Aways vald, al daors

KT-400 51-04-33 KT-400 - Aways valid, al doors

kt-400 54-36-7¢ None
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2) Create a CSV file:

To do a batch load of cards, you can create a CSV file using Microsoft Excel.
In the spreadsheet, you can include Card Numbers, Card User Names, and
Card Access Groups. You can add other fields if required.

Create a CSV file as shown in the following example:
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Note: To delete a User from the software database, simply replace the Transaction
Code (+) by the negative sign (-).

To save the file on the File menu, click Save as. Enter the file name and in the Save
as type list, click “CSV (Comma delimited) (*.csv).
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3) Import a CSV file:

To import the CSV file, click the Users Tab and select Import/Export. Click the New

[ @ Mew pattern ]

pattern button: In the new pattern window add the Card user
name, the Card access group and click OK. Assign the new pattern a name.
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To import the file complete the following steps:

Return to the import/export window.

In the Select operation list, click Import.

Under Available patterns, select the pattern.

Under Transaction file, browse to the CSV file that you created on the
computer.

N .

At the bottom of the screen all valid cards with a green circle will be imported
successfully. If you have a different color you may have an invalid entry. Select the
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item and check the pattern content for an error. In the following example, there is an

invalid access group. Click import to import the information and verify in the Card that
you have the new cards.

E Operation | Users | Definition Groups J Devices

System

Options

p = = - 3 [
2 o & M g @ o2 B %
Card Badge  Cards Aoess Accesslevel  Visitor Card type  Daypass Batch Import/ Tenants list
Group Operation Export
.
@ Import / Export [&J
Select operation Transaction file ﬁ Import
[Impcrt v] H:\Appplication_Mote_import and expor\20131129. csv E] @ Mew pattern
Available patterns Pattern contents Edit pattern
PatternEntraiassi 1i2i3i Field separator=, L
i a Transaction code=+ x Delete pattern
npass Card number=50:12343 L
Card user name =User 4 o Error
Card access group=11167 L
Invalid access grou
g p Q) Help
/
Transaction code Card number
3 Add or modify 50:12345
&% Add or modify 50:12346
A ¥ Add or modify 50:12347
= Add or modify 50:12348
€3 Add or modify 50:12349
L ¥ Add or modify 50:12350
% Add or modify 50:12351
¥ Add or modify 50:12352
% Add or modify 50:12353
¥ Add or modify 50:12354

| Cards in list {valid : 9 - Total : 10)

e e — e e e o

Click the Card tab and verify that the user cards are present and have the correct
access levels.

4) How to delete all cards:
WARNING: This procedure will delete only all cards in the database!

Before you begin, backup the Kantech software in case you make a mistake. Create
an export pattern by using the card number only and export all your cards. Open the
file with a text editor or Microsoft Excel. For any card that you want to delete, change
the positive character “+” to a negative character “-". Save the file and import it into
EntraPass again.
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