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

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

Tracer 9 will install to C:\Program Files\Tracer 9. 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. 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, click the Windows Start button, go to All Programs\Tracer 9\Tracer 9 

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

____________________________________________ 

To run Tracer 9, use the default top-level account / password: 

Account = administrator (not case sensitive) 

Password = Admin (case sensitive – Cap A) 

 

 

 

 

 



 

Tracer 9 Demo 
 

The Tracer 9 demo is a fully functional copy of Tracer 9 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 -- Accounts and Passwords: 
To launch Tracer 9, 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’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 through the Windows control panel and reinstall 
Tracer 9 from the CD (or download). 

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

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. 

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



 

Networking Tracer 9 
 
Please read the following before running Tracer 9 on a network. 

Tracer 9 will run on a TCP/IP network.  

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

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

In order to run Tracer 9 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 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 on a server:  

Tracer 9 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: 

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 will install to C:\Program Files\Tracer 9. 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. 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 folder. 

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

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

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



 

After launching Tracer 9, 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 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.  

 

 

 

 
 

 

 



 

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

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

 

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

The Account Name controls the level of access to Tracer 9, 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 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. 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’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.  





















 

Issuing Masters and Submasters to Personnel: 
When issuing master and submaster keys, Tracer 9 provides a scrolling list of the master and submaster keys 
that are in the currenty active key system. 

Manually entering master and submaster keys follows the same procedure for manually entering change keys. 

 

 
 
You can also select different key systems in these screens to issue keys from those key systems. 

 

 



 

Issuing Miscellaneous Keys to Personnel: 
When issuing miscellaneous keys, Tracer 9 provides a scrolling list of all miscellaneous keys entered in the 
currently active key system. 

 

 
 

 

The procedure for issuing miscellaneous keys is the same as for issuing change keys. 

 

You can also select different key systems in these screens to issue keys from those key systems. 

 

  



 

Issuing Key Rings to Personnel: 
When issuing key rings, Tracer 9 provides a scrolling list of all key rings that have been created. 

 

 
 

 

To issue a key ring, locate it in the list and click the arrow next to the key ring name. 

 

NOTE: When printing summary reports, the key ring description will be found in the building field. 

  



 

Key Requests 
Tracer 9 can provide key requests for approval prior to issuing keys to personnel. 

From the Main Menu of Personnel Key Records, click     

Tracer 9 will show a list of personnel entries: 

 
 

Click    next to the person you want to start a key request. 

 



 

The next screen will bring up the person you selected: 

 
 

You can select another person by clicking on that person in the scrolling list of personnel entries. 

 

This list can be filtered by department by clicking the button “Filter by Department”: 

 
 



 

To request a key or keys, click on the key level you want next to the personnel list: 

 
 

To request a Change Key, click    

 
 

To request a specific Change Key, click on the key in the scrolling list of change keys. 

 



 

At any time you can change key systems by clicking the button     

Then select the key system you want by clicking on it: 

 
 

The list of keys will then reflect the change keys in that key system. 

 
To request a different level key, click on the level to the left of the key list. 



 

Requesting keys not in the key system 

You can request a key not in the key systems by clicking the button    

 

In the next screen, you can enter any information about that key: 

 
 

To add that key to the key request, click “Submit” or to cancel, click “Cancel”. 

 

 

 

 



 

Summary of Keys Requested for a Person 
To view a summary of keys requested for that person, click “Summary”. 

 
 

 

You will get a summary of the keys that are requested. 

 
 

Keys can be deleted from the summary by clicking “Delete” to permanently remove them or by clicking “Archive” 
to move them to Archives:   

 



 

Printing a Key Request 
To print a Key Request Forms for approval, click “Print” at the top of the Summary: 

 
 

Key Request forms can be signed either manually on paper on directly into Tracer 9S: 

(See about Signature Pads) 

 
 

Keys can be omitted from the printed form by clicking the “Omit” button    

To print the form, click “Print’. To return, click “Return”.   



 

After printing, the keys in the request form are moved to Archives: 

 
 

Keys can be restored from Archives by clicking    

If a key is restored from Archives, the Summary screen will tell you if it has been printed:   

 



 

E-mailing a Key Request 
If you have software to print to a .pdf file instead of a printer, you can e-mail the printed key request form to the 
person who authorizes the request: 

 
Tracer 9 will fill in the name and ID number of the person the key request is for. 

 

Both the Send to: and CC to: can be edited to add a person’s e-mail address: 

 
 

You can also key in any text you want for the subject and body of the message. 

 



 

To send the mail, click “Send Mail” or to cancel, click “Cancel”    

 

When you send the mail, Tracer 9 will launch your default e-mail client, filling in the Send to:, CC to:, Subject, 
and Body. These items can be edited in the e-mail if desired. 

 

If you printed the Key Request Form to a .pdf, you can then attach the .pdf to the e-mail. 



 

Audit Logs 
Tracer 9 provides audit logs of changes to key issue records and of key records deleted and personnel moved to 
archives. 

When you are in the key issue screen, you can get a report of all changes made to the key issue records of that 
person by clicking the button “Audit Log” above the personnel photo: 

 
 

The report includes all changes made to all classes of keys issued to that person: 

 



 

When issuing any class of key (change key, MK, miscellaneous key, etc), you can get a report of changes made 
to that particular class of key by clicking the button “Audit Log” in the upper right corner of the screen: 

 

 
 

 

 

 

 

 



 

This provides a report of all changes made to this person’s records for that key class: 

 

 
 



 

Reports are also made of all key records deleted, as well as personnel moved to archives. 

These reports are created by clicking the button “Deleted Records” above the personnel photo. 

 
 

NOTE: This report is a global report and is not linked to any individual. It is accessible from any personnel record. 

 



 

Personnel ID Bar Codes  
You can print bar codes based on the Personnel ID number for use in ID badges, etc., directly from Tracer 9.  

In the Personnel Position screen (shown below), click the button labeled “Print ID Bar Code” below the bar code 
symbol. 

 

 
 

Tracer 9 will print bar codes using that person’s ID number (shown below). 

The bar code can contain any number of alphanumeric characters, as well as spaces, periods, $, %, +, -, 
and /. 

Tracer 9 will print 4 different sizes of bar codes 2-up. 

When using these bar codes, it is important that there be a minimum of 1/8” (1/4” preferred) of clear space left 
and right of the bar code. Scanners will get confused and not scan properly if this white space is not there. 

 

 



 

Bar Code Printout: 



 

Scanning Personnel ID Bar Codes  
A personnel ID bar code can be scanned into Tracer 9 and used to locate personnel. 

On the Personnel Key Records Main Menu, clicked the button labeled “Scan Personnel ID Bar Code”. 

 
When the scan screen appears (shown below), you can scan the bar code using a USB or keyboard wedge 
scanner. 

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

If you’re scanning a bar code printed by Tracer 9, the bar code is Code 39. 

Some scanners insert asterisks before and after the scanned bar code, as well as a return after the scan.  

Tracer 9 will filter these out. Any other miscellaneous characters should be removed manually before doing the 
find. 

When the field shows the scanned data, click the “Perform Find” button to locate the personnel attached to the 
bar code. 



 

Personnel ID photos  
If you’re using a digital camera to make personnel photos, you will have to download the images from the camera 
to your computer and into a graphics program such as Adobe Photoshop or Jasc Paint Shop Pro. 

Images from a camera are very large (About 1400 pixels or more). You should reduce the image to about 160 
pixels wide and save it in one of the formats shown below. 

You will need a signature capture pad capable of saving a signature image in .gif or .jpg format. 

Signatures are placed in the same manner as photos. 

Graphic file format         
 
 .GIF      
(transparent and animated GIF files are not supported) 
 
.JPG     
(jpeg illustrations must be saved as RGB format, not CMYK. CMYK format will produce an error.) 
 
    
The preferred format is either .gif or .jpg. JPGs must be in RGB format (CMYK format will produce an 
error). 

If you have any graphics in a format not listed here, you can try to place the image. If it doesn’t accept that format, 
it just won’t import the graphic. No damage will be done. 

To place a photo in a personnel record, click "Add / Replace Photo" and in the dialog box locate the photo you 
want and double-click it, or click open when the photo is selected. 

To replace a photo that has been added to a record, just click the "Add / Replace Photo" button and double-click 
the new photo. The old photo will be replaced with the new one. 

To delete a photo, click the "Delete Photo" button. 

 




