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1. From the GPP main screen, click the all cardholders menu button 

2. . At the cardholder screen click new. 
 Fill in the relevant details for the cardholder, pick the cardholders Access group and any validation rules 
 you wish to apply to the cardholder and click save 
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3. Once saved click Create new in the badge section of the cardholder screen. This will open the badge 
screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

4. At the badge screen Click Get from Card. The get from card screen will open.  Pass the card at the enrolment 
reader . One the card number appears on the screen click ok and then save.  Once back at the cardholder 

screen click save again to register the 
card in the system 
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5. If you are using a desktop reader follow up to step for but do not click the get from card button. 
 Place the cursor in the badge filed and swipe the card at the desktop reader. The number will appear in 
 the field. Click save. Once back at the cardholder screen click save again to register the card in the  
 system 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 


