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Multi-Tracker Pro is an easy-to-use relational database designed to manage multiple master key systems.

*Multi-Tracker Pro assumes the user has an understanding of master key system structure and the
relationships between change keys, masters and submasters.
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System Requirements:

Windows XP Pro with Service Pack 2
Windows Vista

Windows 7

256 meg of RAM

Approximately 50 meg of disk space



Installation

Windows XP Pro (SP 2) / Vista (SP 1)

From CD: Insert the Multi-Tracker Pro CD in your CD drive. Open the Multi-Tracker Pro folder and double-click
the Setup.exe icon. Follow the screen prompts to complete the installation.

Multi-Tracker Pro will install to C:\Program Files\Multi-Tracker Pro. This location can be changed during
installation. You can select a different drive and specify a path to a folder. For example,

D:\Applications\Multi-Tracker Pro. If the folder does not exist, it will be created during installation.

Documentation: Documentation will be found in this folder in Adobe Acrobat .PDF format. A shortcut to the
documentation will also be installed in the Windows Start button.

To run Multi-Tracker Pro, click the Windows Start button, go to All Programs\Multi-Tracker Pro\Multi-Tracker Pro

Multi-Tracker Pro has 5 levels of Account / Password protection. See below.

To run Multi-Tracker Pro, use the default top-level account / password:
Account = administrator (not case sensitive)

Password = Admin (case sensitive — Cap A)



Multi-Tracker Pro Demo

The Multi-Tracker Pro demo is a fully functional copy of Multi-Tracker Pro with the following restrictions:

The demos are limited to 25 change key entries (with associated masters and submasters) and 25 miscellaneous
key entries in the Key System Management section.

Starting Multi-Tracker Pro -- Accounts and Passwords:

To launch Multi-Tracker Pro, use the account name “administrator” and the password “Admin” (with a cap A) when
prompted.

What's in the demo?

The demo has two small key systems entered in Key System Management. The key system records have some
location data entered so that you can familiarize yourself with Multi-Tracker Pro’s functions.

How to use the demo:
Use the pre-entered records to familiarize yourself with Multi-Tracker Pro’s functions.

Then if you want to enter your own records, you can delete the demo key systems.

Returning to the demo records:

If you want to go back to the demo records, uninstall Multi-Tracker Pro through the Windows control panel and
reinstall Multi-Tracker Pro from the CD (or download).

NOTE: Do not drag Multi-Tracker Pro into the trash. This will delete the Multi-Tracker Pro folder but will not adjust
the registry. Your computer will think Multi-Tracker Pro is still installed and you will not be able to re-install the
demo.

If you're trying the demo version of Multi-Master Pro (DLA'’s software for generating master key systems),
you can use this program to generate a master key system and then import it into Multi-Tracker Pro. This is
done using the button “Import Key System” in the Key System Management section of Multi-Tracker Pro.

Please refer to the documentation of Multi-Master Pro for information on generating Multi-Tracker Pro import files,
and see below for more information on importing a master key system into Multi-Tracker Pro.

Please take the time to read this documentation before using Multi-Tracker Pro. It will answer a lot of
guestions you might have.



Networking Multi-Tracker Pro

Please read the following before running Multi-Tracker Pro on a network.
Multi-Tracker Pro will run on a TCP/IP network.

Speed might be affected for some functions of Multi-Tracker Pro. Networks tend to slow down some program
functions, such as searches and sorting.

Additional Software Requirements for Networks (FileMaker Licensing Requirements):

For normal single-user distribution, a run-time engine (Multi-Tracker Pro.exe) is bound to Multi-Tracker Pro. The
actual program is named Multi-Tracker Pro.dla.

As with any program, you need the application to run it. However, with the run-time engine attached, you don't
need anything else to run Multi-Tracker Pro. But --

By default, the run-time engine is single user. With the run-time engine bound to Multi-Tracker Pro, no
additional software is required to run Multi-Tracker Pro.

In order to run Multi-Tracker Pro on a network with simultaneous multi-user access, additional software is
required. Because of FileMaker Inc.’s licensing requirements, the server and each client machine that will
have access to Multi-Tracker Pro must have its own copy of FileMaker Pro v9 installed.

You can give access to as many or as few computers as you wish simply by installing FileMaker Pro v9 on each
computer you want to give access to. FileMaker Pro v9 is available from most computer outlets or from FileMaker
Inc. (www.filemaker.com).

Installing Multi-Tracker Pro on a server:

Multi-Tracker Pro can be installed on a server and run under the run-time engine as is, but only one person can
have access at a time.

For simultaneous multi-user access:

First, install FileMaker Pro v9 on your server.
Then install Multi-Tracker Pro:

Open the Multi-Tracker Pro folder on the CD and double-click the Setup.exe icon. Follow the screen prompts that
will walk you through the installation process.

By default, Multi-Tracker Pro will install to C:\Program Files\Multi-Tracker Pro. This location can be changed
during installation. You can select a different drive and specify a path to a folder. For example,

D:\Applications\Multi-Tracker Pro. If the folder does not exist, it will be created during installation.
Then launch FileMaker Pro.
From the FileMaker Pro menu, select Open, then navigate to the Multi-Tracker Pro folder.

You will find two Multi-Tracker Pro files, one with a .exe extension and one with a .dla extension.

IMPORTANT: Do not select the Multi-Tracker Pro.exe file to launch Multi-Tracker Pro. This file is the run-
time engine and will put Multi-Tracker Pro into single-user mode, making it inaccessible to multiple users on a
network.

Instead, open Multi-Tracker Pro using the File Menu Open command and select Multi-Tracker Pro.dla (or
Multi-Tracker Pro.fp7 if you are running the native FileMaker file). You will need the administrator account
and password to open Multi-Tracker Pro. Please see the documentation about the default passwords.

VERY IMPORTANT: Windows File Sharing: Windows file sharing must be turned off for the folder on the
server that Multi-Tracker Pro is installed to. FileMaker uses its own file sharing which can conflict with Windows
file sharing.



After launching Multi-Tracker Pro, go to the FileMaker file menu. Go to File / Sharing, Select FileMaker Network.
In the dialog box, turn on Network Sharing (shown below).

FileMaker Metwork Settings

FileMaker Netwark Settings

Turn on Metwork Sharing to share wour open files using TCRJIP,
Metwork Sharing: () OFF (&) on
TCR/IP Address:  19Z.168.1.2

FileMaker access via FileMaker Metwork

Mebwork, access ko file

Currenthy open files

T TCF'? - File: "Multi-Tracker_Pro_9_Demo.fp?"
TK_TCC.Fp? () all users

() Specify users by priviege set

{:} Mo users

[ ]oon't display in Open Remate File dialog

This file is being used by 0 users, To send users a message,
click the Send Message bukkon,

o4 ] [ Cancel

The files TK_TCL and TK_TCC are housekeeping files and also must be shared on the network. You can select
not to display these two files in the Open Remote dialog.

After turning on FileMaker Networking, close FileMaker, then re-launch. This must be done so the network
preferences will take effect.

The server will now be acting as Host for the client machines that will be accessing Multi-Tracker Pro.



Accessing Multi-Tracker Pro on a network as multi-user:
With Multi-Tracker Pro running on the server under FileMaker Pro 9 —

Users: launch FileMaker on their computer. From the File option in the Menu Bar, select “Open Remote”. When
the dialog box opens, FileMaker will list the FileMaker files that it finds on the network.

Select Multi-Tracker Pro.dla (or Multi-Tracker Pro.fp7 if you are using native FileMaker files).

File Sharing: File sharing must be turned off for the folder that Multi-Tracker Pro is installed in on the server.
FileMaker uses its own file sharing which can conflict with Windows file sharing.

Backing Up: If you are using automatic backup, such as Retrospect, Multi-Tracker Pro should be shut down for
backup. Backing up an open database with this method could possibly damage the database.

Important: Users should not save a copy of Multi-Tracker Pro on their computer and enter data in it. The data
would be saved on the user's machine only and would not be available in the main program on the server.

If you anticipate more than five (5) simultaneous users of Multi-Tracker Pro, it is recommended that Multi-Tracker
Pro be run on a dedicated machine under FileMaker Server. FileMaker itself will support up to five concurrent
users.

Note: When running Multi-Tracker Pro under FileMaker Pro on a server, if you have several people accessing
Multi-Tracker Pro at once, some functions such as sorting may run slowly. If this becomes a problem, you should
consider running Multi-Tracker Pro under FileMaker Pro Server. FileMaker Pro Server is multi-threaded so it
eliminates this problem. For information on FileMaker Pro Server, please refer to www.filemaker.com.



Accounts / Passwords
Multi-Tracker Pro’s security scheme uses Account Names and Passwords to access Multi-Tracker Pro.

The Account Name controls the level of access to Multi-Tracker Pro, and the Password gives access to the
account name.

Note: Passwords are case sensitive.
Account = administrator (not case sensitive)

Password = Admin (case sensitive — use a cap A)

Full access to Key System Management to create records, edit records, print records, delete records, export
backup records, import backup records, import key system, with the additional privilege of creating accounts
and changing passwords.

Below the Administrator level, Multi-Tracker Pro has 4 levels of access:

Keys Level 1
Full access to Key System Management, to create records, edit records, delete records, print records in Key
System Management

Keys Level 2
Access to Key System Management, to create records, edit records, print records in Key System Management

Keys Level 3
Access to Key System Management, to view records, print records in Key System Management
Pinning and bitting information is not available to this level.

Keys Level 4
Access to Key System Management, to view records only in Key System Management
Pinning and bitting information is not available to this level.



The Account name defining the level of access must be unique. You can create as many accounts as you
require, each with its own access level.

Passwords do not have to be unique. You can assign the same password to each person or give each person
their own password to access an account.

When creating an Account, you must select an access level to be attached to the Account. You then enter a
password to give a user access to the access level associated with that account name.

The Accounts defines the level of access a user has to Multi-Tracker Pro. The passwords give the user access to
the account.

Creating Accounts / Changing Passwords / Activating and Deactivating Accounts

NOTE: Only the Administrator account and password has access to these functions.

In Multi-Tracker Pro’s Main Menu, click the button labeled “Account / Password Management”. This takes you to
the Administrative screen shown below.

Current Account Mames
administrator

Privilege Sets Attached to Each Account:

Create Account / Password

Each account name must have a privilege set
Delete Account / Password attached to it.

The privilege et determines what level of
access each account name has.

Reset Password Each au:u:pynt requires a password for access
to that privilege level.

Accourt names must be unigue. Passwords do
not have to be unigue.

De-activate Account Faor example:

Activate Account Accourt name = eagle (not caze-sensitive)
Pazsweord = talon (case-senszitive)

WWhen & user [ogs in using the account "eagle"
and the password "talon”, the user iz allowed

access with the privileges sttached to the
Account / Password Summany "




Creating Accounts

To create an account, click “Create Account / Password”.

Create Account / Passworil

Delete Account / Passworid

In the next screen (shown below), select the level of access that will be associated with this account:

nit PE
administrator

ned to this

Each account name must have a privilege set
attached to it

_Keys Lewvel 1
' Keys Level 2 The privilege zet determines what level of

_Keys Level 3 access each account name has.
_'Keys Level 4

Each account requires a passwaord for access
to that privilege level.

Account names must be unigue. Passwoards do
not hawe to be unigue.

For example:

Account name = eagle (not case-sensitive)
Pazsword = talon (caze-zenzitive)

When a user l0gs in using the account "eagle”
and the pazsword "talon”, the user iz allowed
access with the privileges attached to the
accourt "eagle”.

The field at top right lists existing account names.

The scrolling field to the right summarizes the access level of each item.

Press “Continue” to create the Account and Password or “Cancel” to cancel.



When the dialogue appears (shown below), enter the new Account Name and the password for the Account:

Add Account

Mew Account Mame {Unigue, not case sensitive)

Mew Account Password (Case sensitive, nok unique)

I Enter Mew Account Password

Cancel | Ok I

4

Account names must be unigque and are not case sensitive.
Passwords are not unique, but are case-sensitive.

If you have more than one person having the same access level, you can create an account and password for
each. There is no need to share account and passwords.

To delete an account, click “Delete Account” and enter the name of the account to be deleted.

Delete Account

Delete Account

Oocount fo be




Changing Passwords

To change a password, click the button labeled “Reset Password”:

| Reset Password |

In the dialog box, enter the account name, the new password, and then verify the new password (shown below).

Reset Password

Account Mame (nok case sensitive)

Enter Mew Password (25 charackers max -- case sensitive)

I stk ok ok

Werify Mew Password (25 characters max -- case sensitive)

I b g e i i B

Cancel | 0, I
=

Click “OK” when done.

De-Activating / Activating accounts

De-activate Account

Activate Account

Accounts can be temporarily de-activated and re-activated by clicking “De-activate Account” and
“Activate Account”.

Activate Account

Enter Account Mame (nok case sensitive)




Account / Password Summary

Multi-Tracker Pro provides a listing of account names, their current passwords, access levels and date created,
as well as a list of de-activated and activated accounts.

This list updates automatically, but the administrator can edit the list manually if necessary.

administratoer i 2F16 /2008

eagle Traceyr Laewral 1 4/15 /20006

¥ falecon Perzonnel Lewel 4 418 2009

* dencte ted account * denctes de- e account

_ Administrator Comments
count

Matme Status y iz Administrator can enter any comments hera.

ITrnactitrae Ef1/20086

Dotive 952008

Ca F-'g.-'rig; ht 1997-2006 DLa Ei-':-::uritg.r Ei'g




Multi-Tracker Pro Main Menu

About Multi- Tradoer Pro

Multi-Tracker Progl-;

Master Key System Management

Key Sy=tem Management Account / Pazsword Management

Copyright 1997-2008 LA Security Systems Inc.

NOTE: The Account / Password Management screen is accessible only by the Administrator.



Key System Manhagement

Creating / Managing Key Systems Menu

This is the starting point for creating and managing your key systems.

Total Key

by Systerm Name

Currertly Betive:

|]-[eaﬂq1mrters
Fey System Locstion

|Hain Campus
Key System Description

Rename This

|Corbin/Russwin System 70

Key System

by Systerm Name

Currerntly fetive:

|Ha.nufa1:turing

Keyw Systermn Location

X

[Building 24
bew System Description

Rename This

|Sl::h1age

Fey System

I Open Headguarters
I 'I Export to Tracer 9
I Open Manufacturi ng
I ] | Expott to Tracer 9

Backup ALL Import ALL
b e
EL' Fey Systemns ﬁd Fey Systems




I m="— Create Hew Key System I
To create a new key system, click the button at the top -- d

In the next screen enter the name of the key system (required), the key system location (optional), and the key
system description (optional)

m"—"l‘ Create Hew Key System

key System Name

|KE,1' system name here

by Sy=tem Location

|Luc:atiun here {optional)
key System Description Cancel
|Descriptiun here (optional)

Continue

The key system name is mandatory. The key system location and description are optional.
To create the system, click “Continue”.
To cancel creating the system, click “Cancel”.

Once the key system is created, you can then enter your key records or import a key system from
Multi-Master Pro and/or Multi-Tracker Pro.



Opening a key system:

. Open Headgquarters I
Click the button I :

This will open the selected key system.

NOTE: you can only have one key system open at a time. If another key system is already open, it will be closed.

Renaming a key system:

Rename
Regearch &

Click the button
In the next screen, enter the new name for the key system:

m"—"‘— Rename Key System

Original Kew Systerm Mame Erter = New Name

|Rﬂsearc:h & Development |Enter the new name

key Systerm Locstion

|Suut,]'|_ Campus | Continue I

Key System Description |

| Schlage Primu=s Cancel I

Click continue to rename the key system. If keys have been issued to personnel from the key system, the name
will be changed in Personnel Key Records also.

Deleting a key system:

Few Systerm Name

|RESEE|I‘E]1 & Development
Key System Location
|Suuth Campus
Keyw System Description
|Sc:hlage Primus

To delete a key system, click the trash can button
next to the key system name.

This will delete the key system. You will be asked twice to verify deletion since this action cannot be undone.

NOTE: Deleting a key system does not delete any keys issued to personnel.



Backing Up Key System Records in Multi-Tracker Pro

Multi-Tracker Pro provides a button bottom right of the Key System Management Main Menu — “Backup
<<filename>>".

EZ' Backup ALL
Fey Systemns

This will export ALL key systems to a file.

bew Systerm Name Currertly Active:

|Hanufax:turing X I Open Manufacturi ng I
Key Systermn Location
[Building 24
Key Systern Description Rename Thizs I | | Export to Tracer 9 I
|Sl::hlage Key System

Backup ALL Import ALL
Close Wind s e
‘F". n=e ncen EL' Fey Systemns ﬁd Fey Systems

When exporting backup records, be sure to save the file to a FileMaker Pro type. If you are running Multi-Tracker
Pro under FileMaker Pro, the dialogue will look like:

File name: I j Save I

Save as type: FileM aker Pro Files [ fp7) =] Cancel |
- YLK, Files [~.¢lk] =
After saving: DEF Files [* dbf]
OIF Files [* dif
Latuz 1-2-3 Files [ wk1] o

B azic Filez [* bas]
terge Files [7.mer]
HTHL Table Files [*.

=ML Files [7 =ml]
Ewcel Files [7.6ls]

If you are running Multi-Tracker Pro under the run-time engine (Multi-Tracker Pro.exe), the dialogue will look like:

File name: I j | Save I

Save as bype: Filebdaker Pro Runtime Files [*.dla) j Cancel |
&

Comma-Separated Text Files [* cav) -
SYLE Files [*.slk)

DEF Files [*.dbf)

DIF Files [*.dif)

Lotuz 1-2-3 Files [F.wk1]

Bazic Files [*.baz)

berge Files [*.mer)

HTHL Table Files [,

AL Files [7.xmi] e

In the event of a power surge, drive crash, or any event that can damage the database, Multi-Tracker Pro can be
re-installed and your records imported back into Multi-Tracker Pro.



Importing Backup Key System Records in Multi-Tracker Pro

In the event of a drive crash or other damage to Multi-Tracker Pro, backed up key systems can be imported into a
new installation of Multi-Tracker Pro.

Re-install Multi-Tracker Pro and launch it.

K M nt
From the Main Menu, select[ = e bl ]

Multi-Tracker Pro will tell you there are no key systems created, do you want to create one. Select “No”.

m== Create Hew Key System

Backup ALL
Fey Systems

Import ALL
Fey Systemns

& %)

|E<2| Import ALL I
Click the button Key Systerms

Then locate your backup file and double-click it. All the backed up key systems will be imported into
Multi-Tracker Pro.



Key System Management Main Menu

Key System Management

Key Sy=stem — Add / Modify

I Y

Miscellaneous Keys — Add / Modify

)

Print Key System

)

Print Client Key Locations

Download Keys to ITL

BINIRIN]  Key System Barcodes

-
™=

Import Key System

Available Change Keys

' e W e S e W s S s SR e T
IE

Pinning List

J
]
]
]
J
]
]
]
]

Prirter
=
7 Setup

Key Location Summary

Hook Humber Summary

Key Inventory Summary

5 | Export Key System to Excel

Create / Modify / Delete Key Rings

HINININ] Print Key Ring Bar Codes

m Door Maintenance Schedule

(
(
{
{
{
[
(
(
{

)
)
]
]
Drawings / Floor Plans J
)
]
]
]

System Details

NOTE: The button in the lower right corner indicates which key system you are currently in.



Key System - Add / Modify — Add keys the key system or modify existing keys in the key system.

Miscellaneous Keys - Add / Modify — Miscellaneous keys that are not part of the master key system are
entered here.

Print Key System — Print all or part of the active key system.

Print Client Key Locations — Print a listing of the keys for your clients with location data only — no pinning and
bitting data.

Download Keys to ITL — Keys in the active key system can be downloaded to an ITL (computerized key
machine).

Key System Bar Codes — Multi-Tracker Pro can print bar codes of all the keys and key rings in your system.

Import Key System — Import key systems created with Multi-Master Pro, Multi-Tracker Pro 9, or Excel. This
function is only available to the Administrator.

Available Change Keys — A printable listing of available change keys in the key system.

Pinning List — A summary report of the change key cylinder pinning in the key system, if the pinning has been
entered. (Available only to the Administrator, Multi-Tracker Pro Level 1, Multi-Tracker Pro Level 2, Keys Level 1,
and Keys Level 2 accounts).

Key Location Summary — A printable summary report of locations/areas entered for change keys, masters
and submasters.

Hook Number Summary — A printable summary report of change keys, masters and submasters by hook
number.

Key Inventory Summary — A printable summary report of keys inventoried.

Export Key System to Excel — Key system records can be exported to Excel. Available to Administrator,
Multi-Tracker Pro Level 1, and Keys Level 1 access levels only.

Drawings / Floor Plans — Imports floor plans, architect drawings, etc. into Multi-Tracker Pro.
Create / Modify / Delete Key Rings — Easily assigns large amounts of keys to a key ring.
Print Key Ring Bar Codes — Print scannable key ring bar codes.

Door Maintenance Schedule — Maintain a door maintenance schedule.

System Details — Information pertinent to the master key system.



Add / Modify Keys

[ B  Key System - Add / Madify ]

From this screen you manage the active key system.
If a system is to be entered manually, the system is entered here (see "Manually Entering a System" below).

If additional keys are to be added, they are entered here using the same procedure as "Manually Entering a
System" (see below).

If a key system is created using Multi-Master Pro, the field “Key Status” will contain an asterisk if the change key
is unusable due to MACS violations, etc. It will contain a “?” if the key has flat or descending cuts. You can make
use of this field to mark any change keys in your system if you are entering it manually.

Kl e

X B3| ez i e

Select a Change Key k| L 5 4 | 5 2 5
I EXTR - Change Key Change Key ey e S N N N -
mﬁﬂ“ﬁz Letter Mumber Statys  Change Key:] 2 5 5 B 3 5
Haasz | 1 [] Proaression: LliiiiL_
P Drivers:| @ | % [ 2 | % | & [0 ]
% i;egy;.?y Contral Fins: e et
L] hEster Finz:| 1 111 frfr]
(2] anss Bottom Pins:[ 1 | 5 | ¢ | & [ & [ &
|I| 7 Change kew Bitting
IIIJW Q, [[ana 265636 4( New Recard — Blank ]
|5 Operated By:
[ ]aneg Group Submaster
IIlJ'l‘-.-'l‘-.MD Q Ellm G1 263633 " [ Mew Recard — Same Group Sub ]
IIlﬁuﬁ-AH Horzontal Submaster
O asa1z Q mlm H1 2655335 1 [New Record — Same HnrizuntalSuh]
) assdz hizrtical Submaster
) aanta Q mlmu'| 2656235 "[ Mew Record — Same Wertical Sub ]
) annis Pk
o) e Q mlm 2655323 "[ Mew Recard — Same Mk ]
Gk
AAAAT
% = Q |I||M 264523 1 [ Hew Racaord — Same Ghild ]
G Gk
(2] Anaig Q EI A 2545245 1 New Record — Same GGl
]
Adnsn
GGGk
IIIAM-‘-H Q |I| | ‘ [ Newm Record — Same GGEEME ]
[ anazs Thiks
) annzs ] [TMK 154525

[ Flag Masters / Submasters - 'k— Cloze WMindow - Headyuarters I

NOTE: Pinning and bitting data is only available to Keys Level 1 and Keys Level 2 access levels. Lower levels will
not see the pinning and bitting data.



Page Buttons

X1 I3

Back a Record, Forward a Record, Go to First Record, Go to Last Record — These arrow buttons,
found in the upper left corner on the "Add/Modify Keys", are used to go to the first record, previous record, next
record, and last record.

1]
g
Sort — If the keys are entered out of order, use the sort button to sort them by change key number.

Delete — Deletes the current record. You are asked if you are sure you want to delete

the record. Once a record is deleted, it cannot be retrieved, except by re-entering it. The change key number is
shown in the delete button to minimize the possibility of deleting the wrong key.

Change ke

(2 I Key Location Data — Clicking on an arrow next to a change key number or submaster number
takes you to the location data entry screen for that key. Here you can enter location or area data, cylinder data
(change keys), door number, hook number, and comments.

The field marked Key Status is used by Multi-Tracker Pro when a key system created by Multi-Master Pro is
imported into Multi-Tracker Pro. If a key is unusable due to MACS violations, an asterisk will be in this field,
indicating that the key should not be used. Multi-Master Pro also has the ability to filter out unusable keys
when creating the import file.

Change keys in your key system

The scrolling list of change keys (shown below) contains the change keys entered in the key system.
Select 3 Change Kew

) aned -
(] anaz
(] amas
[ anas
Hanas
() amas
[(F)anar
[(H]anas
(] anan

(] assin

To go to any change key record in your key system, scroll through the list to find the change key you want and
click the arrow next to that change key.



Finding Keys

There are two different methods of finding keys from this screen.

Click the button at the top of the screen.

In the next screen, enter the label of the key you’re looking for in the appropriate field.

Change Key Change Key Kew Lontral KEY —
Letter Number Staus  Change Rey:
| | I:l Progression: |
Orivers:
Feyway -
Control Pins:
lster Pins:
Change Key Bitting Bottom Fins:
I= Operated By:
Group Submaster
Enter only 1 (one) | Perfarm Find
search criteria - .
Harizontal Submaster
i.e. one change key label,
or one MK label, or one “ertical Submaster
bitting.
hak:
i3I'u1K
G Ghak
GG GME
K

Addd | Modify Keys lk- Close Window Headtuarters I

You can only enter data in one field. If you are looking for a change key, only enter the change key in the change
key field. If you are looking for an MK, only enter the MK in the MK field. Entering data in more than one field will
produce erratic results.

You can also search by change key bitting:

HE: [
Control Key:
Change Key:

2
Progression:

Drivers:
Cartrol Fins:
lster Fins:
Battom Pins:

N I




The second method is a more comprehensive search:
This method uses the spyglass buttons next to each key class.
Change Ke
Q, [ /aaa1
|5 Operated By:

Group Submaster
Q, X [aaact

Horizontal Subma:
Q, () [aaam

“izrtical Submaste

Q Eaaave
Ca] a—

Q @
q m iGMK
GG GhE

Q ®
[T a—

Using this method you can search by building, location, floor, room number (see below).



Finding Change Keys
To find a change key, click the “Spyglass” button next to the change keys.

Q EAaAT

In the next screen (shown below), enter whatever information you want to search on in the appropriate field and
click the “Perform Find” button to the right.

You can search by key number, hook number, building, location/floor, rooms, doors, cylinder numbers.
To continue, click the “Perform Find” button.

If more than one record satisfies your search criteria, you will be shown a summary so you can select the record
you want.

To cancel the find process, click “Cancel Find".

Key  Hook Kews in  Keys Kers
Change Key itatus  Number Invertorylssued  Remaining

H2K-24 L1 | | |
Amount in Key Rings:

Building

Pettarm Find

I+

Location & Floar

[+

Cancel

dl

Roami(s) S Ooons)

al

Cylinder Humbens) Comments

dl

Crozs-Keyed With:

dl
al

Manufacturing I




Finding Masters and Submasters
To find an MK, click the “Spyglass” button next to the MK.

Q i

In the next screen (shown below), enter whatever information you want to search on in the appropriate field and
click the “Perform Find” button to the right.

You can search by key number, hook number, building, location/floor, rooms, doors, cylinder numbers.
To continue, click the “Perform Find” button.

If more than one record satisfies your search criteria, you will be shown a summary so you can select the record
you want.

To cancel the find process, click “Cancel Find”.
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Flagging Masters and Submasters

[ Flag Masters / Submasters I

Why? When a key system is properly entered, each change key should have the masters and submasters that
operate it in the same record with the change key. This produced multiple occurrences of each master and
submaster..

When entering location data for masters and submasters, there is a scrolling list of masters and submasters in
the key system that you can click on to enter location data.

To avoid having the same master or submasters appear in this listing multiple times, this function flags one of
each master and submaster so it will only appear once in the list.

This makes it much easier to find and enter location information for each master and submaster in the system.



Entering Change Key Location Data

Change ke

When you click an arrow button next to a change key number (2] (= , you are taken to the location
data input screen for that key (shown below).

Here you enter information about the key — hook number, inventory, building, location/floor, rooms/doors, cylinder
numbers.
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To enter data for another change key, just click on the key in the scrolling list on the left.

If this key has been assigned to any personnel, a scrolling list reports the ID number and name of all personnel
assigned this key, as well as the key's blind code number if used.

If a key has been assigned to one or more key rings, the key ring name will be shown in the upper right.

NOTE: If a key ring name appears more than once in this list, the key has been assigned to that key ring more
than once.



Finding Change Keys From Location Data

To find a change key, click the “Find” button at the top of the screen.

Q Find

In the next screen (shown below), enter whatever information you want to search on in the appropriate field and
click the “Perform Find” button to the right.

You can search by key number, hook number, building, location/floor, rooms, doors, cylinder numbers.
To continue, click the “Perform Find” button.

If more than one record satisfies your search criteria, you will be shown a summary so you can select the record
you want.

To cancel the find process, click “Cancel Find".
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Entering MK Location Data

Wik
When you click an arrow button next to an MK key number L) [ana , you are taken to the location data
input screen for that key (shown below).

Here you enter information about the key — hook number, inventory, building, location/floor, rooms/doors, cylinder
numbers.
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To enter data for another MK, just click on the key in the scrolling list on the left.

NOTE: For masters to appear in the list, you should use the function [ Flag Masters / Submasters 1

See the section “Flagging Masters and Submasters” for information about the list of MKs.

If a key has been assigned to one or more key rings, the key ring name will be shown in the scrolling list
captioned “Assigned to Key Ring(s)”.

NOTE: If a key ring name appears more than once in this list, the key has been assigned to that key ring more
than once.



Finding Masters and Submasters
To find an MK, click the “Find” button at the top of the screen.

Q Find

In the next screen (shown below), enter whatever information you want to search on in the appropriate field and
click the “Perform Find” button to the right.

You can search by key number, hook number, building, location/floor, rooms, doors, cylinder numbers.
To continue, click the “Perform Find” button.

If more than one record satisfies your search criteria, you will be shown a summary so you can select the record
you want.

To cancel the find process, click “Cancel Find”.
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Manually Entering a Key System
Terminology used:

TMK (referred to as Top Master Key or Theoretical Master Key) — The topmost master key in a master key
system. The TMK operates everything.

Change key — a key that works one door only. Ex: AAAl

Group Submaster — the smallest submaster found in a master key system. Also called a Block Submaster.
Depending on your system, a group submaster will operate 4, 5, or 6 locks. Ex: AAA G1

Horizontal Submaster — the next smallest submaster in a master key system. Depending on your system, a
horizontal submaster will operate 16, 25, or 36 locks. Ex: AAA H1

Vertical Submaster — equal in size to a horizontal submaster. Depending on your system, a vertical submaster will
also operate 16, 25, or 36 locks. Ex: AAA V1

MK (Master Key) — a master key that will operate all locks whose keys have the same letter prefix. For instance,
an MK with the label AAA will operate all locks whose keys have the letters AAA. An MK with the label AAB will
operate all locks whose keys have the letters AAB, and so on.

GMK (Grand Master Key) — A master key that will operate all locks whose keys have matching letter prefixes in
the first 2 positions. For instance, a GMK with the label AA will operate all locks whose keys have the letters AA
as the first 2 letters. A GMK with the label AB will operate all locks whose keys have the letters AB as the first 2
letters, and so on.

GGMK (Great Grand Master Key) — A master key that will operate all locks whose keys have matching letter
prefixes in the first position. For instance, a GGMK with the label A will operate all locks whose keys have the
letters A as the first letter. A GGMK with the label B will operate all locks whose keys have the letter B as the first
letter, and so on.

A 6-pin system is being used as an example. In a 5-pin system, the GGMK does not exist, and in a 7-pin system,
an additional master, the GGGMK (Great Great Grand Master Key), does exist.

Many systems do not make use of Group, Horizontal and Vertical submaster, but it's important to realize that they
do exist in a master key system.

Some systems are set up using a GGMK as a TMK. It's important to realize that, using a 6-pin system as an
example, 3 other GGMKs also exist (as well as possibly the TMK). The danger in this is that a miscut key could
act as one of the other GGMKSs and/or the TMK.

Other systems might use a GMK as an MK. Again, using a 6-pin system as an example, the GMK will operate
256 change keys, but the 4 MKs, Group, Horizontal and Vertical submasters under it still exist, and a miscut key
could act as one of those masters and submasters.

Because Multi-Tracker Pro is a relational database, it is important that all submasters used in your key system are
entered.

To begin entering a key system manually, select "Add/Modify Keys" from the Main Menu.
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The buttons on the right (below the pinning and bitting) are used to create new records.
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[ MNew Record — Blank ]

New Record Blank — clicking this button creates a new blank record. This button is used to begin manually
entering a key system. All masters and submasters being used in the key system should be entered in this
record.

Enter the change key letter in the field labeled “Change Key Letter”. Enter the change key number in the field
labeled “Change Key #".

These must be entered separately to allow Multi-Tracker Pro to properly sort the system in the event that the
change keys are not entered in sequence.

If your key system uses hyphens as part of the change key number (ex: AAA-20) enter the hyphen in the Change
Key Letter field rather than in the Change Key Number field.

The change key letters and numbers are truncated together in the field below these fields. This is what you will
see on screen as you navigate through Multi-Tracker Pro.

Leading Zeros: If your system uses leading zeros as part of the change key number (Ex: AAA015), when the
letters and numbers are truncated together, the leading zero will not appear. Multi-Tracker Pro does not
recognize leading zeros and will only see AAA15. In this case, the zero can be put in the change key letter field
(i.e. AAAD).

If you are using a straight numerical numbering format, leave the letter prefix field blank and enter the change key
number only in the Change Key Number field.

Keep in mind that when assigning keys to personnel, the key number must be entered exactly is it appears here.
If the key number is entered differently, the location data will not appear in the Personnel Key Records section.

After entering the first change key, enter the masters and/or submasters that will operate this change key.

To enter another change key, click on one of the buttons to the right. Depending on the change key, you can
create a new record with the following options:

(If your key system does not use Group, Horizontal or Vertical submasters, skip to New Record Same MK)

Note: — if you are entering pinning and bitting data, you have the option of retaining and modifying that data for
each new change key record. When creating a new record, Multi-Tracker Pro will check for any entries in the
change key cut fields. If anything is entered in any of these fields, a dialogue box will pop up asking if you want to
retain and modify the pinning and bitting data.



[- Mew Recard — Same Group Sub ]

New Record Same Group — if a new change key is operated by the same group submaster as the previous
change key, this retains all the submaster data you entered and clears the change key field.

If your system does not use Group Submasters, you don't need to click this button for another change key record.

[-New Record — Same Horizontal Sub]

New Record Same Horizontal -- if a new change key is operated by a different group submaster but the same
horizontal submaster, this retains the horizontal level and above submaster data but clears the change key, group
and vertical submaster fields. Because not all horizontal submasters coincide with the same vertical submaster,
you will have to re-enter the vertical submaster data.

If your system does not use Horizontal Submasters, you don't need to click this button for another change key
record.

[ Heww Record — Same Verical Sub ]

New Record Same Vertical — if a new change key is operated by a different group submaster but the same
horizontal submaster, this retains the horizontal and above submaster data but clears the change key, group and
horizontal submaster fields. Because not all vertical submasters coincide with the same horizontal submaster,
you will have to re-enter the horizontal submaster data.

If your system does not use Vertical Submasters, you don't need to click this button for another change key
record.

[ MHew Recard — Same MK ]

New Record Same MK —if a new change key is operated by the same MK but different group, horizontal and
vertical submasters, this retains the MK, GMK, GGMK and GGGMK data but clears the change key, group,
horizontal and vertical submaster fields. You will have to re-enter the data below the MK level.

[- Hew Record — Same Ghik ]

New Record Same GMK (5, 6 and 7 pin systems) — if a new change key is operated by a different MK, this
retains the GMK, GGMK and GGGMK data but clears the change key, group, horizontal, vertical , and MK
submaster fields. You will have to re-enter the data below the GMK level.

[ Mew Record — Same Ghikd ]

New Record Same GGMK (6 and 7 pin systems) — if a new change key is operated by a different GMK, this
retains the GGMK and GGGMK data but clears the change key, group, horizontal, vertical, MK and GMK
submaster fields. You will have to re-enter the data below the GGMK level.

[ Mew Record — Same GGGk ]

New Record Same GGGMK (7-pin systems) — if a new change key is operated by a different GGMK, this
retains the GGGMK data but clears the change key, group, horizontal, vertical, MK, GMK, and GGMK submaster
fields. You will have to re-enter the data below the GGGMK level.

NOTE: If your key system does not use any of the above listed masters or submasters, it is not necessary enter
anything in these fields.

Miscellaneous Keys — Miscellaneous keys are entered separately from the master key system.



Available Change Keys

[ Available Change Keys ]

Multi-Tracker Pro provides a listing of the available change keys in the system. It lists available change keys and
what masters and submasters each change key is operated by.

Clicking the "Print" button will print out the available change keys summary.

If the key system has been imported from Multi-Master Pro and unusable change keys have been imported, the
change key numbers are flagged with a * and keys with flat or descending cuts are flagged with a ?.

Clicking on the arrow next to the key number takes you to the location data entry page for that change key.
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Entering Miscellaneous Keys

[ Add ! Modify Miscellaneous Keys ]

To enter miscellaneous keys (lockers, padlocks, desks, etc), click on “Add/Modify Miscellaneous Keys” on the
Main Menu.

The arrow buttons in the upper left hand corner will scroll records (First Record, Previous Record, Next Record,
Last Record).

If a miscellaneous key has been assigned to one or more key rings, the name of the key ring(s) will be shown in
the upper right corner.

To enter a new miscellaneous key, click the “New Entry” button. To print the current record, click “Print”.
Multi-Tracker Pro provides a scrolling list of all miscellaneous keys entered in the system.
If you know the key you want, locate it in the list and click the arrow next to the key number.

Clicking the “Summary” button will give you a summary listing of all miscellaneous change keys entered in the
database (see Miscellaneous Key Summary below).

To delete any record, click the “Delete” button. The key number is shown in the delete button to minimize the
possibility of deleting the wrong key.
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Sorting the Key List

The list of keys can be sorted by Key Number, Building, Location, and Function by clicking the appropriate button.

| Sort by Key # ] | Sart by BuildingJ | Sart by Locati-:-n] | Sort by Function ]

Key Mumber: Building: Location: Used for:
|ZI c1 South Tower dth floor Room 16 file cabinets [
|I| C125 Sauth Tower ith flaor Raom 85 file cabinets
|I| w2034 East Wing PAdministration Office supply cabinet
|Z| K045 higin Building Cafetaria Dezks
III B Administration Conference Fooms File cabinet=

Please note that when sorting by Building, Location, or Function, the list will sort in reverse alphabetical order.

The reason for this sort is that if you have 1,000 keys entered in Key System Management but only have Building,
Location, or Function entered in 500 of them, the records without this data will appear at the top of the list since a
field with no data precedes a field with data alphabetically.

This can make it awkward to find the Building, Location, or Function you're looking for.



Finding Miscellaneous Keys

To find a miscellaneous key, click E .

In the screen shown below, enter whatever criteria you want. You can enter the key number, location, function,
manufacturer, etc.

To execute the find, click on the “Perform Find” button.

If more than one record matches your find criteria, you will be shown a summary of the found records (see
Miscellaneous Key Summary below). For instance, if you just entered “Padlock” as the find criteria, you might find
several records for padlocks. Clicking the arrow next to the key number of the key record you want will return you
to this screen.
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Miscellaneous Key Summary
A summary listing of all miscellaneous keys entered in the system.
To print the listing, click the “Print” button.

To find a record, click “Find”. When the Find screen comes up, enter whatever criteria you want. You can enter
the key number, location, function, manufacturer, etc.

To execute the find, click on the “Continue” button in the left hand frame (or just hit <Return>).

If more than one record matches your find criteria, you will be shown a summary of the found records. For
instance, if you just entered “Padlock” as the find criteria, you might find several records for padlocks. Clicking the
arrow next to the key number of the key record you want will return you to the data entry screen for that key
number.

Clicking the arrow next to any key number returns you to the Miscellaneous Key data entry screen for that record.
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The Miscellaneous Key Summary can be sorted by key number (the default), by key location, by lock function, or
by manufacturer.



Printing the Key System

To print out the key system, in whole or part, from the Main Menu click [ —

In the next screen you select what you want to print.
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To narrow down the range of keys to print, click the find button --

You can then do a find on a change key if you want to print a single key:
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You can find an MK (or any master or submaster) to print:
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You can find a range of change key prefixes to print:
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Group Submaster Gk

Perform Find

Cancel

Harizontal Submaster GGhdk

“iertical Submaster  GGGhE

Ttk

e

To find all the keys in the system, click



[F=ra ' Headquarters

Change ey s Feway
AR L] [ssa Growp Stbmace GH
I'Cll|:l:l]|'l-36- I i
'30I1IOIIF--1|T|T|T|_|_|—|_ [ara 51 T 656 %G T P65 &5
cigere[2 [6 [5 [6 [3 [6 [ Horcowmizatmacer GG M
] [aza EEE5 25 E E5 4525
omers:[0 [z T2 5 [e [o [ e Mkl Sabma e T GGG
comoteng: [ [-2 [-2 [-L[-L[ [ [fem w1 EESE LS |
r.1ace~'1=rF'I|s:|T ITIT ITI_I_ I_ M
Botom Phe: |1 |5 [¢ [F [£ |5 | |EEE EE55E5

Change ey Slat: Feypway

ez [ ] [ssa

GronpSabmacer GRI

Control Ky I_I_I_I_I_I_I_ EEENE X S P 6 &5 %5
cigetec[2 [6 [5 [6 [3 [T [ Horeorsismaser GG M
[pra m PTES5 25 [2 R
Diters: I_ I_I_I_I_I_I_ e Mkl Sabma e GGGHMI
coorens:[ [ [ [ [ [ [ B L6556 G |
maerpne:[L [L L [1 [ e[
Botom Phs:| L |5 |4 |5 |2 [1 | |[EER) EEE 5 &S

Change ey St FEway

fees [ ] [ssn

Gronp Sakmaser GHI

Control ke |_|_|_|_|_|_|_ EEENE TE5E %G X T 6455
cigere[z [6 [5 [6 [3 [2 [ Hocorsisamacer GG
) [z EE5525 E t5 4525
D”'wm'III IE Il: F Il: F Il: Wertkcal Sibmasker GEGHMI
Cortiol P s [ree 6565 |
Maer Pz I_ I_I_I_I_I_I_ M
potom Phs: |1 |5 [ [5 [& ]& ] |EEE EE55E5
':l-\?lll:_|9|F-,-' b= B =
Rk L1 s Growp Sibmark GHI
'3'='ll1r'='“9'---'-|T ITITI_I_I_I_ |mr?;¢p;;.mm rz 656 25 |RH. P65 &5
cingerec[2 [6 [5 [ [3 [3 [ Hocormizwmacer GG
omere:[0 [2 [z [5 [z [o [ l‘Tr:;:j;mnmrz P !:GGHI PR
caorpns:[ . [-2 [-2 [-L[-L [ [ |;mn1.1:: - EE5E LS | I
mzerens:[L (L [T [T [ [e [ w
Botom Pus: [ L[5 (¢ |5 [& |2 | R EE5E LS




Printing a Client Location List

To print a list of the keys in a system without location data, from the Main Menu click

[ —  Print Client Key Locations ]

In the next screen check the key categories you want to print.and click the “Print” button.

Ed Change Keys |

[ Group Submasters | Selectthe class of keys
wou want to print
and click"Print".

||:| Horizontal Submasters

|
[1ertical Submasters |
B ks |

|

Click "Cancel to cancel print.

B GMKs

O GomKs | [ Print ]
O GGGMEKs |

Edmiscellaneous Keys | [ Cancel ]

Client Key Locations Headguarters




Importing Key Systems
[ e Import Key System ]

Key records can be imported from Excel files.

In the Main Menu, click the button “Import Master Key System” to go to the screen shown below.

[ 4 | Import Key System From Excel J

Importz a master key system stored in Excel

[ 'j_'_. Import Miscellaneous Keys From Excel ]

Imports mizcellaneous keys stored in Excel

[ m"—'* Import from Multi-Master Pro J

Imports a master key system created with Multi-taster Pro

[ m"—'* Import from Multi-Tracker Pro v 6 ]

Imports a master key system from
version 6 of Multi-Tracker Pra

T reer—

From this screen, you can import your key system and miscellaneous keys. A key system created with
Multi-Master Pro can also be imported from this screen, as well as systems from Multi-Tracker Pro.

When you select “Import Key System from Excel” you have the option of including pinning and bitting data:



If you select to import pinning and bitting data, you are taken to the screen shown below:
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Change key _ Change Key Change Key  Key Control Key: I_I_I_I_I_I—I_
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BottomPins:| | | | [ [ [
Change key
Q|
Iz Operated By:
Group Submaster
Q ] | [ lmport Records from Excel ]
Horzontal Submaster Import your key system records
Q]
‘wiertical Submaster
('_l |I| | [ Move Records inta Multi-Tracker Pro ]
K Move your imparted recaords inta
Q. O Muti-Tracker Pro
Ghdk:
ami
Q |I| |GGMIK Cloze windouw
—— Cancel import
| aoi

Add | Modity Keys



If you select not to import pinning and bitting data, you are taken to the screen shown below:
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Change Key Change Key

Letter Number
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Change Key
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Group Submaster
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Harizontal Submaster
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‘Jwertical Submaster
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Status
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[ Import Records from Excel ]

Import wour key systemn records

[ Move Records into Multi-Tracker Pro ]

howve your imported records into
hlulti- Tracker Pro

Cancel

Close windau
Cancel impaort




To import your records into this screen, click the button labeled “Import Records”.
In the next dialogue box, locate and double-click your key system file.

The next screen shows you your import file and Multi-Tracker Pro’s fields.

Import Field Mapping

Source: ey Import.xls Target: Key Syskemn Impork
Source Fields | | Targek Fields |4'\
AnA =¢ # Change Key Letter
1 = # Change Key Number
265636 = % Change Key Bitting
* = ¥ Key Status
AA0E1 =+ # Group Submasker Label
265635 =¢ # Group Submasker Bitking
AfAHL =+ # Horizontal Submaster Label
265535 =¢ # Horizontal Submaster Bitking
Aaayl = # Vertical Submaster Label
265625 = # Yertical Submaster Bitking
Ans = # MK Label
265525 = % MK Bitting
A4 =k $ GME Label
264525 =¢ # GMK Bitking
A = # GEME Label
254525 = # QMK Eitting
gogmk. # =F % GiaaEME Label
gogmk bitking  =F % QGGEME Bitking
1 = # TME L
2 = % TMKZ2 w

Record 1 of 1245 &rrange by: | last order ﬂ

Import Ackion Field Mapping
v add new recards = Import this fiegld
~ —  Don't import Ehis Figld
~ =

2% Target cannot receive data

r Define Database. .. |
v Don't import first record (contains field names)

Impart Cancel |




The left-hand side shows your records. The right-hand side shows the fields in Multi-Tracker Pro that your data
will be imported into.

Notice the arrows pointing from your data to Multi-Tracker Pro’s fields. Also notice the map legend in the lower
right corner.

The arrows signify that the data on the left will be imported to the Multi-Tracker Pro field on the right.

If your records do not have any fields that matches Multi-Tracker Pro’s fields, you can cause Multi-Tracker Pro to
not import that data from your records by clicking the arrow. The arrow will turn into a flat line, signifying that that
data will not import. In other words, only data having an arrow will import.

For instance, if you do not have a key status field, click the arrow next to key status (if there is one) to disable that
import.

Be sure that Character Set is set to Windows. Also be sure that the Import Action shows Add New Records is
selected.

If the first record is used for column labels, click the box at the bottom labeled “Don’t import first record”.

About the Field Order

Multi-Tracker Pro is designed to import key systems using Standard Progression Format (SPF).

Notice that Multi-Tracker Pro separates the change key letter from the change key number. This is so that Multi-
Tracker Pro can properly sort your records properly. This means that the records will be sorted alpha-numerically
—AAAL, AAA2, AAAS .. ... AAA10, AAA1l. Otherwise records will get sorted alphabetically — AAA10 will come
before AAA2.

If your key system is using SPF (or any method that applies sequential numbers to the change keys), the change
key letters and numbers should be in separate columns. This can be done in either your source file or after the
records are imported.

If your system uses a different type of labeling without sequential numbers, the change key labels should be
imported into the change key letter field, leaving the change key number field blank.

About Masters and Submasters

When importing a master key system from an Excel file, each change key row should have its respective masters
and submasters in the same row. This is so Multi-Tracker Pro can report what masters and submasters operate
which change keys. For example:

AAA 1 AAA  AA A
AAA 2 AAA  AA A
ABB 1 ABB AB A
ABB 2 ABB AB A

You'll find a small Excel file installed with Multi-Tracker Pro as an example.

Adjusting the Field Order
If possible, move the columns of your original file to conform to Multi-Tracker Pro’s columns.

If your data columns are not in the same sequence as Multi-Tracker Pro’s columns and you can'’t adjust the
columns in your original file, you can move Multi-Tracker Pro’s fields to conform to the sequence of your data.

For instance, if your records have a change key label where Multi-Tracker Pro shows an MK label, you can use
your cursor to drag Multi-Tracker Pro’s MK field to line up with your change key field.

This can get tricky.

What happens when you drag one of Multi-Tracker Pro’s fields to take the place of another field is that they
change places. If you move Multi-Tracker Pro’s change key field to where the MK field is, the MK field moves to
where the change key field was.

If you have to adjust the field sequence in this manner, the best way is to work from the top down. Find the Multi-
Tracker Pro field that matches the first field of your records and move it up to that position. Then find the Multi-
Tracker Pro field that matches the second field of your records and move it to that position, etc.



Import your records

When the fields of your text file are lined up with Multi-Tracker Pro fields and there are arrows signifying that the
data will be imported, click the “Import” button to bring your records into this intermediary screen.

Your records are now in this intermediary screen that shows where data will be when the import is finalized.
Any necessary modifications can be made here.

The buttons in the upper left corner allow you to scroll through your records to check that everything is where you
want it.

If you need to start over for any reason, click the “Cancel” button.
If everything is correct, click the “Move Records into Multi-Tracker Pro” button.

During the actual import, Multi-Tracker Pro performs a lot of functions in the background, so the import can take
several minutes.
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Printing Key Ring Bar Codes:

From the BarCoder Main Menu, select “Key Rings”.

Select the key rings you want by clicking in the box labeled “Select to Print”.
This list can be sorted by key ring name or description.

When ready, click the “Print” button at the top.



Finding Keys and Key Rings from the Bar Code:

Keys and key rings can be identified by scanning the bar code by clicking the button labeled “Scan / Find Bar
Codes.

[ Scan / Find Bar Codes ]




Finding a change key:

To perform a search on a bar code,

be zure the cursor iz inthe figld ]

directly above the "Click to Scan” buttan. [ Click to Scan ]
Scan the bar code and the scanned data (IR

weill be entered in this field.

If wou're scanning from Tracer 9'z bar code [ Perform Fincd ]
printout, the bar code iz Code 39.

Returns and asterisks (if any) will be fitered [ Cancel ]
out.

Click "Perform Find" to locate the
scanned key.

Clickthe [ GO button to
g to the scanned key. Scan Results:

Key#: [AAA2 4] Go
Building: | &dminiztration -- First Floor

Location f Floor; |Secretary's office

Room ! Door; |B2434

Be sure the cursor is in the field above the “Perform Find” button.

Scan the bar code and click “Perform Find”.

Multi-Tracker Pro will identify the key number, building, location and room (if entered in the database).

Click the [ G0 pytton to go to the location data of the found key.



Finding Key Rings:

To perform & search on a bar code,
be zure the cursor iz in the field
directly above the "Perform Find" button.

[ Click to =can ]

Scan the bar code and the scanned data DI OO T
will be entered in this field.

If you're scanning from Tracer 9's bar code [ Perform Finc ]
printout, the bar code iz Code 39,

Returns and asterisks (if any) will be fitered [ Cancel ]
out.

Click "Perform Find" to continue.

Scan Results:

Key Ring Marme: [Security [ Go

Blind Code: [5-59-23

Description: [Security areas

Be sure the cursor is in the field above the “Perform Find” button.

Scan the bar code and click “Perform Find".

Multi-Tracker Pro will identify the key ring by name, blind code and description (if entered in the database).

Click the [ G0 pytton to go to the key ring modification screen.



Finding Miscellaneous Keys:

Bar Code hiznu

To perform & search on a bar code,
be zure the cursor iz in the field
directly above the "Perform Find" button.

[ Find Anather ]

Scan the bar code and the scanned data B nn

will be entered in this field.

If you're scanning from Tracer 9's bar code [ Perform Finc ]
printout, the bar code iz Code 39,

Returns and asterisks (if any) will be fitered [ Cancel ]
out.

Click "Perform Find" to continue.

Scan Results:

Key#: |B543 1 Go
Building: |Administrstion

Location § Floor: |Maintenance

IUsed for: |Tool Boxes

Be sure the cursor is in the field above the “Perform Find” button.
Scan the bar code and click “Perform Find".

Multi-Tracker Pro identifies the miscellaneous key by key number, building, location and usage (if entered).

Clicking the [ Go pytton takes you to the location data for the found key.





