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ADMINISTRATOR GUIDE

This guide assumes the administrator has a good understanding of the windows environment. This manual
will provide you with a general step-by-step guide to setting up the Episuite software. For more detailed
help on each module please refer to the online help provided by the software. This manual is based on a
local, single user installation.

1. Place the hardware key on LPT port or USB port depending on which key you ordered.
2. Insert software disk; auto run should start software installation. Follow instructions on screen.
(If auto run fails, click on START, RUN, BROWSE then navigate to CDrom drive and choose SETUP.exe)

The software is installed in the c:\Program Files\Imageware Systems\Episuite\6\ directory. The default
databases are located in the c:\Program Files\Imageware Systems\Episuite\6\DB folder (Episuite.mdb
& template.mdb).

All program modules are located under START, PROGRAMS, EPI Suite 6

DATABASE FILE CREATION

1. Open WINDOWS EXPLORE and browse to c:\Program Files\Imageware Systems\Episuite\6\DB
folder.

2. Make a copy of the template.mdb file

3. Rename copy of template.mdb file to the name that you’d like for your database
You have just created a blank database that will store the data used to create ID badges. This database
contains a number of default fields. Most users don’t need all of these fields and usually need to add
their own. This is accomplished using the GUARDTOOL DATABASE UTILITY module.

GUARD TOOL DATABASE UTILITY

1. Click Windows START button

2. Select PROGRAMS &7 GuardTool Database Utility - EPI Suite DB Lititity %
3. Select EPI Suite 6 A,
4. Select GUARDTOOL DATABASE UTILITY [\ Progam FlesiImagei/ars Sysems EFSUIT EVDB\ERSLITE. Do Datsbise |
5. Click the CHANGE DATABASE button and [
BROWSE out and select the database file kit |
that you created, click OPEN, OPEN. M vt e B
6. Click the EPI Suite DB UTILITY button e H = =
(Figure 1 appears) (Hane T Tipe [ Sn [ Reued [indewea [ 14 sddf=d |G
Cresion, D bae 5 RS RS | )
Lant_Mocibed Dabe B FALSE FALSE | — ¢
Gom o onmom e E
With this utility you can add fields to the person B Te B et e | sipi P
Dhemp sptrriesryt Test ED FALSE FALSE i
or card tables (Figure 1-A). The fields that are A e % obas mis | e |G
currently in the table selected are shown in the Sde fof S PASE PASE | Hewbsru |
large white window (Figure 1-H). This is where 2 Lods Tt B PASE TRUE I :
you add and remove fields from the database ‘@ ey g — 22
just created. Continue adding and deleting Doss
fields until you have all the fields you need.
(Figure 1)

You can also do a repair and compact on the
database from here by clicking on the
OPTIMIZE DATABASE button (Figure 1-B)




ADDING FIELDS

1. Click the ADD FIELD button (Figure 1-C)
(Figure 2 will appear)

2. Type in the name of the field you wish to add
(Figure 2-A). Name can’t contain spaces.

3. Choose the FIELD TYPE (Figure 2-B) by clicking
the drop down arrow.

4. Check whether you want the field to be REQUIRED
(Figure 2-C).

5. Choose a FIELD SIZE (Figure 2-D) for this field

6. Click OK..

DELETING FIELDS

*** When deleting a database field you will lose
all data that the field may have contained. ***

If the field you wish to delete has an INDEX attached
toit, you must delete the INDEX first.
(See DELETING INDEXES below)

1. Click on the field name in the DATA FIELDS window

(Figure 1-H)
2. Click the DELETE FIELD button (Figure 1-D)
3. Click YES to confirm deletion.

ADDING INDEXES

An index helps Microsoft Access find and sort records
faster. You'll want to apply an index to the database fields
on which you will be performing your queries most often.
(Last Name, Employee #, etc..).

You'll also want to apply an index to any field that will be
unique (not duplicated).

1. Click on the field name in the DATA FIELDS window
(Figure 1-H)

2. Click on the ADD INDEX button (Figure 1-F)
Figure 3 will appear

3. Type the INDEX NAME (Figure 3-A)
(No spaces allowed)

4. Check YES or NO to indicate if the field is UNIQUE
(Figure 3-B)

5. Click OK

DELETING INDEXES

1. Click on the field name in the DATA FIELDS window
(Figure 1-H)

2. Click the DELETE INDEX button (Figure 1-G)

3. Click YES to confirm deletion

Set Field Propert L x|

A Field Name: | ok I
B Field Type:
€ Reguied | { " es & Mo ‘
D Field Size: IED
(Figure 2)

X
Indes Marme
v
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(Figure 3)




EPI DESIGNER - ID BADGE DESIGN

The EPI Designer module allows you to create ID badge templates. The design capabilities of this module are very
limited. For more complex badge designs you will need to use a graphics program like CorelDraw or Adobe
lllustrator. With EPI Designer you will be able to add static text fields, dynamic text (database) fields, image fields,
logos, barcodes, and set up magnetic stripe encoding information.

EPI Designer can be used to create ID badge templates that will be printed to PVC using a PVC card printer, or to
paper or teslin (with multiple badges per sheet) using an inkjet or color laser printer. A unique feature of EPI
Designer is that each ID badge template stores all the printer settings used to produce that badge. It is
recommended that you set you windows default printer to your PVC printer before opening the Epi Designer module.

This manual will give you a very basic tutorial on how to create ID badge templates. For more detailed information on
the features of this module refer to the online help by pressing the F1 key. This tutorial also assumes that you are
familiar with the printer you will be using and it’s settings.

CONNECTING TO DATABASE

AWN -~

5
6.

6.

10.

12.

13.

. Click on VIEW menu (You will need to connect to the database that you will be
. Select OPTIONS designing badges for so that the fields in that database
. Click on DATA FIELDS tab are available to you)
. Click on OTHER DATABASE button to
browse out to your database or click the
drop down to view recently opened databases. Pige Selup X
. BROWSE out and select your database Page Sei | Dupler |
Click OPEN, OPEN, OK Pivie
tiome: TN ~| Ponsie:
Type:  HP Lases)et 4000 Seres PCL Se .
‘wheta  LPT1
NEW ID BADGE TEMPLATE T T ——
Fage Margra
. Click FILE menu Gt o 1w fom
. Select NEW T K
Page
This will open up the EPI Designer screen cm:}:t f Holzonisl Spscngr [0250m
with a blank template based on the Conde Qo |1 Vet Spasog (020w
windows default printer.
. Click FILE menu
Select PAGE SETUP (Figure 4a) o ] :
. Choose the printer that you = == =
will print this ID badge to (Figure 4a)
Click on PROPERTIES to set 9
all the printer options that will be - p— ®
needed to print this ID badge =
- Card Size Gianessl Fiorl | Back | Page Header | Page Fooisr
- Orientation — -
- Ribbon Type e e AT S
- Dual Side Print Height [0l 5500 phels B
- Lamination o
- Overlay G =
Click OK to bring you back to PAGE SETUP M S |
Click OK to close PAGE SETUP, agree to adjust margins, OK N ol
Click FILE menu 5 i backiyeissd
Select LAYOUT PROPERTIES (Figure 4b) P
. Click on the FRONT tab e T R e T
Click on SIZE drop down and select FULL
PRINTER PAGE from the top of list.
Click OK e |
[ ] caed | He

(The above settings are for PVC card printer setup)
For paper or teslin setup, see next page.

(Figure 4b)




PAPER OR TESLIN - Page Setup

1. Click on FILE menu LAYOUT PROPERTIES and click on FRONT tab. (Figure 4b)

2. Click CARD SIZE drop down and select CUSTOM SIZE, type in the WIDTH & HEIGHT (Figure 4b)
of your card.

. Select the CARD ORIENTATION (Figure 4b)

. Click OK

. Click on FILE menu and then PAGE SETUP (Figure 4a)

. Fill out the PAGE MARGINS and PAGE LAYOUT sections.

(You only need to measure the top & left margins. The right & bottom margins will
automatically fill in based on all your previous settings)

7. Click OK

[o20N¢) I AoV
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ADDING OBJECTS TO YOUR BADGE DESIGN

B

The design module allows you to add the following to your badge design. A i B c b _E_F-

1. Database fields & images (dynamic data) tNOOCAA DEm

2. Static Text J U === _[_=

3. Basic Geometric shapes (circles, ovals, rectangles, etc...) Sl —

4. Logo files or Backgrounds i !

5. Barcodes SEL el B0 o D

6. Magnetic Stripe setup (Figure 5)

(Placing cursor over a particular toolbar button for 2 seconds will display the button name)

Double clicking any element opens the properties window for that element type.
Use the properties window to adjust the display parameters.

% DYNAMIC IMAGES (Photograph, Signature, etc...)

1. Click on DYNAMIC IMAGE button on toolbar (Figure 5-E) oW Plebmah m
2. Hold LEFT click to drag the size of image (Figure 6)
3. Double click image to get Dynamic Image Properties window
4. Click Image tab -k SRR
5. Select Image type from drop down (defaults to photograph) S SR
6. Click OK (Figure 6)
7. Size and position the image as needed
N g Eupy B
\ 0O O © GEOMETRIC SHAPES TN
H. . . .H.
1. Click on one of the 4 GEOMETRIC SHAPE buttons on toolbar (Figure 5-A) L
2. Hold LEFT click to drag the size of the geometric shape (Figure 7) . . .
(Figure 7)
Il BAR CODES
T
. Click on the BAR CODE button on toolbar (Figure 5-F) - o
. Hold LEFT click to drag the size of the bar code you want (Figure 8) - i -

. Double click the bar code to get the Bar Code Properties window
. Click Bar Code tab (Figure 8)
. Set all bar code properties (see below)

AR WN -~

or cotle Progerties x

Gansisl Barroch | Condaons Displa |

[iaa

Sample Tege [1Z3A0C
BAR CODE PROPERTIES (Figure 9) Btk 2
(See HELP for more detailed explanations of each setting) dussieaion
r Lsit i Coritms Bl
TYPE - lets you choose bar code symbology SR,

SAMPLE TEXT - lets you enter sample text
FIELD NAME - drop down to choose the field or expression to use for bar code

F oMo Beem T Abew

Advanced POF4TT

JUSTIFICATION - alignment of bar code within the field size Ehactsim s o [ 2l
SHOW READABLE TEXT - lets you see the value that makes up the bar code [tere = 2| | e [
CHECKSUM - appends a digit to end of bar code R eccwt [ 2
RATIO - ratio of thin bars to thick bars L L
NARROW BAR WIDTH - set the width of a thin bar (used to shrink bar codes)
[ ] owes | v |
(Figure 9)



STATIC IMAGES OR LOGOS

1. Click on the STATIC IMAGE button on tool bar (Figure 5-D)

2. Hold LEFT click to drag the size of the image you want

3. In the Open window, select the image file
4. Click OPEN

(To learn more about additional options in the STATIC IMAGE PROPERTIES window

click the HELP button)

MAGNETIC STRIPE DATA

. Click on FILE, LAYOUT PROPERTIES

2. Select ENCODING button on General tab
(Figure 10 will pop open)

3. Drop down to select the track you wish
to set encoding for (Figure 10-A)

4. Drop down the Field/Expression (Figure 10-B)
to be encoded on selected track
(Figure 10-A)

5. Click the ADD FIELD button
(Field selected will pop into Selected Text
Fields window (Figure 10-C)

6. Click OK, OK

-_—

(If encoding on more than 1 track, repeat
steps 3 - 5 before clicking OK

DEFINING EXPRESSIONS

You use SQL statements to define expressions.
An expression lets you combine 2 or more
database fields (First Name, Last Name) to print
together.

Or you may need to combine constant data with
a database field to make up your bar code or
magnetic stripe data. (12345 + employee
number)

A basic knowledge of SQL expressions is
required for this feature.

1. Click the EDIT menu
2. Select DEFINE EXPRESSIONS
3. Type your expression in the window or
select fields from list in bottom window (figure 11)
4. Click the ADD button
If you have created a valid SQL expression,
the expression will pop into the INSERT FIELD
NAME IN EXPRESSION window (Figure 11)
5. Click OK

Cordincodng x
Tecks  [IETEE -] A
Text Figlds 1o Encods -
Field/E xpression: |Casd_Code - B
Selected Teut Fields:

C Add Feld I

FEemove Field

- Images to Encode
Image Type: |Fir-;jarpr'nl j
Fiehd/Epression { =
Selected Images;

Add Image
o | Cancel | Hep |
(Figure 10)
x|

Drata field name or expressior;
I Aol

Inzert figld name in exprezsion:

Card_Caode il Imzert

Employes_Mumber 4'

EPl_CARD.Cancelled_Date
EF_CARD.Card_Status Hemave
EF_CARD.Creation_Date

EFI_CARD.Deszcription ;!
FPI r&RMh Frd MNate

(].8 | Cancel |

(Figure 11)



A STATIC TEXT

1. Click on the STATIC TEXT button on toolbar (Figure 5-B)

2. Hold LEFT click to drag the size of the text box (Figure 12)

3. Double click the TEXT field

4. Select the TEXT tab (Figure 13)

5. Type in the desired text

6. Set additional properties for this element including font, size
color, and justification.

7. Click OK

Hint: To force a return when typing static text hold the
CTRL key down and press the “J” key

A DYNAMIC TEXT

. Click on the DYNAMIC TEXT button on toolbar (Figure 5-C)
. Hold LEFT click to drag the size of the text box (Figure 12)

. Double click on the DATA FIELD

. Select the TEXT tab (Figure 14)

. Drop down the DATA FIELD NAME or EXPRESSION box

. Select the database field or expression to print

. Click OK

~NO O~ WN -~

Check Automatically reduce font to fit and/or Wrap text to make
longer text fit into the field size drawn. (Figures 13-A, 14-A)

(For more detailed information about the STATIC TEXT PROPERTIES or
DYNAMIC TEXT PROPERTIES windows, click the HELP button in their
respective windows)

MOVING OBJECTS

1. Highlight the object by LEFT clicking on it
2. Use the ARROW keys or click and drag to adjust position of object

CHANGE FILL, LINE or TEXT COLORS
(Highlight the object to change by LEFT clicking on it)

CUSTOM COLORS

1. Click the LINE, FILL or TEXT drop down on the toolbar (Figure 15)
to display the custom color palette.
2. Select the color

FULL RGB SPECTRUM

1. Double click the object to display the properties window

2. Click the “...” button to display the full color palette for LINE, FILL
SHADOW, or TEXT fields

3. Choose a color from the BASIC color section or click on one of the
custom colors you want to replace then create a new custom color
on the right and click ADD TO CUSTOM COLORS

4. Click OK

. T . Text. . |-
-l L {3
(Figure 12)

x

Gewenl Test | Condonal Diasiay |
Teut
Tk ’E ;]
=
e =
| Font Tiries N Roman, 12 Changs Foen
A [™ fudomatealy iedce fork b M
I™ \iap test
tocto [ S]]
dunslicabon el &~ Hofe. Cenler  Hight
" Top ¥ et Cerer ~ Bettom
N
(Figure 13)
Dynamic Tent Properties 3 |
Gered Ted | Concibonal Dispisy |
 Testt
[rata Beld rams o supresaon
o
Sampla beat. [EFIPERSON Depaiment
Femiat bor e e ek
[ |
Samgle  10/19/2005 150,55 FM
St D
Fert Ailal 18 Change Fonl... [
I Automaticaly 1educe lont fo
A ™ Ndrap ot
TediCobe | =]
Sugllicgton: ™ Lsh 1% Hor Center ™ Right
= Jop 05 Vait, Cante i~ Botiom
0k | Cacd | Hew

(Figure 14)

3 EPIDesigner - [Fromt] - TRAINING

| % Edk praw Ot vew tec A
DS ¥ M|l o ge NC
| Times Hew Foman -1z B I H|
- | Lre B = — = | f >< = | Tex W = [ilban
PO PR R T S TR L T
(Figure 15)

Most objects when created have an outline around the field. This is to help you with
aligning fields to each other. This outline will printif notremoved. To remove this outline,
click the LINE drop down from the toolbar (Figure 5-C) and choose the no line color

which looks like an “X”.



RE-SIZING OBJECTS

When an object has been selected, its size is shown by the black outline and the 8 black squares around it.
(Figures 6,7,8,12)

To re-size the object LEFT click and hold one of the black squares and drag it. (Corner squares move 2
edges simultaneously, others move 1)

ROTATING OBJECTS

1. Highlight the object by LEFT clicking on it
2. Click the OBJECT menu

3. Select ROTATE 90 DEGREES

4. Select LEFT or RIGHT

ALIGNING OBJECTS

1. Highlight the objects to be aligned by holding down the SHIFT
key and LEFT clicking on each object

2. Click the OBJECT menu

3. Select ALIGN OR DISTRIBUTE

4. Choose the type of alignment you wish to perform

PLACING A BACKGROUND ON CARD

A background can be a solid color or an image file that covers the entire badge and is
placed behind all other objects on the badge.

i
SOLID COLOR General IF_Ei'i Back | Page Header| Page Foater |
1. Click the FILE menu ; - e
2. Select LAYOUT PROPERTIES fud B
3. Select FRONT or BACK tab (Figure 16) |CF-80 856 x 5¢ = N
4. Drop down Background Color to pick from the custom widh: 33750 2005 pivels =
pallate or click “...” button to select from the full Heght [215n  1275phek - LaEtes
RGB spectrum.
5. Click OK - Background
BITMAP IMAGE Image:  Load. | frizce | Delete
1. Click the FILE menu ]
2. Select LAYOUT PROPERTIES -
3. Select FRONT or BACK tab (Figure 16) I™ Pint background
4. Select Image Load Evchinion inor ]
5. Select file to load and click OPEN then ENHANCE il —
to crop the image as needed Fosion [Let [ Top | Fight | Bottom |
6. Click OK, OK
REMOVING A BACKGROUND
. Add e Hemye |
1. Click the FILE menu
2. Select LAYOUT PROPERTIES
3. Select FRONT or BACK tab (Figure 16) ok | cancel Help
4. Select Background DELETE button
5. Click OK
(Figure 16)

SWITCHING BETWEEN FRONT & BACK OF BADGE
1. Click the FLIP LAYOUT button (Figure 15-A)



Once you have finished designing your badge, save the design. We recommend that you create a folder called
Badge Designs and put all your designs in this folder.

*xxxx After you have created all your badge designs, you need to set them up in GUARDCARD
under the CARD FORMAT SETUP section under the FILE menu. (See page 13) ******
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GUARDCARD SETUP

GuardCard is the main module in which ID badge production is done. In this section we will explain the most
common setup tasks. These tasks need to be performed for each database you created. For more detailed
explanations of each setting click the HELP button or press F1 key. Most of these setup procedures are
specific to each database and are stored in the database. This means that when you open up a different
database, its settings are active.

Here is a list of steps to setting up GuardCard:

1. Attach to database you created
2. Set database option settings
3. Setup how database image fields are stored
4. Setup Data Entry Screen e —— s ——r——
5. Setup the type of encoder you’re using (optional) Person Dol peran gadd
6. Setup the device used to capture images query [ PRINT OATE
7. Add users Philegrah
8. Card Format setup Dorpary | [
Comaow Dape [
Firat Mo |—
Open GUARD CARD by clicking START, PROGRAMS [y
EPI Suite 6, then GUARD CARD. Type in your username okt [
and password. To see which database the software is Dopitmet [
connected to, look on the title bar (Figure 17-A). The last
word will be the database it is connected to. If this isn’t the (Figure 17)

database you need, change to the database you want.

CONNECTING TO/CHANGING DATABASES

oo &
1. Click the VIEW menu Gl Db |
2. Select OPTIONS (Figure’s 18 & 19)
3. Click DATABASE tab
4. Click the drop down (Figure 18-A) to see a list S——
of recently opened databases or click the OTHER DEvip o JHS
DATABASE button to search for one. ¥ Vst et prn s
5. Click the BROWSE button ooy
6. Select the database you’d like to make ID badges for A b mliphen iy
7. Click OPEN, OPEN I Basrie ol Daie/ T 2 PST
Canced the guesy il the databaie doss not isspond selhind
[0 secores. & value of 2er0 moicabes no el
ADJUSTING DATABASE SETTINGS Do i o et i
=2y pocoreds B ke o D Sl aleg 10 el

We recommend keeping most of the default settings.
Below we list the settings we recommend be changed. If
you'd like to learn more about each setting click the HELP

button on each TAB. - o] omes | |_ww |
(Figure 18)
(Click on VIEW menu then OPTIONS to adjust settings)
Optiom X
DATABASE TAB (Figure 18) ] ekt
1. UNCHECK - Save all DATE/TIME as GMT @ s o e s i
(most companies don’t use Greenwich Mean Time) s

W Marialy modiy tha g 28 (o an mage
™ Log sl i reeszage in tha bobowng e

GENERAL TAB (Figure 19) | e |

™ Marnusly yabdshe cads stfer ponirg

1. CHECK - Notify when no records are selected

(This displays a window telling you no data was Skt bt S E—
found during your query) =
2. UNCHECK - Manually validate cards after printing T S ot e

(This will make the Card Status VALID once printed)
Click OK when finished adjusting all database settings.

sl i) GudndSbabon mocks ki B lobovarsg wisr el

**** When you click OK, you may get some e "
INDEX error messages. Just accept them o " - |
for now. They won’t come back once we o | cane L

finish setting up GUARDCARD. ****

(Figure 19)
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ADDING FIELDS TO INPUT SCREEN

1. Click the VIEW menu
2. Select DATA FIELD SETUP (Figure 20 appears)

REMOVING FIELDS

1. Select field in LABELS window
2. Click the REMOVE button

(Remove all fields from the LABELS window
when setting up a database for the first time.
This will remove those index errors mentioned
earlier)

ADDING FIELDS

1. Click the ADD button (Figure 21 appears)

2. Select the database field from the FIELDS list
3. Change the FIELD LABEL if you wish

4. Check the FIELD TYPE you want

(For DROP DOWN boxes, click the LIST
PROPERTIES button to enter values for the list.)

5. Set any FIELD VALIDATION settings
(We don’t recommend setting these)
6. Click OK

(The field label will display in the LABELS
window in Figure 20)

Repeat steps 1 - 6 until you have added all your
database fields into the LABELS window (Figure 20)

ADJUSTING FIELD POSITION (Sequence)

1. Select the label name in the LABELS window
(Figure 20)

2. Click the MOVE arrows (Figure 20) to move
the field up or down in the list

(Repeat steps 1-2 until you have all the field labels in
the order you wish.)

3. Click APPLY

ADDING IMAGE FIELDS

Place a CHECK in the image field(s) that you wish to
display. (Figure 20)

CHANGING / REMOVING A DATA FIELD

To change a field label and/or its settings, click on the field in the
LABELS window and click the CHANGE button (Figure 20).
This brings up a change window like Figure 21. Make your
changes and click OK.

To remove a field, click on the field name in the LABELS window
and click the REMOVE button. (Figure 20)

When you are all done Click the OK button in Figure 20.
The GuardCard screen should now reflect your settings.
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Field Setup 3
Person Fields | Card Fieids |

Lzes level: !Defa..t :]

=

Labetz

| sCompare | asd. |
SC1eation Duate: —

&Frst Name:
i 5 e |

BEmployes Mumber
&0 epartmant Remove

aCay Move

Irnages
| Photogaph A
| Signature
wiFingesprint
wlImaged
v images o

™ Bhowi mage dales

ok | Cancel | Apoly

Heip

(Figure 20)

Add Database Field

Fields: [N - £
{ Agsistant
| Courdry
Drate_0Of_Bath
email_Address
{Eve Colos b

il
X

e

Field |abel: [s2ddress:
Imitiad vahe |

Field Type
" FRead-orfy test box
+ Edit box

™ Dropdoven st box
" Digpdown edit hox
Fiedd alidation -

I~ Begusd ek

I5 I and |
P 50

(Figure 21)




CARD PRINTER ENCODER SETUP

(You only need to perform this step if your PVC card printer has
anencoderinit.)

1.
2.
3.
4.
5.

Click FILE menu

Select CARD PRINTER ENCODER SETUP (Figure 22 appears)
Click PRINTER NAME drop down and select your printer

On the MAGSTRIPE tab choose your printer manufacturer

Click OK

ADDING USERS

OB WN -

. Click VIEW menu

. Select MANAGE USERS

. Click ADD button (Figure 23 appears)
. Type in LOGIN information

. Select SECURITY LEVEL

. Click OK

(Repeat steps 3-6 for each user you wish to add.)

. Click CLOSE

CARD FORMAT SETUP

Card format setup is the section in which you attach all the ID
Badge designs you’ve created to your database. You can have

as many CARD FORMATS as you want.

When you add a

record to your database you select the CARD FORMAT that the
record will use.

1.
2.

Click FILE menu
Select CARD FORMAT SETUP

(A window appears showing you all the
currently attached formats) (Figure 24)

Click the ADD button (Figure 25 appears)

. Type in the Name you wish to use for the format

(Figure 25-A)

Click the BROWSE button and select the ID Badge

design (EPI Designer) file that corresponds to this format.

Click OPEN

(The path structure will show in figure 25-B)

Set up CARD IDENTIFICATION CODES
We recommend setting the CARD CODE TYPE (figure 25-C)
to GENERATE AUTOMATICALLY. Then enter a unique FIRST
CARD CODE. (Each format’s CARD CODE must be unique)

. Click OK
. To set a default format, LEFT click on it and

click the SET DEFAULT button while in Figure 24

10. Click CLOSE

(Click HELP for more detailed information)
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IMAGE SETUP - CAPTURE SETTINGS

This section tells EPI Suite which device it will use to
capture images (Photographs, Signatures, etc...)

1. From the IMAGE menu, select IMAGE SETUP
(this will bring up figure 26)
2. From the IMAGE TYPE drop down, choose the
image type you’d like to set up capture settings
for.
3. Click the CAPTURE SETTINGS button (Figure 26-A)
4. Select the device from a list of available devices
installed on your computer.
5. Click OK.

( Repeat steps 1-5 for each image type )

IMAGE SETUP - FACE-FINDING
1. Click the SETTINGS button (Figure 26-B)

2. Select the Face-finder settings to use for your location

3. Click OK.

IMAGE SETUP - OTHER PROPERTIES

1. Click the OTHER PROPERTIES button (Figure 26-C)
2. Select the Image Type Manager settings to use for your location

- file format
- store in database or separate directory
- set aspect ratio

3. Click OK, OK
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GUARDTOOL REPORTS

The GuardTool Report module gives you the ability to run pre-defined reports on the data in your database. There are 9 pre-
defined reports. You can’t change the layout of the reports, you can only change the data that is printed on the report. We
recommend previewing the reports once you have sufficient records in your database to see if any of them will work for you.

For more detailed information on using the report module, please refer to the online help.

EPISUITE Database Reports

_ FE=
OPENING REPORT MODULE 55.017 Professional Ly
Database: D Al T
1. Click START C:\Program Flles\EFISLUITE 55\DBAERISUITE. mdb B &i %‘
2. Select PROGRAMS
3. Select EPISUITE 6 Cards - Details by Format
4. Select GUARDTOOL REPORTS (Figure 27 appears) o -Panied by Usin (&
Cards - Reprinted by Card Code * FIEEEEL
Database Images - Statistics
, : P - Created by Date *
The first step is to make sure you're connected to the database e &
for which you want to run reports. Figure 27-D shows you the [Person - Images and Card Details
currently connected database. If this is the correct database, Person -WWithout Cards of Farmat o
you can start running reports. If not, click the CONNECT TO Person -WithoutImages
DATABASE button (Figure 27-A) and connect to the database T R ——————
for which you will run reports. e
The report module prints reports to your Windows default printer. = Fiepart requires the EPISUITE laaging function b be Help
If your default printer isn’t a laserjet or inkjet printer, you will need foive atsl tnes
to set one as the default. To do this click on PRINTER button Default Printer

(Figure 27-C), (this brings up Windows printer folder), set the
new default printer, close the Windows printer folder window.
Click the REFRESH button (Figure 27-C). The printer name

EFPS0N Stylus COLOR 850 C

RBefresh |

should now display in the DEFAULT PRINTER window.

(Figure 27)

RUNNING DEFAULT REPORTS

To run one of the 9 default reports, highlight the report you wish to run, then click on the PREVIEW button. This will
bring up a selection window. The default selection criteria is for all records. If you want to run the report for selected

data, define your own criteria, then click OK.

The report will run and show on the screen. If you like this report and want to print it, just click on the PRINTER icon

on the top toolbar. If you don’t, then just click CLOSE.

15



_I Card Code i

|

—_1 |I-
——— |
'_ 1 ErdDae |
|| B
S| GEETTR—

Murnof Prints F'unts ,

(Figure 28)

CHANGING THE DEFAULT FIELDS

You can change the data that prints on the report by mapping a different field to the default field and changing its label.
You cannot change the layout of the report. To do this, click on the FIELD MAPPING button (Figure 27-B). This will bring
up Figure 28.

FIELD MAPPING

1. Map the field you’d like to print instead of default (Figure 28-A)
2. Change the default label to the label you wish to print (Figure 28-B)
3. Click OK
4. Click the PREVIEW button in Figure 27
5. PRINT the report if it looks OK, or CLOSE the report
and start over.
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