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10 Easy Steps to Configure EntraPass Special Edition (v6.02 and Higher) 
 
The purpose of this application note is to provide step-by-step instructions on how to 
install EntraPass Special Edition (v6.02 and Higher). 
 

1. Installing the EntraPass Special Edition Software 
a. Launch the setup.exe file from the EntraPass Installation USB, CD or 

folder 
b. From the welcome screen, choose a language and click NEXT 
c. Select Install Server, database and Workstation and click NEXT 

d. Enter the 16 digits serial numbers (XXXX-XXXX-XXXX-XXXX). 
e. Click Next  and follow the prompts 

f. Reboot the computer 
 

 
 

2. Starting the EntraPass software for the first time  
a. Double-click the EntraPass Special Edition icon to start EntraPass 
b. Log in to EntraPass by using the default credentials:  

3. Setting up the system after the initial installation 
a. Click the Options tab and select the System parameters menu. 
b. Under System parameters, select the Workstation symbol 
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c. Under Assign a new connection to a site, click Mandatory 

 
d. Click the Devices tab and then click the Application button 
e. In the Application list, click Workstation EntraPass Special Edition. 
f. Click the Configuration tab, enter the IP address OR the domain 

name of the computer. 

 
4. Creating a new Site 

a. Click the Devices tab and click the Site button 
b. Click New 

c. Enter the name of the site 
D. Save the Site 

5. Creating a new connection 
a. Click the Connection button 
b. Click New 

c. Enter the connection name 
d. Select the number of controllers. 

e. Select the correct time zone 
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f. In the Connection type list, click Secure IP ( KT-400) 

 
 

g. Click the IP  Device IP configuration tab 
h. Enter the MAC Address of the controller 
i. Check the Online check box. 

j. Choose the local IP settings of the controller 
i. Obtain an IP address automatically (DHCP) 
ii. Use the following IP address (Static IP) 

k. Save the Connection 
 

 
 

l. In the Site Window select the Site to assign to this new connection 

6. Configuring the first IP controller 
When prompted to use the Express setup program, click Yes 

a.  
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b. For each door select the door contact and request to exit if present 
i. Click the Advanced button to name the doors 

 

 
 

c. The express setup allows you to define all logical components at the 
same time. You can modify the configuration later if required 

d. Under Controller menu select the newly created controller 

i. Choose the appropriate reader type  
 

7. Checking the communication status 
a. Click the Operation tab and select Site and Connections 

b. Choose the Site from the list 
c. Confirm communication 
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8. Defining a schedule 
a. Click the Definition tab and select Schedule 
b. Click the New button 

 
c. Enter the name of the schedule 
d. Enter the Start time and End time using a 24 hour time format (00:00 

to 24:00) 
e. Select the appropriate day of the week check boxes 
f. Save the schedule 

 

 
 

9. Define the Cardholder Access levels 
a. Click the Users tab and select Access level 
b. Click the New button 

 
c. Enter the name of the access level 
d. Assign a schedule to each door listed 

i. None: if you don’t want the cardholder to ever access this door 
ii. Always valid: to allow the user to access this door at all times 
iii. Assign any other schedule if you want the cardholder to have 

access to the door only during a scheduled period 
e. Save the schedule 

 

 
 

10. Creating a new User 
a. Click the User tab and select Card 
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b. Click the new button 

 
 

c. Enter the name of the user 
d. Press ENTER on the keyboard 
e. Enter the card number of the user 
f. Click the Access level tab and assign the access level for the site 

g. Save the card 
 

 

 
 
 
 
Run System Check and Perform Database Backup 
 
Note: It is very important to have a recent backup of the system. You can use the 

backup to restore the system; in the event of a hardware failure, a software issue or 
for any reason to revert to the previous version of the software. 
 
To make a backup: 

1. Click the Backup tab and select Backup  
2. Choose Now and click ok 

 

 


