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Import Cardholder into IBSS2000 

Field data for Cardholder ID and Card ID must be unique. 

ISACCESS field must all be set to ‘Y’ 

In IBSS2000 System Tab click on Archive Export Import. 

Overview 

Prepare a text file in the same format below. All fields are mandatory except Name, Department, 

Cardholder ID, Name, CardID, FMode, Status, User Access Group, Department, ISACCESS. 

Click Template button. 
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Click New,  

Under Export / Import Radio button select Import 

and key in 

Template Name – key in a name for this template creation 

Select Source as TEXT 

Select Path as location of the text file. 

Key in to field Table/File the name of the file 

Field Delimiter set as Comma 

Text Qualifier set as None 
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Then click Ok 

Double Click on 2
nd

 field, and select Name 

Then Click Ok 

Double Click on 3rd field, and select CARDID 

Double click on 1
st
 field, and select CardholderID. 
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Then click Ok 

Double Click on 4th field, and select FMODE 

Then click Ok 

Double Click on 5th field, and select FMODE 

Then click Ok 

Double Click on 6th field, and select USERACCESSGROUP 
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Then click Ok 

Double Click on 7th field, and select DEPARTMENT 

Then click Ok 

Double Click on 8th field, and select ISACCESS 
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Then click Ok 

Click Save. 

Click Condition and Sorting 
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Click New and keyin in Exp/Imp a Import Name 

Click Save and click Close 



 

 SD0066 
SOFTWARE—IBSS2000 

Double Click on Import1 
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