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Tracer 9 Lite is an easy-to-use relational database designed to manage both your personnel key records and
your facility’s master key systems.

Tracer 9 Lite is comprised of 3 sections:

Personnel Key Records — Personnel records are entered here and keys are issued to personnel here.

Key System Management — Your master key systems* are entered in this section, from individual change
keys to the higher level masters and submasters that operate each change key, as well as miscellaneous keys.

*Tracer 9 Lite assumes the user has an understanding of master key system structure and the
relationships between change keys, masters and submasters.

Archives — When personnel records are deleted from the Personnel Key Records section of Tracer 9 Lite, they
are transferred to the Archive file for future reference.

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 Tracer 9 Lite CD in your CD drive. Open the Tracer 9 Lite folder and double-click the
Setup.exe icon. Follow the screen prompts to complete the installation.

Tracer 9 Lite will install to C:\Program Files\Tracer 9 Lite. This location can be changed during installation. You
can select a different drive and specify a path to a folder. For example,

D:\Applications\Tracer 9 Lite. 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 Tracer 9 Lite, click the Windows Start button, go to All Programs\Tracer 9 Lite\Tracer 9 Lite

Tracer 9 Lite has 13 levels of Account / Password protection. See below.

To run Tracer 9 Lite, use the default top-level account / password:
Account = administrator (not case sensitive)
Password = Admin (case sensitive — Cap A)



Tracer 9 Lite Demo

The Tracer 9 Lite demo is a fully functional copy of Tracer 9 Lite with the following restrictions:

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

Starting Tracer 9 Lite -- Accounts and Passwords:

To launch Tracer 9 Lite, use the account name “administrator” and the password “Admin” (with a cap A) when prompted.

What's in the demo?

The demo has some personnel records entered in Personnel Key Records, and two small key systems entered in
Key System Management. Some of the personnel records have keys assigned to them and some of the key
records have location data entered. These records are entered so that you can familiarize yourself with Tracer’s
functions.

How to use the demo:
Use the pre-entered records to familiarize yourself with Tracer 9 Lite’s functions.

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

Returning to the demo records:

If you want to go back to the demo records, uninstall Tracer 9 Lite through the Windows control panel and
reinstall Tracer 9 Lite from the CD (or download).

NOTE: Do not drag Tracer 9 Lite into the trash. This will delete the Tracer 9 Lite folder but will not adjust the
registry. Your computer will think Tracer 9 Lite 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 Tracer 9 Lite. This is
done using the button “Import Key System” in the the Key System Management section of Tracer 9 Lite.

Please refer to the documentation of Multi-Master Pro for information on generating Tracer import files, and see
below for more information on importing a master key system into Tracer 9 Lite.

Please take the time to read this documentation before using Tracer 9 Lite. It will answer a lot of
guestions you might have.



Networking Tracer 9 Lite

Please read the following before running Tracer 9 Lite on a network.
Tracer 9 Lite will run on a TCP/IP network.

Speed might be affected for some functions of Tracer 9 Lite. 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 (Tracer 9 Lite.exe) is bound to Tracer 9 Lite. The actual
program is named Tracer 9 Lite.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 Tracer 9 Lite. But --

By default, the run-time engine is single user. With the run-time engine bound to Tracer 9 Lite, no additional
software is required to run Tracer 9 Lite.

In order to run Tracer 9 Lite 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 Tracer 9 Lite 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 Tracer 9 Lite on a server:

Tracer 9 Lite 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 Tracer 9 Lite:

Open the Tracer 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, Tracer 9 Lite will install to C:\Program Files\Tracer 9 Lite. This location can be changed during
installation. You can select a different drive and specify a path to a folder. For example,

D:\Applications\Tracer 9 Lite. 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 Tracer 9 Lite folder.

You will find two Tracer 9 Lite files, one with a .exe extension and one with a .dla extension.

IMPORTANT: Do not select the Tracer 9 Lite.exe file to launch Tracer 9 Lite. This file is the run-time engine
and will put Tracer 9 Lite into single-user mode, making it inaccessible to multiple users on a network.

Instead, open Tracer 9 Lite using the File Menu Open command and select Tracer 9 Lite.dla (or Tracer 9
Lite.fp7 if you are running the native FileMaker file). You will need the administrator account and password to
open Tracer 9 Lite. 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 Tracer 9 Lite is installed to. FileMaker uses its own file sharing which can conflict with Windows file
sharing.



After launching Tracer 9 Lite, 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 Metwark Settings

Turn on Netwark Sharing ko share your open files using TCPJIP,
Metwork Sharing: () OFF &ion
TCRIP address:  192.168.1.2

FileMaker access via FileMaker Metwork

Currently open files
L2l Mebwork access tao file

lgtffi?? File: "Tracer_9_Demo.fp?"

Tracer_9_Cemo.fp? (%) &l users
() Sperify users by privilege set Specify...
O Mo users

[ ]oon't display in ©pen Remote File dialog

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

Send Message, .. [ QK ] [ Cancel

The files TCL and 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 Tracer 9 Lite.



Accessing Tracer 9 Lite on a network as multi-user:
With Tracer 9 Lite 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 Tracer 9 Lite.dla (or Tracer 9 Lite.fp7 if you are using native FileMaker files).

File Sharing: File sharing must be turned off for the folder that Tracer 9 Lite 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, Tracer 9 Lite 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 Tracer 9 Lite 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 Tracer 9 Lite, it is recommended that Tracer 9 Lite be
run on a dedicated machine under FileMaker Server. FileMaker itself will support up to five concurrent users.

Note: When running Tracer 9 Lite under FileMaker Pro on a server, if you have several people accessing Tracer
9 Lite at once, some functions such as sorting may run slowly. If this becomes a problem, you should consider
running Tracer 9 Lite 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
Tracer 9 Lite’'s security scheme uses Account Names and Passwords to access Tracer.

The Account Name controls the level of access to Tracer 9 Lite, 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 Personnel Key Records, Personnel Archives, and 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, Tracer 9 Lite has 12 levels of access:

Tracer Level 1
Full access to Personnel Key Records, Archives, and Key System Management to create records, edit records,
delete records, print records, export backup records, import backup records, import key system

Tracer Level 2
Access to Personnel Key Records, Archives, and Key System Management to view records, create records, edit
records, print records

Tracer Level 3
Access to Personnel Key Records, Archives, and Key System Management to view records, print records
Pinning and bitting information is not available to this level.

Tracer Level 4
Access to Personnel Key Records, Archives, and Key System Management to view records only
Pinning and bitting information is not available to this level.

Personnel Level 1
Full access to Personnel Key Records and Archives, to create records, edit records, delete records, print records
in Personnel Key Records only

Personnel Level 2
Access to Personnel Key Records and Archives, to create records, edit records, print records in Personnel Key
Records only

Personnel Level 3
Access to Personnel Key Records and Archives, to view records, print records in Personnel Key Records only

Personnel Level 4
Access to Personnel Key Records and Archives, to view records only in Personnel Key Records only

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

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

Keys Level 3
Access to Key System Management, to view records, print records in Key System Management only
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 only
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 define the level of access a user has to Tracer 9 Lite. 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 Tracer 9 Lite’s Main Menu, click the button labeled “Account / Password Management”. This takes you to the
Administrative screen shown below.

ourit Mames

) 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 ac;uynt requires a password for access
to that privilege level.

Account names must be unigue. Pazswords do
not have to be unigue.

De-activate Account For example:

Activate Account Account name = eagle (not caze-sensitive)
Pazsweard = talon (case-sensitive)

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

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

Copyright 19972005 L




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:

Access to Personnel Records and Key System:

@ Tracer Level 1
O Tracer Level 2
U Tracer Level 3
I Tracer Level 4

Access to Personnel Records only:
' Personnel Level 1
JPersonnel Level 2
Personnel Level 3
' Personnel Level 4

Access to Key System only:
JKeys Level 1
T Keys Lewvel 2
Keys Level 3
Keys Level 4

Cancel

curity ems Inc.

court Mames

ant Privileges
Privilege Sets Attached to Each Account:

Each accourt name must have a privilege set
attached to it

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

Each account requires & password for access
to that privilege level.

Account names must be unigue. Passwords do
ot have to be unigue.

For example:

Accourt name = eadle (not case-sensitive)
Pazzword = talon (case-sensitive)

When a uzer logs in using the account "eagle”
and the password "talon”, the user iz allowed
access with the privileges attached to the
account "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.













Overdue Keys

If your facility maintains records of when keys are issued to personnel and when they are due to be returned,
Tracer 9 Lite will provide you with a summary of overdue keys and their blind code numbers.

The Overdue Keys summary will look for classes of keys that have actually been assigned to a personnel ID. For
instance, if no GGMKs have actually been assigned to anyone, Tracer 9 Lite will not include the GGMK key class
in the summary.

If you have a date entered in the Due Date field and no date entered in the Date Returned field, Tracer 9 Lite will
summarize all keys that are past the date they should be returned.

Tracer 9 Lite will only summarize keys with a Date Due entered and no date returned entered. If no due date is
entered in the Date Due field, Tracer 9 Lite will ignore that key.

If a date is entered in the Date Returned field, Tracer 9 Lite will also ignore that key.



Key Due Dates

Tracer 9 Lite provides a summary of all keys that have been issued to personnel and have due dates entered.
If no date is entered in the Date Due, Tracer 9 Lite will ignore that key assignment.

If a date has been entered in the Date Returned field, Tracer 9 Lite will also ignore that key assignment.

If a key has a date entered in the Date Due field and the current date is equal to or later than the Date Due and
no date is entered in the Date Returned field, Tracer 9 Lite will flag that key with an asterisk indicating that the key
is overdue.

Key Due Dates a=z of 1727f2005

Change Kews due: =l
Eev #: Elind Code: Date Due Status ID#, Wame
Lnn3 E-49%5 4418 2010 Dotivre 154764
Eey System: Headguarters FRoberts, Helen
Lnm3 D-2365 1z/1/20049 Dotive 276462
Eey System: Headquarters Wilson, Woody
Lnn] T-339& Trifza0ng Dotive 476587
Eey System: Headguarters Jackson, Robert
LR B-9523 S-1-2010 Dotive 94651
Eey System: Headquarters Harrison, George
* LLLZ C-4953 1z 18/ 2008 Temporary 154764
Eey System: Headquarters Roberts, Helzn
LILL = 2-4035 S/ /2009 Dotive I5TE46
Eay Swsteam: Headquarters Eartlaett, June
LIDd H-9353 1z/4/2040 Dotive 26345753
Eey System: Hamafacturing Hendriux, Lonmie
* LILL4 S-1504 1z2/1/2008 Lost 2NE4R2
Eey System: Headquarters Tilson, Woody | |
-
* indicates an overdus key I Show Overdue Keys I




Key Returned Dates

Tracer 9 Lite provides a summary of all keys that have been returned by personnel and have returned dates
entered in the Date Returned field.

Keys Beturned a=z of 1/727f2005

Changed Hews returned: ||

e #: Elind Code: Date Dmue Ztatnus ID# . Hame
Annh] =1l-20ax= 12/18/2008 Returned IE3TE4E

Key System: Headquarters Eartlett, June
LIRS “K-395= 1/ 2005 Returned 2974572

Key System: Headquarters Peters, Hank

Eav Bings returnsd:

Fing Hame: Elind Code: Date Tue Status IDH#. Wame

Ho Key Rings have returned dates entered

Hizscellaneous Hews returned:

e #: Elind Code: Date Due Status IDH#, Hame
ES44 =T-&753x 4/ 20/2008 REeturned 2374572
Key System: Headquarters Peters, Hank

1]




Lost Keys
Tracer 9 Lite provides a summary of all keys that have been reported lost.

EKey=s Reported Lost a=z of 172772009

Change Hews reported lo=st:

Eew $#: Elind Code: Date Due Ztatus IDH# . Hame
LIR4 S-1504 12716/ 2006 Lost 276462

Key Exstem: Headquarters Wilson, Woody
LIRS R-30G4 i/1v/z007 Lost 154764

Eey Exstem: Headquarters Roberts, Helen

Group Submaszters reported lost:

Haw Elind Codes: Date Onus Etmtns IDH . Mama

Ha Group Zubmasters hawvre been reported lost

Horsontal Submasters reported lo=st:

Faw #: Elind Code: Date Due Status IDH . Hame
H2ZE H1i C-3a0 1/6/20089 Lost SIETEIE
ey Exstem: Hanmfacturing Tanderbilt, Jans=

1]




Stolen Keys
Tracer 9 Lite provides a summary of all keys that have been reported stolen.

Key= Reported Stolen a=s of 172772009

Change Kews reported stolen: 1=

e #: Elind Code: Date Tuae Etatnus IDH# . Hame
H2E-4 Q-4934 A0/ 2008 Ztolen 154764
Key Sxstem: Hanufactuiing Roberts, Helen

Group fubmasters reported stolen:

Fawr $: Elind Code: Date Due Status IDH . Hame

Ho Group SZubmasters hawve been reported stolen

Horizsontal Submarters reported stolen:

e #: Elind Code: Date Tuae Etatnus IDH# . Hame

Ho Horizmontal Zubmasters hawvre been reported stolen

Vartical Submasters reported stolen:

Hawr #: Elind Code: Date Due 2tatus=s IDH# . Mame
nnn s H-5493 1z/1/2005 Stolen 2655455 —
Ir o ' h*d a e e dele Tak -




Keys Issued on a Temporary Basis
Tracer 9 Lite provides a summary of all keys that have been issued on a temporary basis.

Overdue keys are flagged in this report.

Temporary Keyzs Izsued az of 172772009

Temporary Change Hevws Tszued: 1=

Key #: Elind Code: Date Due Status ID#, Wame
* LLRLE C-49&3 12418/ 2008 Teamporary 154764
Eey System: Headquarters Roberts, Helzn

Temporary Horisontal Submasters Tzzued:

Eev #: Elind Code: Date Due Etatus ID#, Wame
* ROE Hi E-5694 1z2/4 /2008 Temporary 154764
Eey System: Headquarters Roberts, Helen
HIE H2 3-376 2fi/e009 Temporary 394531
Eey System: Hamnafacturing Harrison, George

Temporary Kev Bings ITszsued:

Fing Hame: Elind Code: Date Due Status ID#, Wame
T 322 RE-4538 1/22/2008 Temporary 2374572
Eey Eystem: Hanufacturing FPeters, Hank
-
* - .
indicates an overdue key I Show Overdue Keys I




Summary of Keys Issued by Keyholder

[ Summary of Keys Issued by Kevholder ]

This summary provides a report of keys Issued to a particular person.

You can select a person from the scrolling list or you can enter the ID number in the ID field.

To generate the summary, click on the “Continue” button.

10 Mumber

(154763

Last Mame First Name M. I
|Hnber‘ts |Helen H.
Title Department

|r-.-1anager |C|:|rp|:|rate Communications

Telephone E-hail

[123-4575 |rabertshig@ooo: com

[ Fitter by Department ]

Click on an entry to the right Sort by ID Humber | | Sart by HMame | | Sort by Depatment |
or enter an Il number, () Rreberts Helen Corporate
and click the continue button below. Ug5iE Dotz ol
Smith John Sales
ittt
Hendrix Lonnis Food Service
26245722
III Reynolds John harketing
2647346
Migodrof illiarm Security
2TEETOS
III Miilzan Wiady Mgl Foom
27hd62
III Peters Hank Accounting
2974472

The next screen (below) provides you a summary of all keys issued to that ID number.



). Find fother

10 Humber
[154764 KX
Last Mame First Name Department
|Roberts [Helen Corporate Communicstions
Change Key Blind Code Group Subs Blind Code Horizontal Subs  Blind Code “wartical Subs  Blind Code
H2K-4 0-4934 Ao G P-3095 Ass HY B-5694
Stalen Aotive Temporary
HZK-2 2434
Fotive
Abnd R-3924
Lot
Mtk Blind Code Ghik Blind Code GGME Blind Code GG Ghik Blind Code
HZK C-2932
Potive
A
Temporary
Pty Z-945
Potive
Thik: Blind Cade hiscellaneous  Blind Code Key Rings Blind Code
BA43
Potive
Ba43 P9
Lost
3095 ht3924
Potive

Classes of keys are divided into columns.

Clicking the "Print" button will print out a complete summary of all keys issued to that ID number (see below).
Similar summaries can also be printed from the Main Menu. However, this method provides you a summary of
keys issued to an individual ID number, as opposed to a summary of all ID numbers that have been issued keys.

To summarize by another ID number, click on the "Find Another" button.

Clicking on the arrow next to the ID number will take you to the data entry screen for that ID number.



Printed Summary of keys issued to a keyholder

B Personnel Key Records

Freview 12|
el
0 L
Layout; Keys lssued to |0 # 26845783
Priit KE—"IJ 1D Hamber: Lart Name: FirstName: Deparine it
ZERAGTED Hendrix Lonnie Food Service
J
I Charnge Key
1 Ve Mo Bulkieg:  Building 3
Bl Lecartion /Floor: hgin door building 3 cafeteria
Cok: C-4108 R gy Doy B2dS
ITE‘L Dae keed:| 1712003 Dae Dae:| 612006 Dak Retared: Fey HEony
Total: HE
1 Ve Ha: A, Brlking:  Administration
Bl Lecartion /Floor: 2nd Floor
Cok: Ard24 Room sy Doorgy:  Conference rooms
Dae keed:| 1712003 Dae Dae:| 612006 Dak Retared: Fey HEony
Script. Miscellaneous
Ve Ho: HE3T1 Brlkig:  Wiest Wiing
Bl Location /Fleor: Supphy room
Comk: M-3021 Fooim i) Do0r -
Dae ks eed:| 91/2003 Dae Dae:| 12/5/2005 Dak Retared: Fey HEony
-
100| o ul 7 Preview | 4 | | » |_

Before printing this summary, Tracer 9 Lite will preview the summary on screen (shown above), so you can
see exactly what is going to print.

You can scroll through the pages by using the rolodex icon in the upper left corner (see below).

Clicking on the "Continue" button in the left frame (below the rolodex icon) opens the Print Dialogue screen,
where you can either print the summary or cancel the print and return to the Main Menu.



Printed summary of all keyholders who have been issued keys

[ —  Print All Keyholders Issued Keys ]

These reports can be narrowed down by department, and / or key status (see below).

[ — Print All Keyholders lzsued Keys ]

This report can be sorted by ID Number or Department
or printed by specific department.
Sort Summary by

() ID Humber The zearch can alzo be narrowed dovwn
i@ Department by zelecting the Key History Status.
MNarrow Rezufts To find all active key izsues, click "Active".
by Key Status: Ta find all lost keys, click "Lost", ete.
To find all recards, click the "Clear Zelection” hutton.
i) Active
C Returned Tao perform the zearch, click the "Continue" button.
O Lost To cancel the zearch, click the "Cancel” buttan.
() Stolen
O Destroyed To print & specific department, click "Print Only Selected
O Temporary Departmert” and select the department.

- @ Prirt &/l Departments
() Prirt Cinly Selected Department

| r—==  Cortinue |

| Cancel |

See below for the printed report sorted by department.




Sorting the report by department:

[ == Print Al Keyholders lssued Keys ]

This report can be sorted by ID Mumber ar Department

ot printed by specific department.
Sart Summarny by

(21D Humber The zearch can alzo be narrowed down
i@ Department by zelecting the Key History Status.

Harow Results To find all active key izsues, click "Active".
by Key Status:

........................................... To find all Iost keys, click "Lost", etc.
To find all recards, click the "Clear Selection” buttan.

) Active

O Returned To perform the search, click the "Cortinue” buttan,

O Lost To cancel the search, click the "Cancel” button.

@ Stolen

O Destroyed To print & specific department, click "Print Only Selected
O Temporary Department” and select the department.

e St Al Dorariarta
i Print Only Selected Department

W Accounting

Corporate Communications
Custodial

Customer Service

Food Service

Legal

Mail Room

Marketing
Sales



Printed report of all keyholders issued keys:

Fresiew =
Layout: Surnmary of Personnel Issued Keys
Print KE-'r'j Becounting
| ID Hamber: LaztHame: FlrtHame: Deparime it
T ° 2974572 Peters Hank Accounting
8
Change key
by M S Brlkiig:  Administration
. 1 Office supplies
Fage: _‘BIII(I Lecartion £ F keor
Ii_l g Cok: 233 Fooin gy Doorgy: Al01h
Dak kened:| 11142002 Dak Doe:| 1202002 D Retred:| 12012003 Fey History:| Retumed
Tatal: Vg Mo BASAD Bulklig:  Administration
1 Ellnel Lescation £ Fleor: Basement
Cok: 201 Fosin ) Doorgy: 90
Datke ksned:| 100252002 Date Doe:| 312002 Dk Remried: Fey History:| Lost
. MK
Script:
- Ve Mo AOLE Bulking: East Tower
Ellicl Locztion /Floor: Sth Floor
Co: 202 Fioon (5 D00l E):
Dare ksned:| 10352002 Date Dove:| 5152003 Dl Remrigd: Fey Hiory| Stolen
Mizcellaneous
Viny Wi BiSad Bulking:  Administration —
Bllucl Lescation £ Fror: - Conference Rooms
Code: 203 Fecscin () Dol (3:
Dare ksned:| 10352002 Date Dove:| 5152003 Dl Remrigd: Fey Hitory:| Lost
1D Hamber: Lazt Name: FliztName: Deparmet
394631 | Harmmizan | Gearge Aocounting
Change Key
by Wi S Bulkig:  Administration
Ellnel Lesation £ Froor: - Office supplies
Cioce: B-2343 Feoom gy Doargy:  Al01b
Dare ks ned:| 951352003 Dae Dove:| 62006 Dl Remrigd: Fey Hi | Aotive
-
'IEIEIl..I.‘ Prewview vl 1 | | » |_

Before printing this summary, Tracer 9 Lite will preview the summary on screen (shown above), so you can
see exactly what is going to print.

You can scroll through the pages by using the rolodex icon in the upper left corner (see below).

Clicking on the "Continue" button in the left frame (below the rolodex icon) opens the Print Dialogue screen,
where you can either print the summary or cancel the print and return to the Main Menu.



Summary of Keyholders by Keys Issued

[ Summary of Kevholders by Keys Issued J

To find all personnel issued to a particular key or key ring, enter the key number in the appropriate field for that
class of key and click on the GO button.

For instance, to find all personnel who have been issued the change key AAA1L, enter AAAL in the change key
field and click the GO button.

Cross Reference Keys to Personnel
Enter the Key Humber and click on the [} ] GO button

Enter a Change Key number AAA3 [2]GO

Enter a Group Submaster number l— GO
Enter a Horizontal Submaster number (L)Go
Enter a Vertical Submaster number | [2]GO
Enter a MK number [ (]GO

Enter a GMK number l— ]GO

Enter a GGMK number ]GO
Enter a GGGMK number ]GO

Enter a TMK number ]GO
Enter a Miscellaneous Key number ]GO

Enter a Key Ring name ]GO

Tracer 9 Lite returns a list of all personnel who have been issued that key (see below).




. Find Another

Key #: Building: Administration
Location ! Floor: Office supplies
Room(z) § Door(=s): A101b
| Sortby Il Humber | | Sort by Last Hame | | Somtby Depatment |
Is=sued tao:

10 Number: Last Mame: First Mame: Departrment : Blind Code:
[F1[154764 [Roberts [Helen [Corporate [c-a983
sy Sy Date lzsued: 12M 702005
e oo 12000 (33 Fi Thi Person

Date Returned: ] Find This Key lssue
ey Status: Temporary
[+ 1[2974572 |Peters Hank [<K-393>
s Sy Date lzsued: 3A 72007

ot Do o1 2005 (50 i his erson

Date Returned: 50 2005
Key Status: Returned

(] Find This Key lssue

(+][387646 [Bartlett June |Customer Service [2-2098
Key System: Date lssued: S29/2008
Headquarters

Date Due: 341 7/2009 (2] Find This Person

Date Returned:
Key Status: Active

(] Find Thiz Key lzsue

The list can be sorted by ID number, last name, or department.
Clicking the “Find This Person” button returns you to the data entry screen for that ID number.
Clicking the “Find This Key Issue” button takes you directly to the issue screen for that key.

Clicking the "Print" button prints a summary of all personnel issued that key. Similar summaries can be printed
from the Main Menu. However, this method provides you a summary for all personnel issued a particular key, as
opposed to a summary of personnel issued to all keys that have been issued.

To find personnel issued a different key, click on the "Find Another" button and you will be returned to the
previous screen.



Printed summary of all keys issued to keyholders

[ —  Print All Keys Issued to Keyholders ]

This report can be narrowed down by department, building and / or key history (see below).

[ = Print All Keys lssued to Kevholders ]

This report can be sorted by 1D Mumber or Department

Fort Summary by ar printed by specific department .
() ID Humber
i@ Department The zearch can also be narrowed down

........................................... by selecting the Key History Status.
Marrow Results

S EITEIER To find all active key issues, click "Active".
i To find all lost keys, click "Lost".
O Active To find all recards, click the "Clear Selection” button.
(_) Returned
OlLost To perform the search, click the "Cortinue" button.
O stolen To cancel the search, click the "Cancel" button.
) Destroyed
O Temporary To prirt & specific department, click the

appropriate checkbox and select the department.

O Print 21l Departments

i@ Prirt Only Selected Department
|A.t:cuunting

| r—==  Continue |

| Cancel |

See below for the printed report sorted by department.




Pressiew
o] B
K T i

Lapout:

Frint Key_»|
I
Lk
L

Page:
T—

Total:

Script:

100] . d

FY
Summary of Keys lssued to Personnel
Accounting
Change Key
Ky Hoo B3 Bulking:  Administration
Locartion £ Fhoor: Office supplies
Room fDoor: - Al0TR
ID# 2974572
Ellel LaztMame: Peters Dak tssml:_ 11402002 Hlsi;:-\:. Fetumed
Codk: FlistHame: Hark Dae Due:| 12412003
Deparmert Aocounting Dak Retvnec:| 1241/2003
ID# 394631
Ellel LaztName: Hamison Dt legved:| 91302003 Hlsi;?:r'f. Aotive
cod: 623 FlistHame: George Dak Die:| 6712006
Deparmert Accounting Dk Fetried|
ey Hoo 000 Eulkilg:  Administration
Location /Flor:  Basemert
Fcsom SDoor: 90 el
ID# 2474572
Bllecl LartHame: Peters Dk lexvec| 10802002 Hlsii-:: Lozt
Gk FirstHame: Hank Dak Dae:| 30/2003
Deparmert  Aocounting Dk Retiried|
K
Fiy N BAE Bulking:  East Tower
Leation S Fheor: Sthe Floor
Fisoin # Dcer:
ID#E 2974572
Blindl LatHame: Peters Date kgred:| 10252002 Hm;::f_lsmlen -

Prewview v| 1 |

[

Before printing this summary, Tracer 9 Lite will preview the summary on screen (shown above), so you can see exactly

what is going to print.

You can scroll through the pages by using the rolodex icon in the upper left corner (see below).

Clicking on the "Continue" button in the left frame (below the rolodex icon) opens the Print Dialogue screen, where you

can either print the summary or cancel the print and return to the Main Menu.




Summary of Keys Issued by Building

[ — Primt Keys Issued by Building ]

You can find all keys issued broken down by building.

For a report of all keys issued for all buildings, select All Buildings from the pop-up list on the left and click the
button labeled “Continue”.

A summary of keys izsued by building can be perfarmed on all buildings
or on & particular building.

Select Search Criteria: Select Building:
[By Selected Building --> | [Building 14 |

Note: If you select “All Buildings”, Tracer 9 Lite will ignore the building selected on the right and summarize all
buildings



For a report on keys issued in a particular building, select “By Selected Building =", select the building you want,
and click Continue.

The list of buildings is drawn from keys that have been issued for any building if the building is entered in the key

location in Key System Management. If no keys have been issued from a particular building, the building will not
appear in the list.

Select Search Criteria: Select Building:
|I31.,-r Selected Building --> |

Administration I
Administration - First Floor
Administration -- First Floor
All maintenance facilities

v Building 14
Building 3
Building A

Tracer 9 Lite will intercept the summary on the way to the printer and display it onscreen as it will print.

You can browse the summary by using the rolodex icon in the upper left-hand corner of the screen (see below):

Recard:
|'|

Faund:

B4

Tatal:
183

IIhzarted
Scrpt:

Clicking the right or left area scrolls backward or forward one page at a time, or use the slider to move through
multiple records.

To print the Summary, click the "Continue" button below the rolodex icon. This produces the print dialogue box
where you can either print the summary or cancel printing.

Show below is the summary as it appears on screen and as it will print out.



B Personnel Key Records

Frewview -
il
w | T A
Layout; Sumrmary of Keys Issued by Building
Prirt Buih_+|
Administration
I - Fey N Balkihg: Administration
| Y hppc Lecation Fhor: Office supplies
Bllhd Cocke: Fain ) /Doorgy: A101b
3858
Ky Clags
Change Key
Bitedi: D@ Z2E9734E Date Baved: | 201602004
LartName: Reynolds Dak Dee: | 1253152004
FlrstMame: John Dake Retrigd:
Deparment hiarketing ey HETDr
by i Eulkilg: Administration
Scripk: Az Location /Flor: Office supplies
= Bilvd Cocke: Room 5/ Doorg: A101E
Koy Class:
Change Key A |
Eitedi: o 39453 D&k ksved: | 50302003
LaztName: “Wanderbilt Dae Dne: | 1203172005
FlrztHame: Jane Dak Retanied:
Deparmert Aocounting Fey HEDr
ey N Balkihg: Administration
Aan 1 Location /Floor: 3rd floor conference rooms
Billnd Code: Room 5/ Doordy: Entrances
G-3073
Feyizlans:
Group
kitedi: InE FAS3RA Dak kaved: | 62002002 x
1DEI|,..|.‘ Preview vl 1 | N |—




Key Signout Sheets -- mml

Signout sheets can be printed when distributing keys to personnel.

All keys that have been issued to an ID number are included in the signout sheet, as well as the key system they
belong to.

To print a key signout sheet, click the "Print Key Signout Sheet" in the upper left hand corner of the Personnel
Data Entry screen.

If a key ring has been issued to the ID number, a listing of the keys in the key ring will also be printed.

Fey Signout

10 Nambsr

[154784

Last Name Flrst Name M.

[ Robert= [ Helen H.

The Deparmeit

[mEnager [ Coparate Communications

Tekphowe E-Mall

[123-da75 [ robertzh @ com

St - .\ P .
N 7 LS
,lhj-"_#gﬁg o gt jd
Change Key Ky S em: Ky PO Buliding: Adrnini stration
Bllnd Code:  C-4923 Location /Floor: Office supplies
Printed? 'ﬁ Mo. ksved: 1 Roam &) / Doord): K016
omit Dak ksved: [12M7/2003 Dak Due: [12/3/200%  Dak Retred: KeyStats: | Tempoarary
Change Key kY By em: Key#: HZK-2 Bulkding: Maintenance
hwanufacturing Bld Cock: 3434 Location /Floar: 3rd floar
Printed? ‘E Mo Egeed: 1 Room &) / Door): 3-745
fes omn D&k ksved: [1/5/2003 Dak Dwe: [#H15/2010  Dae Retred: beysiams : | Active

| acknowledge that this kewis)is the property of <Facilty Mame Here:. [ will not lend, lease or loan this key(s). | will not
copy it or allow copies to be made. | will not alter or allow atterstions to be done to this key(s) If the key(s)is lost or
stolen, | will natify the issuing authorty immedigtely . | will retum this key when | no longer hawve use for it or legwe the
employment of <Facility Name Here:.

| further agree to pay any deposit required by <Facility Mame Here:.

a 1

[ v —
L ' ae  feptn T -~ .
s for T A A 10/4/2007 12:05:38 PM
Recipiant Signature ls=suer Signature Date § Time
Dielete Add f Replace Dielete Add f Replace
Signature |__Recipient Signature Signature lssuer Signature Ul Return

To have recipients sign a printed signout sheet, click the “Print” button.

To cancel, click the “Return” button.

If a key has already been printed, you can omit it from the printed sheet by clicking “Omit”

Change Key Ky Sygem: by HZ k-2 Bulidig: Maintenance
hianufacturing Bl Cock: 3434 ooation £ Fioor: 3rd floor

Prirted? ‘E Ho. sgned: 1 Fioom (53 £ Doorig): 3-745

25 ombt Dae ksed: |1/5/2009 Dake D |4M52010 Dae Retiried: Ky Stats |P.-3’ti'.'e




Recipients can also sign electronically using a signature tablet (see below).

key Signout
1D Namber
[154784
Lart Name Flrst Name M.l
| Robert= | Helen H.
Tite Deparime it
[manager | Corporate Communications
Tekphoe E-Mall
[123-4575 [robertzhi@xx com
Sigiatre e " )
V1o : e
| e At S,
Change Key ey MO Dae kseed: | 121652007 beystns: [Active
em: Blvd Cocke:  B-43335 Dake De: |[4M1:5:2010
eapners L R T
Change Key ey AL Dae kseed: 124752008 keyStns: [Temporary
em: Bllvd Cocke:  C-4322 Dake De: |[12M2/2002
eapner L R T
Change Key keyw HZK-2 Dae kseed: | 1552003 beystns: [Active
em: Bllvd Coce: 2434 Dake De: |[4M1:5:2010
zcrrng T
Group Submaster ey A0 G Dae kseed: |12."’I."2IZIIZIB piry Stng - [Dtive

| acknowledge that this key(s)is the property of <Facility Mame Hera:. | will not lend, lease or loan this key(s) | will not
copy it or allow copies to be made. | will not atter or allow atterations to be done to this key(s) If the keyi=)is lost or
stalen, | will natify the issuing authorty immediately. | will retum this key when | no longer hawve use for it or leawve the
employment of <Facility Mame Here:.

| further agree to pay any deposit required by <Facility Mame Here:.

I A . ")
-II- A — L T~ ‘51 - T .:f z"f . .
. / o T T e 10452007 12:05:32 Ph
Recipient Signature Is=suer Signature Date 4 Time
Delste Add ! Replace Delete Add ! Replace
Signature |__Resipient Signature Signature Iz=zuer Signaturs % Return

NOTE: If a signature already exists, you will be asked if you want to replace it.

If you reply “Yes” and then cancel when the signature pad comes up onscreen, the signature will be deleted.

Tracer 9 Lite is designed to work with the Topaz LBK462-HSB signature tablet.

Because Tracer 9 Lite accesses the internal functions of this tablet, other tablets will not work.




Modifying Key Sighout Sheets
The text on the key signout sheets can be modified to suit your requirements.

From any personnel record, click the button "Modify Key Signout Sheet” in the upper left corner.

=" Print Key Signout Sheet

hodify ke gnout Sheet

X1 KN i

| lzzue Keys || Positic

In the next screen, you can change the text that appears on the signout sheet:

Maodify Key Signowut Sheets

To modify the key signout sheet, change the text (showen below to
conform to your reguirements.

“ou are limited to seven lines of text.
Do not exceed the houndariez and number of ines shown below .

Click "Continue' to effect the changes, or "Cancel" to leave as is.

[ Continue ] [ Cancel ]

| acknowledge that this key(s)is the property of <Facility Mame Hera:.

| will not lend, lease or loan this keyis) 1 will not copy it or allow copies to be made.
| will not atter or allow atterations to be done to this key(s). If the key(=)is lost or
Istalen, | will notify the izsuing authorty immedigtely. | will retum this key when |
no longer hawe use for it or leawve the employment of <Facility Name Hera:.

| further agree to pay any deposit required by <Facility Name Here:.

Recipient Signature Date I==suer Signature Date




Blind Codes

[ Q Find a Blind Code ]

| Z-4945 |

[ Perfarm Find J

To find =an active blind code, enter the blind
code number and click "Perform Find"

[ Print Blind Code Summaty ]

To print 2 summary of all blind codes issued,
click "Prirt Blind Code Surmrmary”

To find a blind code, enter the blind code in the field in the upper box and click “Perform Find”.

Tracer 9 Lite will return a report of what key the blind code is attached to and who the key has been issued to
(shown below).



Finding a Blind Code

(). Find Another

Blind Code #:

[z-4945

Assigned to Key #&:

Change Key: Group 5ub: Haorzontal Sub: “vertical Sub: Wik Ghak: GGhk: GG GhE: hizcellanaous:
I | | | |AAA

KR Stem: Building: West Wing

Headquarters -
LT e [

Roomiz)# Doons): Library entrances, rest rooms

|zsued to; (2] Find This Person
(L)[154764 [ Findd This Key lssue

Lst Hame: [Roberts Date Due: 12012005

First Mame: |HE:|EI'| Date Returned:

Diepartment: |Cu:urpu:urate key Status  Active

The report shows that blind code Z-4945 is attached to MK AAA and has been
issued to ID # 154764.



Printing a Blind Code Summary

By clicking “Print Blind Code Summary” in the lower box, Tracer 9 Lite returns a report of all blind codes entered
(sorted by key class), what key system each belongs to, what the key operates, and who the key has been issued
to.

FPrewiew -~
ol =

Layout: Blind Code Number Sumrmary

Prinit Blir_» | Change ke

Blind Code: Eey Wo:

| 1-209 HZ K-9 Bulklg: Storage

.y Hiha:
: Kay System: Lecation JFlear: 3rd floor

Fcsm 3 / Doorsy - Bathrooms

hlanufacturing
F'agE' lzzued to: ID# 276462 Dake kgaec: | 15452008
|'|.7 LartWame: Wiilzon D Ooe: [EAZ000
FirstHame: ioody Dak Retmed: |Pq:rti1re
Tatal: Deparmnest  hail Room Ve S
15
=1-209= Aot Bulkiing: Building 3
. Lessation # Flecor: hfgin door building 3 cafeteria
Key System. Fcsm 3 7 Doz : B2da
Headquarters
Scrpt: lzsued to: D& 3ETE40 Dak koed: |S4152008
LatName: Bartlett Dak Dne: | 125152008
anlnue FirstHame: June Dak Fetrpect: | 1251552008
Deparmnest  Custormer Service Ve : | Retumed
2-409% A Bulkling: Administration
. Lessathon # Floor: Of fice supplies
Key System. Fcsm 3 /Doy AI0b
Headquarters
lzsued to: D& 3ETE40 Dake kiwed: |S2952003
LatName: Bartlett Dak Dne: [3A1752009
FirstHame: June Dak Retmed: |Pq:rti1re
Deparimest Customer Service Ve S
2434 HZK-= Bulkding: hfgintenance
Lecation / Flsor: 3rd floor
- . Fcsm 3 7 Doz 3-745
hlanufacturing
lzzued to: D& 154764 D Enedl |1.l‘5.l‘2[l[l9 W
100| o ul B Preview |4 >

Before printing this summary, Tracer 9 Lite will preview the summary on screen (shown above), so you can see exactly
what is going to print.

You can scroll through the pages by using the rolodex icon in the upper left corner (see below).

Clicking on the "Continue" button in the left frame (below the rolodex icon) opens the Print Dialogue screen, where you
can either print the summary or cancel the print and return to the Main Menu.



Key System Manhagement

Creating / Managing Key Systems Menu

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

(= create New Key System Total Ke

Total Hey

by Systerm Name Currently Betive:

|]-[eaﬂquarters W CIpen
Key Systerm Locstion Headguarters

|I-Iain Campus

Key Systern Description Rename Export £ Import Backup

|Corbin/Russwin System 70 Headquarters Headgquarters

Key Systarm Mame Currently Betive:

|Hanufac:turing Open

Hanufacturi
Key System Location g

Building 24
' I

Export § Import Backup

Ky System Description Renams
Manufacturing

| Schlage Manufacturing

Key Systerm Mame Currently dotive:

| Production CIpen

Production

Ky Systermn Location
|Hurth Campus

Key Systern Description Eename Expart £ Impatt Backup

|Kahﬂ- Production Production

bey Systermn Mame Currently fctive:
|Rﬂsearc:h & Development Open
S0 h [ 1

Bacup ALL Import ALL
HB Close Windauw % N ¥l ey 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:

Cipen I
. Rezearch & Development
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:

REename
Research &

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

m"—"‘— Rename Key System

Original Key Systerm Mame Erter = News Name

|Rﬂsearc:h & Development |Enter the new name

by Systern Location -

|Suuth Campus | Continue I

key Systern Description |

| Schlage Primus Cancel ‘

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:

bew Systerm Name

|Rﬂsearch & Development
beyw Systerm Locstion
|Suut]1 Campus
bew System Description
|Sl::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.



Key System Management Main Menu

Key System Management

[W‘—* Key System — Add / Modify ] Key Location Summary ]

Hook Humber Summary J

[{}'—l Miscellaneous Keys — Add .rl'.'lndil']r]

Key Inventory Summary J

5 | Export Key System to Excel

Available Change K ]
[ ge ey Drawings / Floor Plans J

[ Pinning List ] Create / Modify / Delete Key Rings ]

[
[
[
[ = Print Key System ] [ = J
[
[
[

[ [ Import Key System ] System Details ]

Prirter
i
7 Setup

amutactusing

NOTE: The button in the lower right corner indicates which key system you are 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.
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, Tracer Level 1, Tracer Level 2, Keys Level 1, and Keys Level 2
accounts).

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.

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,
Tracer Level 1, and Keys Level 1 access levels only.

Drawings / Floor Plans — Imports floor plans, architect drawings, etc. into Tracer.
Create / Modify / Delete Key Rings — Easily assigns large amounts of keys to a key ring.

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
% 19 Q Ellﬂ 2545245 "[ 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 Tracer Level 1, Tracer Level 2, 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 Tracer 9 Lite when a key system created by Multi-Master Pro is
imported into Tracer 9 Lite. 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, fAaAT

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





