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How to add new user with PIN code 
and Card at the WS4 interface

APPLICATION NOTE
This application note explain 
how to import users from 
the list of users in a CSV file 
at WS4

C038

1. Go to section “Users” and select “Start wizard” at section “Import users”

2. Follow the instruction given on screen during Import user procedure.

3.  Locate your backup file with users on your PC, and click on “Open” tab
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4.  After selecting your backup file for users, follow the screen and click on “Next” tab.

5.  Select which information needs to be imported and select input method. Then click on 
“Import” tab.
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6.  Following message “The import was successful” is showing. Then click on “Back to the 
list of users”

7.  Go to section “Users” and find

8.  Click on “Multiple selection” tab.
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9.  Select all users and click on “Edit” tab.

10.  Choose the field you want to changed for all selected users. The other fields of 
these users will not be alerted. Then click on “OK, program the XXX users” tab.

11.  After these steps, all users are configured with Category, Card ID, Name, etc.


