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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).

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.



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.

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.































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.

ﬁ Delete B543

Miscellaneous Key Issue

Audit Log

10 Humbeer EI
|154764
i-;:b':tn: ZI:?ET.LII?: ?::,_S,EEEE |I| Issue Miscellaneous Key manually
First Mame 10 # 154764 R ——
[Helen | e — =
Department (2] BS54z ]
|Cl:urp|:|rate Cammunications
Title | |
[manager - =] —
Kew Number: Blind Code: Date Issued:  Date Due: Date Retumed: key Status: Mo, lzsued: Inventony:
[B543 | #-4024 |[4+1:2003 [12#12002 | [Lost [ E
[Sort by ey N, | [ Sort by Building | [Sort by Location | [Sort by Funection
Key System: key # Building Location Funetion
|I| b5z Administration Maintenance Tool Boxes
Building: III BS54 Administration Conference Rooms File cabinets
Administration [~ | EIE121 South Tower dth flaar Foom 16 fila
-] |I|I3125 South Tower Sth floar Room 25 file
Location: |I| H7 =42 South Tawer Conference Rooms Cabinets
Maintenance - |I|H83T1 Whest Wiing Supply room Storage cabinets
=] EIMSDQE East Tower haintenance Tool Cabinet
Used far- |I| hZA7 G East Tower haintenance Toaol boxes
Tool Bowes - EIR-HZ Rumsan Hall Kitchen Supply room
[~ IIIS-312 Farley Hall Labby Storage cabinet

OB= select Another 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.

|0 Mumber Key Ring Issue

(2] |2658455
Last Mame Ky Angis) cumently issued to
|Sm'rth I%Zﬁﬁﬂ-ﬁﬁ Blind Code _
First Name Sales 5-75845 ||
|JDhn
Department
|[Sales
Title |
|Supervisnr =
key Ring Mame: Blind Code Ma: Date lssued: Date Due: Date Fetumed: Key Ring Status:
|53IES S-7245 | 14552009 G200 Active
Key Ring Name Descrption Blind Code
Key System: [+ agaro_T24 Transportation AZE4A5 il
Headquarters EIMaintenance All maintenance hi-50-223
Key Ring Description: |I| Sales Sales storage 57345
Sales storage |I|Securi‘q.r Security areas 5-59-23
Comments:

(8= Select Another Key System

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.

[ - Key Request ]

From the Main Menu of Personnel Key Records, click

Tracer 9 will show a list of personnel entries:

Q. rind [ Q) Find Al

Sort by ID Humber Sort by Last Hame Sort by Depatment

Roberts, Helen H. Date Entered:
Corporate Communications 107841999 Create a
Key Request
154764
Smith, John L. Date Entersd:
Sales Frz2rz2001 Create a
Key Request
2658405
Hendrix, Lonnie M. Date Entersd:
Food Service 2 Z000 Create a
Key Requeast
2684077183
i
Woodruf, William W Date Entered: 7" §
Security 10742002 - Create a
key Request
2156798 g% "r
Wilson, Woody W. Date Entered:
Mail Room 4242000 Create a
Key Request
276462
Peters, Hank W Date Entersd:
Accounting 10/42002 Create a
Key Request
[2974572

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



The next screen will bring up the person you selected:

Y

Perzonnel List

Home | | Summary | | Archived
|0 Humber
[154764
Last Mame First Hame hd.1.
|Hu:uberts |Helen IH_
Title Department
[Manager |[Corporate Communications
Telephone E-hiail _
1234575 [robertshi@:co:.com
Key Level Change Keys Key System:
[Sort by key Mo, | [ Sart by Building | [Sart by Location | [ Sort by Room # |
Change key Building Location/Floor Roomy Dioor
|I| FARZ Administration -- First Secretany's office B2a5A
EIA&.&S Administration Office supplies A101b
[H] mnng South Tawer Cafeteria A145
Elﬁuﬁuﬂxﬁ lain Building Maintenance A135
EIA&.&.B hdain Building hotar poal AAGT
] aeaz Sauth Tower Sales A154
EIM&B Administration - First Floor| Maintenance Closets C-g8
|I| AAAG Administration Basement Storage C-24
] assdn Administration Basement C-30
- |I| AR Administration Basement c-az
|I| A2 Administration Basament C-a5
I YV

- Select Another Key System

Close Window

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”:

—

Shiowe All Departments ]

Saort by I Number

Sart

Accounting

[ ] soasaz

Jam

v Custodial

Food Service
Legal

il Room

hlarketing

Sales

Security

Customer Service

Corporate Communications

odial

Ul




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

[ Fitter by Department ]
Sort by ID Humber | Sart by HMame Sort by Depatment
|I| BETEAG Bartlett June Customer Sensice il
|I| 304631 Harmizon Geonge Focounting
[ wartical Sub ] |I| 26345783 Hendrix Lannie Faod Service
EI A7ESOET Jackson Robert Legal
[[+] s6d6az Jamesan Robert Custadial
[+ ] zoras7z Paters Hank: Accounting
|I| 154764 Faobert= Helen Corporgte Communications
GEGEME |I| ittt Smith John Zales
[ beymring | | 53674 “anderbilt Jare hearkceting
|I| TR Wil =on Migady il Foom
|I| 2TAGTIE Migodrof illiarm Secunty =1

Namutacturing

- Select Another Key System

To request a Change Key, click

Home | | Summary | | Archived |
|0 Mumber
(154764
Last Wame First Name h.l.
[Roberts [Heten [H.
Title Department
|Manager |Curpu:urate Communications
Telephone E-hiil
123-4873 |r0bertsh@xxx.com
Key Level Change Keys [OTRTE I ) Manufacturing
[Sort by Key Ho. | [ ot by Building | [Sort by Location | | Sort by Room #
Change Key Building Lazation/Floor RoomfDoar
[ H2kA Annex Basement B-254
|II HZ k-2 Maintenance tool room 2-598
|IIH2K—3 Maintenance 3rd floar 3745
|I|H2K—4 Building 2 1st floar 1-673
|II Hz k-5 Prefabrication 2nd floor 2-435
[ HzkE Building 4 Sth floar 5-254
|II H2 k-7 Prefabrication Ath floar 4254
|IIH2K—8 hdaintenance Bazement Tool raom
|IIH2K—Q Storage 3rd floar Bathrooms
= EHQK-‘HZI Metalworking Basement Electrical
m HZ k-11
[ bzrually ] (] H2 k12
(== select Another Key System Manufacturing

r

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:

B seiect Another Key System

rm‘—"-' Select Another Key System ]

Key Database Name

|Headquarters

KHey Database Location

|Main Campus

Key Databsse Description

Currertlw fotive:

e |

Select Headguarters I

Murnber of Keys
in Headquarters

|CnrhinfRusswin System 10

125

Key Database Name

|Mamlfact.uring

Key Database Locstion

Building 24
|

Key Database Description

Currernt!y fetive:

Select Manufacturing I

Mumber of Keys
in Manufacturing

| Schlage

128

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

Personnel List

Home | | Summary | | Archived |
|0 Mumber
[154764
Last Mame First Hame hi.l.
Roberts |Heten H.
Tithe Dlepartment
[manager [corporate Communications
Telephons E-hofail .- .
123-4875 [robertshizee com
Key Level Change Keys Key System: [QEEEETENTS
Group Sub [Sart by Key No. | | Sort by Building | [Sort by Lacation | [ Sort by Room # |
X Change Kew Building Location/Floor RoomyDoor
Horizontal Sub
[ Y Administration - First Secretany's office B2d54
Wertical Sub (] pnaz Administration Oifice supplies A101b
|I| AAAG South Toweer Cafeteria A1495
(2] aaas tain Building Maintenance A135
(] aeas tain Building Motor pool ANET
GEMK [ P South Towear Sales #1854
(] peas Administration - First Floor| Maintenance Closets [=2=2:]
EEELIE |I|AAA9 Administration Bazement Storage C-59
Key Ring ] A0 Administration Basement can
] aeet Administration Basement Ca3
MiscellonSons] O] ansiz Administation Basement a5
[ tarually ] [ L
@ select Another Key System H¥  Close Window Headguarters

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:

Personnel List

Home | | Summary | | Archived |
10 Humber
[154764
Last Mame First Name h. .
|Hl:uber‘ts |Helen IH_
Title Department
|r-.-1anager |Cu:urpu:urate Communications
Telephone E-hiail
123-4875 [robertshi@o:.com

Key Level Manual Key Request Key System:

Ml anufacturing

Change Key ey Number: Key Class:
e S [x-398 [Mizcellaneous
Horizontal Sub Building:
| Bruilcing 4

“ertical Sub

Lacation/Flaar

|5th floor Cancel

Room Humber:

GEMK
[5-230

GEGME
key Ring

Mi zcellaneous

- Select Another Key System Manufacturi ng

[}
=
=

Y

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”.

Summary | | Archived |
10 Humber
[154764
Last Mame First Name h. I
|Hu:uberts |Helen IH_
Title Department
[Manager |[Corporate Communications
Telephone E-hizil -
1234575 [robertshi@:co:.com

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

Home

iF=f  E-mail

Archived

Main Menu

[154764
Last Mame

First Mame

|Ru:uberts
Title

|Helen

Department

|r-.-1anager

Telephone
123-4875

|C|:|rp|:|rate Communications
E-hgil

|ru:ubertsh@:<xx cam

AAAZ kew System: GEELLUELGS Printed?
— - - Raoam ! Door: 1=
Kew Class: Change ey Building:lﬁdmlnlstratmn-- First Floar BZa58 = E E
DatesTime: 0202002008 9:59 Ak Lowcation | Sacretan's office =] Archive  Delete
AAAJ Kew System: [EEECLUELGLS Printed’?
— - Room / Doar: M
Key Class: Change Key Building:lﬁdmlnlstratlnn A101E = _@ ﬁ
DatesTime: 0252002008 9:59 Al Loc:ation: | Office supplies =] frchive  Delete
AAA kew System: GEELLUELGS Printed?
o Room J# Door: Ho
Key Class: MK Bml-:llng:l = E E
Date/Time: 0252002000 0:50 Ak Lu:-cati-:-n:l | Achive Delete
B543 Kew System: [EEECLUELGLS Printed’?
— - Room / Doar: M
Key Class: Miscellaneous Building:|ﬁdmlnlstratl-:-n Tool Boxes |~ _E ﬁ
DatesTime: 0252002008 9:59 Al Lucatinn:lhdaintenance [+ frchive  Delete

'!l- Cloze Wiindow

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

to move them to Archives:
Printed?
Mo

PArchive  Delete




Printing a Key Request

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

Main Menu

Archived

=" E-mail

Home

[154764

Last Hame First Mame Il
[Rokerts [Helen H.
Title Department

|Manager |Cu:urpu:urate Communications

Telephone E-hgil
123-4875 |rnhertsh@xxx.cum

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

(See about Signature Pads)

Key Request
1D Hamber
154784
Lart Name First Name M.l
[Robers= [ Helen H.
Tt Deparimeat
[Wanager | Corporate Communications
Tekploe E-Mall
[1z3-4575 [ rabertsh @ com
Sijatere o o o .
LR P e
; A P
Jl._;"_ﬂg_.i i et . S,
ey #: 4002 PEE—
Change Keay Building: Administration -- First Floor
Printed? E Location # Floor: Secretary's office
fes p . B245A
Omit Roomis) ! Ooons):
——— ey System:
Change ey Building: Administration
Printed? -ﬁ Location # Floor: Office supplies
= ; . A0k
Omit Roomis) ! Doon(s):

Enter your own text - do not exceed boundaries

Fleaze issue the abowve keys to the above-named person.

r;'! "'.’-:-';I-"“"-"“’{'-.. rl'1I 'h'{v J _,','};.‘""_ﬂ
[ - & 202442009 2:50 P
Auathorization Signature PAuathorization Signature Date f Time
Dielete Add / Replace Dielate Add [/ Replace
Signature [Authorization Signature Signature | Authorization Signature B Return

Key #: A0EA
RoomfCore Key

Printed? E

M :
Keys can be omitted from the printed form by clicking the “Omit” button ° om

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



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

Home Archived

|154764
Last Hame First Hame
|Rl:uherts |Helen

Title Department
|Manager |Cu:urp-:|rate Communications

Telephona E-hiil
123-4875 [robertshi@soo: com

AAAZ Key System G EELLIEL S

Room / Door;
Key Class: Change kKey Bui|ding;|ﬂdministratinn -- First Flaor BZA5M -
— Rest
DatesTime: 0272002009 9:59 2 Location: | Secretan's office -
AAAJ key SystemJGEELLIELCLS
Room & Door:
Key Class: Change Wey Building: [ &dministration 21010 -
Date/Time: D2/20/2009 959 Ahd Location: | Office supplies [~
AAA Key System G EELLIEL S
Room / Door;
By Class: MK Building: =
— Restore
DiatesTime: 022002009 9:59 Ahd Location: =
B543 key SystemJGEELLIELCLS
. Room & Door:
ey Class: Miscellaneous Bui|ding;|ﬁdministrati-:-n Tool Boxes |=
Date/Time; 02/20/2000 9:50 At Location: | Maintenance [~
Security Key System G EELLIEL S
o - Room £ Door;

Key Class: Key Ring

‘!l- Close Window

Keys can be restored from Archives by clicking

Printed?
M

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



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:

Send to: |.Jn:|hn Smith=smith johnigess . coms |

CCto: |James Harriz=harriz jamesi@xxx coms= |

Subject:
|HE':.-' Request far Marshal Hendrix, ID # S-402-265

EBody:
Approval request for key izsuance to Marshal Hendrix, D #
S-402-265

[ F=Tsend man |

| Cancel I

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:

Send to: |.J|:|hn Smith=smith johniEcs: coms= |

CCto: [ James Harriz=harris james@oo coms |
David Andresswes=andrevys davidi@e com:s
Edit. ..
Eody:
Approval regquest for key izsuance to Marshal Hendrix, D #
S-402-265

| sF=Tsend mai |

I Can el I

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




[ EF=T=nciman |

C I
To send the mail, click “Send Mail” or to cancel, click “Cancel” l o I

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:

] Audit Log | Deleted Records

=d:
E]

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

154763 BRoberts, Helen H.

Date T imne Account Par=ommel ID / Name

—-- Change HKey=s --—

BaAl --
EfElLSz007 1:01:12 PM admirdstrator 154782 PBobert=, Helen H.
Field changed: CK Flind Gode from "3-6945" to --> "3-27&85"

—-- Miscellaneous Keys —--—

clzl --=
EfEll 00T T:35:02 PM admindistrator 153762 Pobert=, Helen H.
Field changad: Hisao Date Dus from "6/1/2004" £o == "ES1/20035"

EfElLSz007 7:45:43 PM admirdstrator 154782 PBobert=, Helen H.
Field changed: £from "<3-473=" to --> "3-473"

P EL 00T T7:45:36 FM administrator 154762 PRobert=, Helan H.
Field changed: Hise Mistory from "Returmed" o —-> "Hetire!




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:

III |:|-54F"'54 Change keys
Last Mame T;T?gi;;:”e'j ta [*] Issue Change Key manually
|Ru:uber‘ts = 1 =] Comments:
First Hame | = |
|Helen [E] Apaz
Department ] paaa
|Cu:urpu:urate Cammunications F] H2K-2
Title B Hzk-4 = —
|I‘-.-1aanager
Change Key: Blind Code: Date Issued: Date Due: Date Retumed: Key Status: Ma. Issued: Inventony:
|AAM B-3935 | 1ZMEIZ007 |4J15.-‘2III1III | |Acti1.re | 1 |a
[Sort by Key No. | [ Sort by Building | [Sort by Location | | Sort by Room #
Key System: Change kay Building Location/Floor RoomsDoor
Headquarers [+ ] A Building 2 tain door building 2 B245
Building: [ anaz Administration - First Secretan's office B2454
NG =[] asas Administration Difice supplies A401b
[+ anea Sauth Tower Cateteria A145
LocationfFloor:
raonToer [F]anss b ain Building baintenance A135
Mlain door building 3 1=
cateteria = || anes Main Building Muator poal AABT
Raom(s) ¢ Door(s): [H]manz South Tower Sales A154
E=as =] |[H]asns Administration - First Flaor| Maintenance Closets C-88
| EIA&AQ Administration Basement Storage c-89
D] aeado Administration Basement c-a0

Bl== seiect Ancther Key System




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

Modified Records

Helen H.

[L54 763

Roberts,

Per=zonnel ID / Hame

Date Time AcCount
2aal - il
sSfELf o0 1:01:12 PM administrator 154762 PRobert=, Helen H.

Fizld changed: CK Elind Gede from "3-6945" £o —-- "3-2755"

stems Inc. ‘ Close Window




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.
1 |
] Al Log | Deleted Records

2
3

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

Deleted Records

Date T imne Account Par=ommel ID / Name

BF2342007 9:09:43 LH administratar 3946531 Harxison, George H Il
FPersonnel Record: --%» DELETED TO RECHIVEE

SF2542007 9:09:21 DH admind strakor 2756798 Woodruf, Williasm W

THE: THE --> DELETED

s/1as 2007 1:45:17 FH administrator 26545753 Hendriu, Lonmie H.
Hiscellaneous Key: HS371 --> DELETED

1]

2006 DL ems Ing. 'El- Clogse Windaw




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.

[ ] i v
hodify key Signout Sheet

B DD ENEE BT =R

Issue Keys || Position || Personal ” Emergency | | Add / Replace Photo || Delete Photo
ID_Humber yalidate Change linm Entered:
|154Tﬁ4 " 10 Mumber ” " I0 Mumber ” 1021953
La=t Mame First Mame Il
|Roberts [Helen H.
Title Diepartment
|Manager |C-:urp-:|rate Communications
Telephone E-hgil
123-4875 |ruber‘tsh@x><x.cnm
[ Fitter by Department ] Add S Replace Signaturel | Delete Signature
Sort by ID Mumber | | Saort by Hame | | Sort by Depatment | ) ! j %II f ——
Roberts Helen Corporate *—-.Ju'_-f —t ‘?’Hﬂj'd—"
154764 Communications
Smith Jahin Sales
2 ananaes NN ORI
Hendrix Lannie Food Service
26845743 | Pritip Bar coce |
Migadruf Niilliarm Secunty
ITAGTIE Comments
il zon Migady luigil Foom ]
III 764G
Peters Hank FAocounting
2074572
Jamesan Ruobert Custodial
III 364652 -

‘El- Clo=e Wiindow

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:

10 Mumbsar

B

Larsi Mama

First Mama

||3=ru.=1|
Tille

|J.||'|E
D parimant

|Mauag|:1'
Talephane

|C-l.|5|r.||rh‘:1' Service
E-Mail

|123-3~335

|ha|ﬂ=t1,|@x:u.cml

Signalura

T




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”.

[_ MINMI Secan Personnel ID Bar Code ]

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

52 Print Key Signout Sheet = . =
hodify Kew Signowut Sheet

B0 B ENEE BT =R

lzzue Keys | | | | Personal | | Emergency | Add ! Replace Phota || Delete Phota
10 Humber Date Entered:
Last Hame First Hame Tl

I | [
Title Departmernit

|
Telephone E-hiil
|

To perfarm a search on a bar code,
he sure the cursor iz in the field
directly above the "Perfarm Find" button.

Add S Replace Signature | palete Signature

Zcan the bar code and the zcanned data
will be entered in this field. HINnmmmm

If you're scanning from Tracer 9's bar code | Perfarm Find I
printout, the bar code iz Code 39.

Returns and asterisks (if any) will be fitered |
out. &ny other miscellaneous characters
zhaould be removed manually.

cancel I

Click "Perform Find" to continue.

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.





