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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.  

 

 
 

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 
questions 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).  

 

 
 

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. 

 

 
 
 



 

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

 
 

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

 
 

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: 

 
 

 Account names must be unique 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. 
 

 
 
 
 
 
 



 

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

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

 
Click “OK” when done. 

 
 
 
 

De-Activating / Activating accounts 
 

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

 
 
 

 



 

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. 
 
 

 
 

 



 

 
 

 
Multi-Tracker Pro Main Menu  

 

 
 

 

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

 
 

 



 

 

Key System Management 
 

 
Creating / Managing Key Systems Menu 
 
This is the starting point for creating and managing your key systems. 

 

 
 



 

To create a new key system, click the button at the top --   
 
In the next screen enter the name of the key system (required), the key system location (optional), and the key 
system description (optional) 
 

 
 
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: 
 

Click the button    
 
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: 
 

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

 
 
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: 
 

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>>”. 

 
This will export ALL key systems to a file. 

 

 
 

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: 

 
 

 

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

 
 

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.  

From the Main Menu, select  

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

  

 
 

Click the button    
 
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 
 

 
 

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 

 
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. 

 

 
 
 

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 

 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.  

 

 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. 

 

 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. 

 
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. 

 
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: 

 
 

 



 

The second method is a more comprehensive search: 

This method uses the spyglass buttons next to each key class.  

 
 

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.  

 
 

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”. 

 
 



 

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

 
 

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”. 

 

 
 



 

 
  
Flagging Masters and Submasters 

 
 
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 
 

When you click an arrow button next to a change key number  , 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. 

 

 
 

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.  

 
 

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”. 

 
 



 

Entering MK Location Data 
 

When you click an arrow button next to an MK key number  , 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. 

 
 

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    
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.  

 
 

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”. 

 

 
 



 

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: AAA1 

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 GGMKs 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.  

 



 

 

 

The buttons on the right (below the pinning and bitting) are used to create new records. 



 

 
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. AAA0). 

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. 

 



 

 

 
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 -- 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. 

 
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. 

 
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. 

 
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. 

 
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. 

 
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 

 
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. 

 

 
 

 



 

Entering 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. 

 

 
 



 

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

 
 

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 .  

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. 

 

 



 

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. 

 

 
 

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. 

 
 

 

 



 

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: 

 
 



 

You can find an MK (or any master or submaster) to print: 

 
 

 

 

You can find a range of change key prefixes to print: 

 
 

 

To find all the keys in the system, click    

 



 



 

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

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

 



 

Importing Key Systems 

  
 
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.  

 

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: 
 

 
 
 



 

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

 
 



 

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. 
 

 
 



 

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 
– AAA1, AAA2, AAA3 . . . . . AAA10, AAA11. 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. 

 

 
 













 

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. 

 
 



 

Finding a change key: 

 
 

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  button to go to the location data of the found key. 

 
 



 

Finding Key Rings: 

 
 
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  button to go to the key ring modification screen. 

 



 

Finding Miscellaneous Keys: 

 
 
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  button takes you to the location data for the found key. 

 

  
 




