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1 Getting Started

1.1 Installation
Your license key is located on the back of the CD package.

The set-up procedure may take several moments to complete.

Step | Procedure

1 Insert the Asure ID CD and follow the instructions or download the software from the HID
Global webpage, www.hidglobal.com/AsurelD.

Install Asure ID

View User's Guide
Browse Omnikey Drivers

El il = =
) el = [ IO

Browse to the Setup.exe file if the CD does not run automatically.

Page 4 of 44 June 2013

HID GLOBAL CONFIDENTIAL AND/OR PROPRIETARY INFORMATION. This document contains confidential and/or proprietary information,

which may not be duplicated, published, disseminated or disclosed, or used for any purpose, without the written consent of HID Global
Corporation. If you are an unintended recipient of this information or are unwilling to accept the above restrictions, please immediately return this
document to HID Global Corporation, 15370 Barranca Pkwy, Irvine, CA 92618-3106.



http://www.hidglobal.com/AsureID

Asure ID 7.4, PLT-01485, Rev 1.9

Step | Procedure

2 Click Install Asure ID and select your language. Click Next to continue.
The Asure ID — InstallAware Wizard guides you through the installation. Follow the on-screen
instructions.

Welcome to Asure ID Setup

The InstallAware Wizard will install Asure ID on this computer, Please
select an installation language and dick Next to continue.,

English -

3 Read the License Agreement and click | accept the license agreement.
Click Next to continue.

License Agreement

Collecting information Please review the license agreement below.

Preparing installation HID GLOBAL CORPORATION END-USER LICENSE ~ +
AGREEMENT A

FOR
Finalizing installation AsureID™ SOFTWARE

Installing

LICENSE TO YOU AS AN INDIVIDUAL OR THE LEGAL
ENTITY (REFERENCED BELOW AS "YOU" OR. "YOUR")
THAT WILL BE UTILIZING THE LICENSED SOFTWARE (AS
DEFINED IN SECTION 1 BELOW} FOR YOUR USE. SUBJECT
TO YOUR ACCEPTANCE OF ALL OF THE TERMS AND

ﬁ HID GLOBAL CORPORATION ("HID") IS WILLING TO

© I accept the license agreement

@ Ireject the license agreement
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Step | Procedure

4 Select a path to the destination for the software installation.
Click Next to continue through the installation process.
Follow on-screen instructions.

Destination Folder

Collecting information Please select the destination folder for the application.

4 - || Program Files (x88)
- 1) Adobe
- || Adobe Download Assistant
- 1) Autodesk
-, Cisco
- |, Common Files
]
]
]

Preparing installation .
[=
[
[
[+
[+~ |, ComponentOne
[+
[
[»
[
[»
[

Installing

Finalizing installation

- Ly Dell
. Google

4 |/ HID Global |
InstallShield Installation Information

= 1o Intel
- | Internet Explorer

Folder path:

C:\Program Files (x86)\HID Global\asure ID

229,461 KB
435,145 MB
434,921 MB
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5 When installation is complete, Asure ID allows you to perform the following installation options:
1. Activate Asure ID — If you have a license key available you can activate the Asure 1D
software upon installation. If you don’t then Asure ID will be installed in trial mode

and will remain active for 30 days.

2. Select Alternate Native Data Source — Select this if you would like to configure the
native data source which stores card templates and Asure ID system information. By
default Asure ID will set the native source to an embedded MS Access data source.
Helpful Hint: We recommend configuring this for installations where Asure ID will be
used on multiple PC’s and all template and reporting information needs to be
consistent.

3. Enable Asure ID to Automatically Check for Updates — This allows the Asure ID
software to notify you of product updates that can be applied

Click Finish to run the selected installation options.

[ » AsureD

Asure ID Setup Complete

Asure ID has been installed successfully.
Collecting information

Preparing installation

Installing Installation Options:
[ Activate Asure ID

Finalizing installation [ Configure Mative Data Source

? Automatically check for updates

Run Asure ID

NOTE: The User ID and Password to use on first use is
"admin".
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Step | Procedure

6 If Activate Asure ID was selected, Asure ID will prompt you to enter your user information and
the license key. The license key is located on the back of the CD case.

Click Phone Activation or Activate Online.

K|

Activate License
First Name:
Last Name:
Email:
Company Name:
State [ Province:
Country:
License Key:

Subscribe to product newsletter

Subscribe to anonymous surveys

Phone Activation Activate Online
Asure ID
System License: None
License Level: Trial
Additional Licenses:
Close
8 If you selected Select Alternative Native Data Source, Asure ID will walk you through the

Data Connection Wizard to complete this process. For details on this please refer to section 9
of this user guide.
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1.2 Initial Login
Step | Procedure

1 Open Asure ID 7 by double-clicking the Asure ID 7 icon. . D

If the software has not been activated the Activation Required dialog displays. For users that have
already activated their software, proceed to step 5.

2 Click Activate. The Activate License screen displays.
Helpful Hint: For a Trial version, click Continue.

Activation Required

Activation is required to use this product. Once a license has been activated on a
computer, it cannot be used on another computer. By Activating this license you will lodk it
to the current computer,

To start the activation process, dick on the Activate button. To continue using this product
during the trial period, select a version below and dick on the continue button.

Version: Exchange Trial Period
Days Left: 30

| Activate || Continue |

To activate the software refer to step 9 and 10 in the installation section of the user guide — sect. 1.1.

4 For Asure ID Express editions and above, enter admin (lower case) for both the User ID and
Password to log onto the software.

—— R

User ID:

Password:

Starting Application:

| oK | | Cancel |

Helpful Hint: Asure ID Solo users are not required to enter a User ID or Password.
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2 Introduction to Asure ID Software

2.1 Product Overview

Asure ID 7 includes a full line of card personalization applications that are simple to learn. They
are loaded with useful features and are flexible enough to improve the issuance and
management of basic-to-advanced photo ID credentials for virtually any size or type of
enterprise. Asure ID 7 is available in the following editions for new and existing installations.

Developers DENEIERELE
Solo Express | Enterprise| Exchange -OP Exchange
Edition i
Edition
General
Operating System Supported:
Windows® 8 / 7 / Vista / XP, X X X X X X
including Windows 8 Pro
Tablets
Language Support (Arabic,
Czech, English, French,
German, Indonesian,
Portuguese (Brazil), Russian, X X X X X X
Simplified Chinese, Spanish,
Thai, Turkish
Microsoft® Access® (2000 and Native Native, Native, Native,
2003) Live Link Live Link Live Link
Password Log-on with
; L X X X
definable user privileges
Microsoft® SQL Server® Native, Native,
(2000, 2005, 2008) Live Link Live Link
DVTEL® X X
Networkable® X X
MySQL® (version 5) Live Link
. Native,
Oracle® (9i and 11g) Live Link
Mircrosoft Active Directory / X
LDAP
Card Design
Dual-sided Template Designs X X X X X X
Add Text Field (Variable, Static X X X X X X
Add Photo Fields X X X X X X
Import Imgges (such as, logos X X X X X X
and graphics)
Add a Linear Barcode X X X X X X
Add Magnetic Stripe X X X X X X
Fluorescing Panel (F-Panel) X x X X x x
Support
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Developers
Solo Express | Enterprise| Exchange Deve_lc_apers Exchange
Edition e
Edition
Various Card Sizes CR-80 Only X X X X X
Add Data Fields 8 Unlimited Unlimited Unlimited Unlimited Unlimited
Add Compound Data Field % M M % %
Add Signatures % % % % %
Add 2D Barcodes (PDF417,
QR Code and Datastripe) X X X X X
Set Conditional Design and
Print Rules X X X X X
Smart Card Encoding and X X
Management (iDIRECTOR®)'
Add Laser Engraved Text, Data 2
and Photo Fields

Data Entry

Integrated Photo Capture

. X X X X X X
(TWAIN, DirectShow® & WIA
Save and Search Records 200 X3 Unlimited Unlimited
Global Find % % %
Integrated Signature Capture % % % %
Batch Printing % M M <
Sheet Printing % % %
Reports (Standard and
Custom) X X X
Export Reports % M M
ODBC Import/Export Import x x
Live Link (Real-time data Single DB, | Single DB, | Multi-DB,
exchange)4 Single Table| Multi-Table | Multi-Table
SIF (Student Interoperability ] 5 : 5
Framework) Agent Optional Optional
Educational import/ export : 5 : 5
(Student Photo CD)° Optional® | Optional

Asure ID Protect Plans

Free Updates X X X X X X
g;cr;\;:é/ergulti-year support Optional Optional Optional Optional Upon Request | Upon Request

(1) Manage and control card access formats, smart cards and card applications.

(2) Available when used with FARGO HDP8500LE.

(3) Storage limitations based on MS Access.

(4) Bi-directional data exchange with third party databases and applications.

(5) Available as a purchasable add-on option.

(6) Asure ID site license enable sharing of networked database information on multiple workstations
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2.2 Navigation within Asure ID

If you have used the latest version of Microsoft® Office, the Asure ID user interface seems
familiar. Asure ID is based on the Microsoft Ribbon. Tab-driven navigation with convenient
tools and fly-out control palettes make Asure ID an efficient tool.

High Level Workflow:

1. Asure ID enables you to create a card template for each card type (for example,
employee card, contractor or student).

Helpful Hint: Individual cards are not printed from the Card Design application. Printing
typically occurs in the Data Entry application.

2. After a card template is complete, you change from the Card Design module to the Data
Entry application so you can add, modify and delete card records. This stage includes
acquiring photos through a webcam and printing selected cards.

3. The Reports application allows you to view standard reports (for example, user activity
and template activity reports) and custom reports.

4. The User Config application enables you to manage user privileges and login credentials
for editions of Express and above.

Save Template

E Home Card Setup View Laser @ Undate Avalizble - | 2
- DD T EwaaviE = \NGO MW W werusa Help
Appllcatloﬂ Cut  Copy Paste | Textlabel Data Fiekd Compound || Photo Sigrature Image  Background Lne Fodne Blpse Rectange  Barcode |Center: SR B |[select al: 13
Feld -
Cliphoard Text [maging Shapes Barcode Editing
[ ! [ ! [ ! [ | [ |
E Create a Card @ 1 . .
= Template o
2
= Manage |-T
5 Data e E
S  DataFields-§ & =
= Usage Reports | ]
< 2 |
= Control &
=Y
w Access Uear Conl
wm
i
8 Laser -
<[ En gra\;er Laser Config
1L J
oy card Front
]
(4.60, 1.14) Inches - |= E= & s - G
Dual Card \/iew//
Wiew Front Zoom In
View Back Set Zoom %
Zoom Out
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2.3 Asure ID Keyboard Shortcuts
Data Entry Keyboard Shortcuts
<CTRL> + A Select All <CTRL>+T Set View to Table View
<CTRL> + <SHIFT> + A | Deselect All <CTRL>+V Paste from Clipboard
<CTRL> + C Copy to Clipboard <CTRL> + X Cut to Clipboard
<CTRL>+F Find <CTRL> + <Delete> | Delete Record
<CTRL> +H Replace <CTRL> + <Insert> | Add Record
<CTRL> +1 Capture Photo <CTRL> + <Space> | Toggle Select
<CTRL> +L Load Photo from File <CTRL> + <F2> Open Preview
<CTRL>+0O Open Template <CTRL> + <F11> Switch to Template View Mode
<CTRL> + P Print Card <CTRL> + <F12> Switch to DataView Mode
<CTRL>+Q Quick Filter <ALT> + <F4> Exit Application
<CTRL> +R Set View to Record View | <F3> Find Next
<CTRL>+S Save Record <F5> Refresh Database
Card Design Keyboard Shortcuts
<CTRL> + A Select All <CTRL>+V Paste from Clipboard
<CTRL>+C Copy to Clipboard <CTRL>+W Close Template
<CTRL>+ N Show New Template <CTRL> + X Cut to Clipboard
Dialog
<CTRL>+H Replace <CTRL>+Y Redo
<CTRL>+0O Open Template <CTRL>+2Z Undo
<CTRL>+P Print Template <CTRL> + <F2> Open Preview
<CTRL>+ S Save Template <ALT> + <F4> Exit Application
<CTRL>+T Toggle Preview Mode

June 2013
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3 Card Design

You can use the Card Design application to create the card layout for printing and encoding
objects. (Note: Each card layout is saved as a template for use by the Data Entry application
for enrollment and printing.)

Helpful Hints:

e The Asure ID Solo edition is limited to 200 records. (See Product Overview for a full list
of features and capabilities for each edition.)

e The native database for Asure ID has a size limitation of 2GB when using MS Access,
which is a limitation of MS Access. If you have large photo files, the database may reach
its limitation and prevent the addition of records. Asure ID recommends that you store
photos in a folder and use a photo field in your template, as illustrated below.

<
Photo Properties ﬁ
Image Folder Data Source
7 | | hi il i
Field Name: Photo_1 5__LL~"J gfjﬁf.:u:‘:df:: ;;g :goig:tam Browse. .,
Format type: PNG Path:
Key Field: Record 1D (default) s |
a [ = ] "X
T ?
¥ L1 — e
g 0 T @ ¢ gy i = SN VYWB i M =narewy
x e Paats il Lubal (T s i poad  Pats Sgaiue eage Bedgord e tobdre g fedege BT G [ 8 e ah G
St Ta : p— g e [T
¥ T T T T ¥ ¥ ¥
P N
| i r 1
el D ] - State
- i
a2 by -
E‘ ; = T
sintrs 1 il- = F'.::H:II' B E
£ [
=
-
Lasar ot ;
1]
m 5 ¢ ard Front
170, ) drahes v — 1-'_=k P "KJ
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3.1 Card Design Area

Asure ID provides a simple drag-and-drop visual interface, while creating a custom database
for you behind the scenes. Controls are organized into logical groups. Groups are organized
onto tabs, such as Home, Card Setup and View, as shown below.

With the Asure ID's Card Design application, you can:

e Layout and design a card template.
e Add technologies, including a barcode.

e Personalize your work environment, including adding and removing grid lines and rulers
as well as modifying the Card View, Orientation, Zoom Level and Properties.

e Link Data Fields to external data sources.
e Save, edit and export your work.

3.2 Basic Card Design Tutorial

This tutorial walks you through the process of creating a basic ID card. Activities include the
following.

e Card design area

e Textlabels to illustrate the company name

e Image for the organization’s logo

e Data fields for record information, such as employee name or number

e Photo field

Additional capabilities, such as data sources connected with Live Link or smart card creation
with iIDIRECTOR, are discussed in the Advanced Card Tutorial in section 3.3.

3.2.1 Design a Basic Card

Step | Procedure
! Click the Application icon _.-I—E-'-L and select New Template.

Select Create New Template and Single Sided CR-80.

e Select CR-80 for Card Size.

o Select the Portrait (vertical) button for Orientation.

e Click OK.
If using a printer without a magnetic stripe encoder, select None for the Magstripe Properties
selection.
2 Click Background and select Add Background.
Select a default background or click Browse... to choose your own background.
Click OK.

3 From the Text group, click Text Label.

Click the card design area.

The Text Label Properties window displays.

Enter your text, such as ABC Electronics, Inc. Change the Font, Color, Height and Style, as
preferred.

Click OK.

Position the item on the card design area.
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Step | Procedure

4 From the Imaging group, click Image.

Click the background image.

In the Image Properties dialog, click Load new Image from File. A standard Browse dialog displays.
Click Browse and select the image file.

Click Open.

Click OK.

Position the image precisely on the card design area.

5 From the Imaging group, select Photo.

Click the card design area.

Within the Image Properties dialog, change the Border Color and Border Width, as preferred.
Click OK.

Position the photo precisely on the card design area.

6 From the Text group, select Data Field to add unique data fields to the card record, such as Employee
Name.

Click the card design area. The Data Field Properties dialog displays.

Enter First Name in Field Name.

Select Text in Field Type.

Change the Font properties as preferred.

Select Reduce to Fit or adjust the size to the correct dimensions from Option.
Click Advanced Data Field Options from Data Field.

Set Max Characters to 25.

Click OK to close the dialog.

Click OK to close Data Field Properties.

Position the text field precisely on the card design area.

Helpful Hints:

o |f you would like a default value to appear in the text field if nothing is entered (such as N/A),
enter a default First Name into the Default Value field.

o Select This is a Mandatory Field from Field Options to ensure that a user adds the field to
the card record when in Data Entry.

7 From the Text group, select Data Field to add another unique data field to the card record (i.e.
employee number).

Click the card design area. The Data Field Properties dialog displays.
Enter the Employee Number from Field Name.

Select Numeric as the Field Type.

Make any changes to the Font properties.

Select Reduce to Fit in Options.

Click Advanced Data Field Options.

Set Max Characters to 5.

Click OK to close the dialog.

Click OK to close Data Field Properties.

Position the item precisely on the card design area.

Click the Save icon, ‘I% or press Ctrl + S to save your work.
Name the file and click OK.

3.3 Advanced Card Design Tutorial
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This tutorial walks you through the design of an advanced ID card template that links to a
networked database through Live Link for record information. The design also manages smart
cards through iDIRECTOR in a single in-line personalization process within a card printer.

3.3.1 Design an Advanced Card Template

Step | Procedure

1 Ensure a network database exists and all database information is available.

Information for Live Link includes the following.
e Acquire connection string parameters for Live Link from the Database Administrator
e Database userlD / password

Users may have Select, Update, Insert and/or Delete privileges.

The Administrator assigns the user Asure ID privileges to manage data integrity.

In every Live Link connection, users have access to the objects assigned. Security is managed within
the database and not within Asure ID.

2 Decide to retrieve data records from a local database or store the Asure ID system information in a
centrally networked location. The following combinations are possible:

¢ A single data source is associated with the template. The source can be a native database or a
Live Link table.
e One Live Link table is the primary data source with a secondary native database.
o Multiple Live Link tables and/or data sources are edit only. You cannot add or delete data.
o Multiple Live Link tables and/or data sources are editable. You can add, append and delete
fields using the native database application.
(Note: The DVTel solution allows for adds (new records), edits and deletes. You can delete a record

without removing the data, but the transaction changes the status of the cardholder. Do not use other
data sources with DVTel, including the native database.)

(Note: LDAP retrieval is read-only and cannot be used with any other data source, including native
database.)

3 Click Card Setup.

Click Data Sources.

Select Add a Data Source. The Live Link Data Source Connection wizard displays.

Click Next.

4 Select the appropriate database type from the list.
Follow the on-screen instructions from the Live Link wizard to set up the connection to the database.

5 In this example, we link to a Microsoft® SQL Server database. For information on connecting to
additional data sources, see Import/Export the Asure ID Advanced User Guide (English only).
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Step | Procedure

6 When using Microsoft® SQL Server, you must have the following entries:

e Server Name — Indicates the SQLServer database name.

¢ Initial Catalog — Enter the Initial Catalog if you do not have a default database. This field may
be empty. (Optional)

e User Name - This is the username defined by the Database Administrator.

e Password — This is the password associated with the username.

Live Link Connection Wizard =

SOL Database Connection
Enter the parameters for connecting to a Microsoft SOL Database

,-.

Server Name:

Tritial Catalog:

Use [nkegrated Security
User Name:
phib
Password:

< Back et > Cancel

7 When the database is connected, address two more dialogs, as necessary:

o Default Table — Displays automatically whenever you map data from the dropdown box. When
set the table is saved.

e Primary Table — Is the driver for data retrieved, regardless of the number of additional data
sources and tables.

The primary table is overridden with each additional data source.

When <None> is selected, the native database becomes primary.

Click Next.

8 Click Test to verify the connection is successful.

Click Finish.

9 From the Text group, select Data Field.

Click the card design area. The Data Field Properties dialog displays.

Within Field Name, type the word or friendly name that you intend to link in the connected database.
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Step | Procedure
10 Click Advanced Data Field Options to access the LiveLink capability.

Data Field Properties x|

Data Field
Field Name: | BEj=gl=ls 8k Field Type:
Advanced Data Field Options
Advanced Data Field Options & Text
Field Options ) List
This is a Unigue Field " Date
This is a Read-only Field ) Yes/No
This is a Mandatory Field TR
Font Alignment
Font Name: | Arial M Harizontal: |E| ||E| "El |
Font Color: | I Black - Tk |E| ||E| "EI |
Font Height: |12 - ) -
Rotation: 0.
Font Style: (In degrees CCW)
Options Placement
Word Wrap Left:| 0.0 %] width:| 219 2

Reduce To Fit

Laser Engrave Top:| 0.20 T Height:  0.36 ©

Printing Border and Fill
Non-Printable Entry Border Color: [ Transparent -
Canditional Border Width: o
Fill Color: | ] Transparent -

Print on Fluorescng Panel

OK | | Cancel

June 2013 Page 19 of 44

HID GLOBAL CONFIDENTIAL AND/OR PROPRIETARY INFORMATION. This document contains confidential and/or proprietary information,
which may not be duplicated, published, disseminated or disclosed, or used for any purpose, without the written consent of HID Global
Corporation. If you are an unintended recipient of this information or are unwilling to accept the above restrictions, please immediately return this
document to HID Global Corporation, 15370 Barranca Pkwy, Irvine, CA 92618-3106.




Asure ID 7.4, PLT-01485, Rev 1.9 m

Step | Procedure

11 Select the Source, Table and Field entries to link the data field to the networked data source.

Advanced Data Field Options x|

Text Options W
Default Value: | Source; | .Ff' Data Entry | -
Max Characters: 50 3 Table:
Min Characters: o Field:
Format: Monge -
Picklist Data Formatting
Use a picklist to select the value Prefix
Suffix
Force Case

Fill Unused Leading Space With

Data Entry Options

Mask Password Characters

oK | | Cancel

12 The data field is now linked to a networked data source. If you would like additional data fields or
photos, refer to Card Design.

Repeat Step 10 to link the new data fields or photos to the networked data source.

13 Inline Smart Card Personalization with iDIRECTOR enables you to read the HID Access Control
Information from a smart card (iCLASS, MIFARE, and/or Prox) and save this to a data source of your
choosing.

Helpful Hint: Ensure that a data field exists in the external data source where you would like to store
the card number from the card being personalized.
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Step | Procedure

14 With an external data source setup properly, click on Enable Smart Chips under the Card Setup tab
within the Card Design module.

Select the appropriate card technology that you would like to read/write. For this example, we read the
HID Access Control Application information and store the Card ID number into an external data source.

e N\ EAS @ Card Desigr
L
~ Harne Zard Setup Wi Laser

IEI-:R-?-_:; % = ;[_i E’;

CR-80 | [&5] Ciskom Duak-Sided| | Landscape Portrait || Magstripe Enable Data Sources
Zard amart Chips - | -
Layout Crientation Te
PROX BY
Prox
—| : HID
—
@ | iCLASS
Zard Design |
] MiF
|LI| . MIFARE ' C
[Daka Enkry 1
| S | Cormmand Line
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Step | Procedure

15 Manually select the card type, if you know it. Otherwise, use the Auto Detect feature to automatically
detect the card type.
) iCLASS Chip Properties B
Configuration
| Card Tiype:

16K 16 Suibo Delect

Actors

i
Booid) Page2 app Limit F
| Bookdd Paged app Limt 11
Beschd Page-4 app Limit L
Basoi) PAgeS App Lirms 4
Beoki Pages s Limit ]
Bk Page7 app Limit Ff

|

= Canoe

16 With the card type selected click the Add Application link to open the iDIRECTOR Wizard, which will
walk you through the process of reading/writing information from the card. In this example, we read
the HID Access Control Application information.

17 To read the HID Access Control Application information, iDIRECTOR must know what format the
information is stored in. Select the format manually, if you know it, or click Auto Detect. Click Next to
continue.

18 To read HID Access Control Application information and write it to an external data source, deselect
the Create a Data Field for each iDIRECTOR Field checkbox.

Helpful Hint: If you do not remove the check from the checkbox, Asure ID creates a data field for the
Facility Code and Card ID Number to be stored within the Asure ID native source.
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Step | Procedure

19 Within the application configuration tab, double-click the text underneath Card ID Number that states
No Linkage Defined to link the Card ID Number to the external data source.

" @) iCLASS Chip Properties X ]

ener HID Access Control Application |3 emo ap

Configuration

Format Type:

Fields

I:IE] Fadlity Code {Read)

e | iMo linkage defined

I:IE] Card Id Number {Read)
L] Mo linkage defined

¥

Key Management

Properties

Mo properties defined for this application

| OK | | Cancel |

20 Click Create New Data. Refer back to step 8 for how to properly link the data field within the external
data source.

21 Duplicate this process link the Facility Code to an external data source.

Helpful Hint: If you do not need to use the Facility Code, you can simply create a new data field that
is not linked to the external data source. Asure ID stores this information in the native data source.

22 When both data fields are linked to the data source, click OK to complete the process for Inline Smart
Card Personalization with iDIRECTOR.

(Note: If the either the Facility Code or Card ID Number are not linked to any data fields Asure ID
cannot complete the in-line personalization process at the time of issuance.)

23 For information on how to issue cards with Asure ID using the Data Entry module, proceed to Data
Entry.
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3.4 Card with a Barcode Data Field Tutorial
The purpose of this Card Design element is to create a barcode.

3.4.1 Design a Card with a Barcode

Step | Procedure

1 Select Barcode from the Barcode group.

2 Click the card design area. The Barcode Properties dialog displays.

3 Select the barcode type in the Type field under Barcode.

4 Click the pre-existing data field to link within Available or create a new field in Select Fields.

5 Click Add>>. The information entered within the data field during enroliment automatically
populates the barcode.

6 Click OK.

7 Position the item precisely on the card design area.

3.5 Card with a Magnetic Stripe Tutorial
The purpose of this tutorial is to add magnetic encoded data to a card.

3.5.1 Design a Card with a Magnetic Stripe
Step | Procedure

1 Launch the Asure ID software.

2 Enter your userlD and password in the entry fields.
3 Click Card Design.

4 Click Card Setup on the menu ribbon.

Select the Dual-Sided Card icon in the Layout group.

5 Select Magstripe in the Technology group. The Magstripe Properties are set for Type (ISO or
Non-ISO or Custom) and Options.

6 Drop data objects to the card design area based on the information to be encoded on the
magnetic stripe. Designate the objects as non-printable within the Properties window of the
object.

7 Select Magstripe in the Technology group to access Tracks 1, 2, and 3 (Properties).

8 Select fields to be added to each track of the magnetic stripe. The current field options are
displayed in the Available box.

Click Add to make the field active.

g ]
Click the Save icon H

Name the file and click OK to close the Save Template dialog.
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3.6 Card with a Compound Field Tutorial

The purpose of this card design is to enter a Compound Field at data entry. A compound data
field is useful for when you would like multiple data fields to be aligned next to each other.

Helpful Hint: Use a compound data field to perfectly place a last name one space after the
first name

3.6.1 Design a Card with a Compound Field
Step | Procedure

1 Launch the Asure ID software.

2 Enter your userlD and password in the appropriate areas.
3 Click the Application icon.

4 Select New Template.

5 Select the attributes for the new card.

Click OK. The card design area displays the attributes of the card properties selected.
In the Text group, click Compound Field.

Drag-and-drop a data object onto the card design area. The Compound Field Properties dialog
displays.

Designate a Field Name for the object.

Click Insert Data field to add data to the field through the next Properties display. An alternative

method is to click Insert existing data field to use a data field that is already set up on the card
template.

10 Designate the field name for a field inside of the Compound Field and designate the Field Type.

11 Select the Data Source as Data Entry, Clone Data Source or Add a Live Link Data Source....

12 Specify additional property values or use the default values. The font properties for each field
inside of the Compound Field can be set individually.

Click OK.
13 Repeat Steps 11-12 until all fields within the Compound Field are set.

14 Specify any additional options for the compound field (as needed) or use default values.

15 Select Print on Fluorescing Panel if this data should be viewed only with ultra violet light.
16

Click the Save icon "% or press Ctrl + S to save your work.
Name the file and click OK.
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4 Data Entry

The Data Entry module enables you to populate the database created in Card Design with
the appropriate data for the card and then print the designated cards.

4.1 Data Entry Window

Controls are organized into logical groups. Groups are organized onto tabs, as shown below:
Home, Database, View and Laser.

With the Asure ID's Data Entry, you can:

e Add, delete, modify, and void card records.

e Capture or load photos and signatures.

e Quickly find card records with the Global Find and Quick Filter functionality.
e Archive, import and export card record data.

e Set record viewing options with the capability to rearrange layout for the most efficient data
entry process.

o HS e Data Entry - Basic Demo - Asure ID = | 5 |
N
Home Database View Laser @
SR 80E @ B w7 a & |
& @ E i & GobalFind "5 ClearFiter | (] (3] o SelectRecord
Cut Copy Paste | Save Add AddBatch Delete Void Find A" Replace  Quick ' Show Filter || Select DeSelect o' Deselect Record
e Filter Al Al
Clipboard Records Acquire Find Select
= T
Card Design i
2 3
Data Entry L oy
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4.2 Sample Data Entry Workflow

The following section provides an overview of how to effectively manage and print card records
within Asure ID. We start by adding a record with a photo and printing the cards.

4.2.1 Add and Print a Record with Data and Photo Fields

Step | Procedure
1 To add a record, begin by clicking Add record.

2 When capturing a photo from a digital camera (or similar) Click the Application icon.

Click Options and then Devices.

Select Camera Type, TWAIN or WIA. Click the camera from the list of capture devices, when
completed click OK to close the Options dialog.

3 Right-click in the Photo field to select Capture Image, Load Image from File, Edit Image, Delete
Image or Save Image to File.

Select Capture Image if working with a digital camera. The Select Source dialog may appear.
Choose the camera and click Select to close the dialog.

Take the photo and then click and drag the Crop tool, redraw the rectangle around the image and
click OK to close the Edit Image dialog.

Enter data for the remainder of the data fields.

Click Save within the Records group. When the Save button is selected, the fields with the Preview
are prefilled. To see a larger preview of the card, press Ctrl + F2.

6 Repeat Steps 3 - 5 to create all records.

Click the application icon and select the Print button.
If information is read or written to a smart card during the print process, select the encoder in the
Printer Properties Selection window.
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Step | Procedure

8 The records are sent to the printer. If a smart card read or write occurs, the user selects the
encoder installed in the printer. Additionally, the user is locked out of Asure ID to ensure proper
synchronization of the print and smart card personalization information for each card.

Print Card =

Printer

Mame: HDP 5000 Card Printer i Properties |

Status: Ready
Type: HDP5000 Card Printer
Where:

Comment:

Encoder Selection
ICLASS Encoder:

HID iCLASS Reader - COM1 -

Print Range Copies
0 Current Mumber of Copies
Al
) Selected ﬂ
Options | oK | | Cancel
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4.3 Additional Data Entry Elements

4.3.1 Import/Export

You can Import or export record information from a MS Access database, SQL Server
Database, Oracle Database, and a comma-separated values (CSV) file.

Step | Procedure

1 MS Access database, SQL Server Database, Oracle Database, and a
From the Database tab, select Import Wizard. Click Next.

) E - e
i
~ Home Database Wiew

J g S | [ UI i}l
Import | Export | Refresh Archive Restore
Wizard | Wizard ~ v
Import J/ Export Records

2 Select the CSV type from the list. Click Next.

Import Wizard
Choose Import Source “
Choose the type of data source that you willimport from. 1 : - X
.
Select an Import Source Type:
Access Database
Comma Separated Values
SQL Database
Orade Database
ODBC Connection
| < Back | | Next = | | Cancel

Click the Browse button to locate the database to be imported.

Specify the delimiter in the file and whether the file has a header row.

In the Import Wizard, map the data fields from the import source (that is, the CSV file) to the fields
of the template by highlighting a field from each box and clicking Add (if they are not listed in the
Field Links summary).

6 Import photos at this time, remove any pre-existing links that came into the wizard as photos.
For a CSV source, import the photos to be retrieved from an external folder.
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Step | Procedure

7 Within Template Fields, highlight the field that pertains to the photos; click Image File Import to
open the File Import window. Browse to the photo location.

Identify the column within the CSV file that references the photo name.

If the name contains the full name of the file, including file type (for example, john.jpg), click
Column contains actual file names.

Data Entry - Import C5V - Al

Falder to Import from:

N Laser C:\Users'nwahlander\Desktop'Photo
ﬁ 1l Column Containing File Reference: Browse
Import Wizard Photo -
| Column contains actual file names
Field Links

Set up the links between the import sources and the template.| | [Mage Type:

| OK ‘ ‘ Cancel |

Import Source Fields Template Field. = ;
First_Name Last_Name -~
[ seve | Remore
Last_Mame Print_Count

Print_Date And

Print_By

Voided

Void_Date

Void_By

Record_ID -

Figld Links

First_Name -> First_Name
Last_Name -> Last_Name

Add | | Remove ‘ ‘ Mark Unique

Image File Import |

| < Back H Next = ‘| Cancel ‘

Mark one field as Unique.

After all required fields are mapped and a unique field is identified, click Next.

10 In the Import Options dialog, choose to update existing records, import new records, or both.
Click Next.

11 Click Begin Import.

12 Records are imported.
13 Click Finish.

14 The data entry view updates with your changes.
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4.3.2 Layout View

Customize allows users to define how the fields, photos and signatures in the template are
formatted in View Layout. When saved, these changes are recalled the next time the template
loads.

LayoutView Customization "

Template Card m
n, Hidden Items * n

Empty Space Item

=
1
L_d

Label
Separator

Print By

Print Count
Print Date
Void By
Void Date

I
© 0000 oH»

Voided

| Show More Cards | Ok | | Cancel | |~‘? Apply |

£ ) Customize the card layout using drag-and-drop and customization menu, and preview datain the View
Layout page.
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4.3.3 Void
The Records group on the Home tab contains the Void function. There is no function to un-
void a record, so the void action is permanent. Select All and Select Record options do not
select voided records. Voided records cannot be printed.

Step | Procedure
1 Select the record to be voided from the Data Entry application.

e

[ E Gy e Data Entry - Basic Demeo - Asure ID
BN tome | Database vew Laser

i ..: = a o '.-: ['] [] === . >
d DD EE 3 EHAE @ G @ P
Cut C

opy Paste Save  Add AddBatch Delete  Void Find A Replace Quick
" Fiter
Chipboard Records Acquire Frd
@
Card Design

ij [ Void Record =50

Data Entr
g This action cannot be reversed. Are you sure you
want to vod record(s)?

Usar Config h

Confirm the Void Record verification window. There is no function to un-void a record.

If record is required later, it must be added as if it is new. If unique fields are included, delete the voided
record before adding.

The Select All and Select Record options do not include voided records.

2 Voided records cannot be printed. After a record has been voided, it can no longer be edited. The data
fields are disabled. The preview includes Void written across the card.

Kutlu Dedra

02714466658

0005 Kinlien
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5 User Config Application

The Asure ID user configuration module manages user definable privileges with a username
and password for setting each user profiles. This capability is only available in Asure ID
Express and above. Administrators limit or enable user privileges for the following Asure 1D
capabilities.

e Create a userlD with a friendly name

e Access the Card Design application.

e Access the Data Entry application.

e Access the card printing function within the Data Entry application.

e Access the User Configuration application.

e Access the Report application.

e Access to the Laser Engraving application (only available with Asure ID Exchange)
e Access the Program Options settings located under the application button.

5.1 Add User

Store your passwords in a secure location. For security reasons, the HID support team is
unable to retrieve your password if lost.

Step | Procedure

1 To create a new user the Administrator, click Add User.
Enter the user name, set the user ID, password and privileges for the new user.

o Q

IB - Home View

00D D I &

Cut Copy Paste ||AddUser Remove Save Users Change
User Password
Clipboard _ Asure ID Users Password

Click Save.

Click Change Password to set the password for the user

Repeat as necessary.
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6 Reports Application

The Reports application supplies you with a number of preformatted reports for application
operation. Customize preformatted reports in terms of layout, columns, and filters. When the
reports are customized, save them for quick access. The preformatted reports are grouped
into the several sections.

;lo Reports - Aéure D

Home Custom Reports
ﬁ 2= User Actvity a Records with no Photos { llre
L}

& Unprinted Records
User List :‘1 User Login All Records _ Template Print History | Template Data Fields
for a template 48] Voided Records History  Report List  for Template
User Reports Data Entry Reports Card Design Reports
Applications B Data Fields for Templa

@ Drag a column header here to group by that column

Data Field Name Data Field Type ¥ | Live Link Data Source Live Link Table Liw

> printcount [ N I
’j Print Date Date
— Print By Text

Data Entry

Card Design

Voided Yes/No

Void Date Date

! e Void By Text
Reports Record ID Number

6.1 User Reports
e User List — This report outlines all of the Asure ID users and their capabilities.

e User Activity — This report outlines all of the activities performed by the user, which
includes adding or modifying a record.

o User Login — This report outlines the date and time of when a user logs in and out of
Asure ID.
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6.2 Data Entry Reports

o All Records for a Template — This report outlines all of the records for a particular
template and its associated data fields.

¢ Records with no Photos — This report outlines all of the records for a particular template
which do not have a photo, if applicable.

¢ Unprinted Records — This report outlines all of the records for a particular template which
have not been printed.

e Voided Records — This report outlines all the records for a particular template which have
been set as void. (Note: You may not set records back that have been voided.)

o Template History — This report outlines all of the user activity for all of the templates that
are stored within Asure ID

o Template Print History — This report outlines all of the user print activity for all of the
templates stored within Asure ID

6.3 Card Design Reports

o Template List — This report outlines all of the details for each of the card templates stored
within Asure ID

e Data Fields for Template — This report outlines all of the data fields and their type for a
given template
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7 Selected Asure ID Options

The Application drop-down menu includes controls for actions like Save Template and Print
Template. This window also provides a list of recent documents, access to application options
and application exit.

P —

g, — P

K

Recent Templates
Mew Template B

Open Template

Close Template

Save Template

Save Template As

Manage Templates

Bind Template

Unbind Template

Import/Export »

Preview Template

Print Template

DI idFESS T

Options ‘ | Exit Asure ID |

Options provide instructions for setting or modifying settings and preferences.

w B G e x|
Home Language Default Text Label Formatting m
- Template Preview
l & Dj Skins Sample Text
Lo Loz (eEE Resources l
Clipboard Printing
Advanced Printing Font Alignment
Encoding FontName: | Avrial - Horizontal: |E||E"E|
@ Licensing Font Color: | I Black - Vertical: |%"§"E|
Card Design Font Height: i - M L Rotation: 0
— Devices Font Style: |l|i|£ i' (In degrees CCW)
;T Options Placement
g [ Word Wrap Left: width: | 1.00 2
| Auto Size
e [ Laser Engrave Top: Height: 0.25 5
Reparts Border and Fill
r] Border Color: | ] Transparent -
£ Border Width: 03
Hser Config Fill Color: ] Transparent -
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Laser Config

—_— oK Cancel
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7.1 Template Options

The Template screen includes the Default Image Format, Database Query Options and
Advanced Options.

The Default Image Format provides the capability to override this default image format from
within the Photo and Signature property dialog. Select the preferred format for your image. It
is applied when you use the Photo or Signature imaging in Card Design.

PNG is the default image format in Asure ID 7.

Options x|
Language Default Image Format
Template - ) .BMP
Skins ~).GIF
Resources 0.6
£ .PNG
Printing
0 TIFE
Advanced Printing
Encoding Database Query Options
Licensing ) . ) )
Max Query Records - The maximum number of records that will be retrieved from the database and be viewable in
Card Design Data Entry. (Re-open template for setting to take effect)
Devices 5000
Advanced Options

| Restore last template used at startup

— Show all Data Fields for Compound Fields in the
Card Design editor

oK ‘ | Cancel
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7.2 Resources and Check for Updates

The About window has the specific version numbers for Card Design, Data Entry, Reports,
and User Config.
- BSe =
Home Language About
W N emplate
& Dj ;inz t Asure ID

e Copyright © 2009-2013 HID Global

Printin;

] g Applet Wersion
Advanced Printing 3 | Card Design
Encoding Data Entry 7.4.0.70

@ Licensing Reports 7.4.0.70

=

Card Design Card Design User Config 7.4.0.70
S Devices Laser Config 7.4.0.70
|
Data Entry
e Native Data Source Connection String:
Ri ts
=2 Provider =Microsoft, Jet.OLEDE, 4.0; Data Source=C:\ProgramData\HID Global\Asure IDVAsureID.mdb; Jet OLEDE:Dat
8
User Config
¥| Check for software updates on startup.
L | Check for updates now ‘

Laser Config

[(0.18,-0.23) Inches « | [ o« | cance

Select Check for software updates on startup to automatically search for software updates
when you start Asure ID.

You can manually check for updates at anytime by clicking Check for updates now. If
updates are available, the updates are installed. This update does not delete or modify any of
the card templates and card records.

(Note: Internet access is required to check for updates.)
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8 Licensing

Licensing stores user information and license keys that aide in troubleshooting and providing
assistance if you misplace your key.

(Note: Set this option prior to using the software.)

Step Procedure

1 Click Licensing to display the Licensing window.
options ___________ . x

Language Activate License

Template First Name: First

Skins Last Name: Last

R - - .

ssourees Email: email@provider com

Printing
Company Name: Company

Advanced Printing -

. State [ Province: State-Province
Encoding
o comme
Card Design License Key:
Devices | Subscribe to product newsletter

Subscribe to anonymous surveys

Fhone Activation ‘ | Activate Online

Asure ID

System License: 000K - X0O00000(

License Level: Exchange

Additional Licenses:

oK | | Cancel
Select your subscription options.
3 Click Phone Activation or Activate Online if you would like to upgrade your Asure ID edition or add

additional license key configurations

4 Click OK.
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) Data Connection

9.1 Create a New Native Database - Access, SQL, Oracle

When you install Asure ID, it uses an Access database that stores configuration tables,
templates and cardholder data. To use SQL Server or Oracle as the native database, follow
these steps.

Step Procedure

1 Your System or Database Administrator runs a set of scripts to create all the database
objects required for Asure ID 7.

The Administrator directs the application to the database. If not finding the database,
generate a new database by selecting the required path. Upon the next start up, the new
database is accessed.

2 To install scripts:

Go to Program Files\HID Global\Asure ID\Scripts. Found are the following two files.

e AsurelD_MSSQL.sql
e AsurelD_Oracle.sql

The Administrator runs whichever set of scripts is applicable for the chosen database.

Furthermore, the Administrator creates a user that has Select, Insert, Update, Delete and Create
privileges.

3 After creating the required objects in the database, access the following.
[start]

[All Programs]

[HID Global]

[Asure ID]

[Data Connection Wizard]

& HID Glabal ] aPCUToal

ﬁ CENCR N AN (1 Asure ID

| Data Connection Wizard

'LJ [rata Export Wizard
| Data Import Wizard

i Uninstall Asure ID
1
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4 Click Next.

Asure ID Native Data Source Connection Wizard

Native Data Source Connection
Wizard

This wizard will guide wou through connecting Asure ID ko Microsoft
S0L Server, Oracle or Access,

hidglobal.com To continue, click Mext

| Hext = || Cancel |

5 Select the correct database. Listed is the Access database for directing the system back to the Access

database installed with the application. Any other Access databases are not a valid option for a native
data source.

Asure ID Data Connection Wizard

Select a Database Type “

Microsoft Access
Microsoft SQL Server
Orade

<gack [ Next> § | Cance
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6 Enter the parameters required to connect to the newly created database.

You must know the userlD and password. They are used by all Asure ID users to connect to the
database. All users need one database userlD and password. This userID and password are not

visible to Asure ID users.

Asure ID Native Data Source Connection Wizard

Microsoft Access Database Connection
\Wizard page subtitle: this should help the user complete a subtask

3

- <

A
Enter the complete path to the Access Database
or dick browse to select a database.

Browse
Database Password (Optional) :
| < Back || Mext = | | Cancel |
7 This information resides in the computer registry and remains persistent, unless it is changed using the

Data Connection Wizard.

Re-linking the database location does not migrate data, you must complete data migration manually.
Any new templates added in Asure ID are saved in the new data source.

(Note: You should no longer use the Access database installed with the system.)

When using Asure ID for the first time after making the change, the only valid user is the Admin user.
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8 | Click Finish. The connection is tested and a message is displayed.

Aszure ID Native Data Source Connection Wi

The Data Connection Wizard
has finished.

The Data Connection Wizard has completed. Click Finish to change
your Asure ID Data source to the new database.

hidglobal.com To dose this wizard, dick Finish

< Back Cancel
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