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Enrollment Process

Follow the enrollment process to gather information from the applicant, enter the information 

in an enrollment form, then issue a credential. The steps included in the enrollment process 

are dependent on the fields on the credentials design.

Enter Personal Information

Capture a Photograph

Capture a Signature

Send Mobile Flash Pass

Preview and Print
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Create Enrollment

If you are an Issuance 

Operator, you see the 

Credentials page 

after you login to your 

account.
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Create Enrollment

From the Credentials

page, click on the 

Enroll icon.
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Personal Information

Enter the Personal 

Information for the 

applicant and click on 

NEXT.
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Capture a Photograph

To enable automatic 

cropping of the 

photograph, select 

Auto Crop.
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Capture a Photograph

To capture a 

photograph using a 

web camera or 

camera on a mobile 

device, click on the 

Capture icon.
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Capture a Photograph

Adjust the camera to 

position the applicant 

in the frame and click 

on CAPTURE.
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Capture a Photograph

A photograph of the 

applicant is captured.
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Edit a Photograph

To manually 

crop the 

photograph, 

click on the Edit

icon.
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Edit a Photograph

Position the cropping 

frame on the 

photograph and click 

on CROP.
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Edit a Photograph

The photograph is 

cropped.
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Upload a Photograph

To upload a 

photograph, click on 

the Upload icon.
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Upload a Photograph

Select the image file 

and click on Open.
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Upload a Photograph

A photograph of the 

applicant is uploaded.
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Capture a Photograph

Click on NEXT.
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Capture a Signature

To capture a 

signature, click on the 

Capture icon.
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Capture a Signature

Have the applicant 

sign in the Capture 

Signature box using 

the mouse or the 

touch screen on a 

mobile device and 

click on CAPTURE.
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Upload a Signature

To upload a signature, 

click on the Upload

icon.
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Upload a Signature

Select the image file 

that contains the 

signature and click on 

Open.


