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Bulk Operations

Instant ID as a Service includes options to import multiple enrollment records by uploading
an import ZIP file containing enroliment data. Instant ID as a Service parses the import file

then creates enroliment records for each entry in the import file. Instant ID as a Service can
also upload photographs and signature files for the applicants.

© Entrust Corporation
ENTRUST



Prepare the ZIP Import File

The ZIP import file contains all the data including photographs and signatures for an
applicant. Follow the guidelines in this section to prepare the ZIP import file.

Note: Instant ID as a Service limits the size of
each enrollment including signature and
photograph files to 5 MB.
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Prepare the Photographs

The photograph files must be prepared in the following way to successfully upload
photographs in an enrollment import.
o Photograph files must be in a folder named Photos.
> The import CSV file must contain a column called Photo that contains the file names
of the photographs in the Photos folder.

o Photographs must be in jpeg image format.
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Prepare the Signatures

The signature files must be prepared in the following way to successfully upload signatures
in an enroliment import.

o Signature files must be in a folder named Signatures.

o The import CSV file must contain a column called Signature that contains the file
names of the signatures in the Signatures folder.

o Signatures must be in jpeg image format.
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Prepare the Import File

The import file is a comma separated value (CSV) file that contains applicant data and

references to photographs and signatures. Follow the following guidelines when creating
the import file.

Here is an example of a CSV import file:

Student ID First Name Last Name Job Title Prefix Photo Signature

1 Sarah Sampleton Staff Ms. photo1 jpg signature1 jpg
2 Travis Sampleson Staff Mr. photo2 jpg signature2 jpg
3 Mary Exampleperson Staff Mrs. photo3.jpg signature3 jpg
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Prepare the Import File

Follow these steps to create an import CSV file:

1.
2.

N o O bk w

Create a new spreadsheet using Microsoft Excel.

Add a column for each field in the credential design. The names of the columns
must match the names of the fields in the credential design exactly.

Create a column called Photo to import photographs.

Create a column called Signature to import signatures.

Enter applicant data in the columns.

In the Photo column, enter the file name of the photograph in the Photos folder.

In the Signature column, enter the file name of the signature file in the Signature
folder.

Save the spreadsheet as a CSV file.
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Prepare the ZIP File

1. Addthe CSV import file, Photos folder, and Signature folder to a ZIP file.

2. Ensure that the ZIP file contains the following files and folders in this structure:

« [CSVFileName].csv

* Photos
« [PhotographFileNamel]
« [PhotographFileName2]

» [PhotographFileName3]
« Signature

JPG
JPG
JPG

 [SignatureFileNamel].JPG
 [SignatureFileName2].JPG
* [SignatureFileName3].JPG
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Bulk Operations

To add a Bulk
Operation, click on the
Main Menu icon at the
top left corner of the
screen.
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Dashboard

Home > Dashboard

=

Printers

Y Get Started

&

Designs

Ramiro Ceja #

Adaptive Issuance”
© ENTRUST | jpstant ID
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Credentials

Step 1. Setup Printer

E Audit Log

@

Step 2. Design a Credential

Click on a row in the table to see more details about the Audit Event

out Date Name
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Bulk Operations

Ramiro Ceja #

Select Bulk <
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Home > Bulk Operations List
® Credential Designs
= Enroliment Designs ° Q c
=  MobileFlash Pass O | Name File Name Type State Initiate Time <l Rows Successful Rows Failed Actions
- Designs
= Printers
Print Queue

No Rows To Show
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Add a Bulk Operation

From the Bulk
Operations List
page, click on the Add
icon.,

Bulk Operations

Home > Bulk Operations List

- R—

Name File Name

Rows per page: 10 ~ Total:0
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Add a Bulk Operation

Select Import from
the Actions list and Add Bulk Operation P —
Enrollments from the

Operations list. 8 sesss ° °

Import Enrollments

Home > Bulk Operations List

File Delimite
QO Pipe(l)
® Commaf(,)

Five (5)

Sample Bulk File

# A bulk CSV file for bulk creating of enrollments must contain a column nai
# the credential to use when creating an enrollment. The rest of the column
# values. The header of those columns specifies the name of the field as s
# In this sample, the credential is named My Credential and it contains thr
# and "Photo". Fields whose values are binary values like the Photo in thi
Credential,First Name,Last Name,Photo

My Credential,Julie,Doran,/93/4AAQSkZIRgABAQAASWBLAAD/AQCHRXhpZgAATUGAKGAAA
My Credential,Mark,Romano,/93/4AAQSkZIRgABAQAAGQAZAAD/4QCMRXhpZgAATUGAKgAAA
My Credential,Richard,Rosen,/93/4AAQSkZIRgABAQAAFAAUAAD/AQCHMRXhpZgAATURAKA.

‘ »
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Add a Bulk Operation

Ramiro Ceja }

A sample import file is
displayed at the
bottom of the screen
for you to download
optionally.

Add Bulk Operation Adapie issice?
@ ENTRUST | nstant D
Home > Bulk Operations List

0 Operation Setup @ @'

Import Enrollments

File Delimite
QO Pipe(l)
® Commaf(,)

Five (5)

Sample Bulk File

# A bulk CSV file for bulk creating of enrollments must contain a column nai
# the credential to use when creating an enrollment. The rest of the column
# values. The header of those columns specifies the name of the field as s
# In this sample, the credential is named My Credential and it contains thr
# and "Photo". Fields whose values are binary values like the Photo in thi
Credential,First Name,Last Name,Photo

My Credential,Julie,Doran,/93/4AAQSkZIRgABAQAASWBLAAD/AQCHRXhpZgAATUGAKGAAA
My Credential,Mark,Romano,/93/4AAQSkZIRgABAQAAGQAZAAD/4QCMRXhpZgAATUGAKgAAA
My Credential,Richard,Rosen,/93/4AAQSkZIRgABAQAAFAAUAAD/AQCHMRXhpZgAATURAKA.
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Upload Enrollment Records

To upload enrollment
records:

o Select the
Enroliment
Design.

o Select the File
Delimiter.

o From the
Maximum Number
of Retries list
select the number
of retries allowed
after an import
error.

o Enter a name for
the operation in the
Name field.

o Enter a description
of the bulk
operation in the
Description field
(optional).

Add Bulk Operation

Home > Bulk Operations List
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Adaptive Issuance”
@ ENTRUST | nstant D

ﬂ Operation Setup

Import Enrollments

Entrust

File Delimite
QO Pipe(l)
® Commaf(,)

Five (5)

Entrust

Sample Bulk File

# A bulk CSV file for bulk creating of enrollments must contain a column nai
# the credential to use when creating an enrollment. The rest of the column
# values. The header of those columns specifies the name of the field as s
# In this sample, the credential is named My Credential and it contains thr
# and "Photo". Fields whose values are binary values like the Photo in thi
Credential,First Name,Last Name,Photo

My Credential,Julie,Doran,/93/4AAQSkZIRgABAQAASWBLAAD/AQCHRXhpZgAATUGAKGAAA
My Credential,Mark,Romano,/93/4AAQSkZIRgABAQAAGQAZAAD/4QCMRXhpZgAATUGAKgAAA
My Credential,Richard,Rosen,/93/4AAQSkZIRgABAQAAFAAUAAD/AQCHMRXhpZgAATURAKA.
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Upload Enrollment Records

Click on INITIATE.

Entrust

File Delimite
O Pipe(l)
® Commal(,)

Fl;/e (5

Entrust

Sample Bulk File

# A bulk CSV file for bulk creating of enrollments must contain a column nai
# the credential to use when creating an enrollment. The rest of the column
# values. The header of those columns specifies the name of the field as s
# In this sample, the credential is named My Credential and it contains thr
# and "Photo". Fields whose values are binary values like the Photo in thi
Credential,First Name,Last Name,Photo

My Credential,Julie,Doran,/93/4AAQSkZIRgABAQAASWBLAAD/4QCMRXhpZgAATUGAKEAAA
My Credential,Mark,Romano,/93/4AAQSkZIRgABAQAAGQAZAAD/4QCHRXhpZgAATUGAKAAA,
My Credential,Richard,Rosen,/93/4AAQSkZIRgABAQAAFAAUAAD/AQCHMRXhpZgAATURAKA,

‘ »

COPY TO CLIPBOARD ¥ DOWNLOAD

CANCEL INITIATE
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Upload Enrollment Records

= Ramiro Ceja }

Click in the upload
area. Add Bulk Operation @ ERTRUST ﬁf:f:.ﬂvu% Issuance”

Home > Bulk Operations List

Q Operation Setup 6 File to upload @

lease select a file.

lick here to select file.

o T

CANCEL
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Upload Enrollment Records

€ open X

€ v p» <« Adaptive Issuance Instant ID as a Service > Bulk Operations v O Search Bulk O

Organize v New folder

S I e t th EB Z I [ ) f. I n d [ Desktop A Name Date modified Type Size Ramiro Ceja £
e C I e a & Downlosds ¥ Bulk Operations 5/26/20212:22PM  Compressed (zipp.. 65 KB

*
*
[£] Documents #
*

&

&= Pictures

CIiCk On Open . I ThisPC @ENTRUST ﬁ't:::::vleblssuance'

2 3D Objects
I Desktop

5 Documents
& Downloads
P Music File to upload (3]
&= Pictures
Bvideos s
i Local Disk ()

== Shared Folders
v

ect a file

0 select file.

File name: | Bulk Operations ~ | Allfiles 5 ’

Open Cancel

CANCEL
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Upload Enrollment Records

Click on UPLOAD.

Add Bulk Operation T —
@ ENTRUST | nstant ID
Home > Bulk Operations List

Q Operation Setup 6 File to upload @

ulk Operations.zip

lick here to select file.

CANCEL UPLOAD <:|
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Upload Enrollment Records

= Ramiro Ceja }

Review the details of
the bulk operation and
click on START.

Add Bulk Operation

Adaptive Issuance”
@ ENTRUST | nstant ID
Home > Bulk Operations List

& operation setup @ File to upload © start/stop

Click START to IMPORT information from File: Bulk Operations.zip. Click CANCEL to stop
operation.

Type: Enroliments
Delimiter:,

Name: Entrust
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Upload Enrollment Records

Click on FINISHED. -

Add Bulk Operation

Adaptive Issuance”
@ ENTRUST | nstant ID
Home > Bulk Operations List

Q Operation Setup 9 File to upload 9 Start/Stop

- N

Click 'FINISHED' to return to List.
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Bulk Operations

The Bulk Operations
List page, displays
the status of the
Import process.

Bulk Operations

Home > Bulk Operations List

O Name

» [ entrusttraining

Rows per page: 10 -

File Name

enroliments

Total: 1
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Bulk Operations

To download import
enrollment operation
logs, click on the
Download Logs icon.

Bulk Operations

Home > Bulk Operations List

O Name

» [ entrusttraining

Rows per page: 10 -

File Name

enroliments

Total: 1
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Type

Import Enroliments

State
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Bulk Operations

To delete import

enrollment operations, Bulk Operations P PUR——
click on the Delete
icon. ° .

O Name File Name Type State Initiate Time |, Rows Successful Rows Failed Actions

> D entrust-training enrollments Import Enroliments Completed 09 Sep 2020 12:23:49 0 3 |:> i

Rows per page: 10 v Total: 1 Page 1 of 1
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Bulk Operations

If you are sure that
you want to delete the
bulk operation, click
on DELETE.

Delete Bulk Operation

Are you sure you want to delete bulk operation entrust-training?
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Bulk Operations

The bulk operation is

Bulk Operations Adaptive Issuance”
e ete . @ENTRUST Instant ID

Home > Bulk Operations List

[+ a ¢

O Name File Name Type State Initiate Time |, Rows Successful Rows Failed Actions

Rows per page: 10 v Total:0 Page 1 of 1

Bulk operation entru ining deleted.
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