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2. On the Groups page, create a New Group.1. In your Microsoft Azure > Default Directory, click on 
Groups.

3. Enter the name of the group in Group Name field 
and click on the Create button (4).

NEXT, Create a User...
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6. Add New User.5. Back in your Microsoft Azure > Default Directory, 
click on Users.

7. Select Create new user. 8. Enter the User Principal Name and Display Name (9).
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11. Enter the Email address and click on the
Next: Assignments button (12).
.

10. Enter the First Name and Last Name.

13. Click on the Add Group option. Select the VPass Employee check box (14) and click on 
Select button (15).
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17. Click on the Create button. The User is now created.16. On the next screen, click on the
Next: Review + create button.
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20. Select Sync Employee.In your VPass admin, go to the cog icon > Employees
page (18). 
19. Click on Actions drop down menu

21. Assign the required fields. Options are:
Sites
Visitor Type
Sign In Method
Is Host
Host Delivery Method
Is Admin
Admin Role
Fire Warden
Send Welcome Email

22. Click the Sync Employees button.

Entra ID is now synced with VPass.
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