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

Tracer 9S is comprised of 3 sections:

Student Key Records — Student records are entered here and keys are issued to students here.

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

*Tracer 9S assumes the user has an understanding of master key system structure and the relationships
between room/core keys, masters and submasters.

Archives — When student records are deleted from the Student Key Records section of Tracer 9S, 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 9S CD in your CD drive. Open the Tracer 9S folder and double-click the Setup.exe
icon. Follow the screen prompts to complete the installation.

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

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

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



Tracer 9S Demo

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

The demos are limited to 25 student entries in Student Key Records, 25 room/core key entries (with associated
masters and submasters) and 25 miscellaneous key entries in the Key System Management section.

Starting Tracer 9S -- Accounts and Passwords:

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

What's in the demo?

The demo has some Student records entered in Student Key Records, and two small key systems entered in Key
System Management. Some of the student 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 9S’s functions.

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

Returning to the demo records:

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

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

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 9S.

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



Networking Tracer 95

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

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

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

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

Tracer 9S 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 9S:

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

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

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

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



After launching Tracer 9S, go to the FileMaker file menu. Go to File / Sharing, Select FileMaker Network. In the
dialog box, turn on Network Sharing (shown below).

FileMaker Metwork Settings

FileMaker Netwark Settings

Turn on Metwork Sharing to share vour open files using TCR/IP,
Metwork Sharing: () OFF &1 on
TCRIIP Address:  192.1658.1.2

FileMaker access wvia FileMaker Metwork,

Currently open files

: Metwork access ko file

T 5 F - File: "Tracer_95_Demo.fp?"
TCC_S.Fp7 %) all users

() Specify users by privilege set
{:} Mo users

[ ]oon't display in Open Remate File dialog

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

Ik l [ Cancel

The files TCL_S and TCC_S 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 9S.



Accessing Tracer 9S on a network as multi-user:
With Tracer 9S 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 running on the network.

Select Tracer 9S.dla (or Tracer 9S.fp7 if you are using native FileMaker files).

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

Note: When running Tracer 9S under FileMaker Pro on a server, if you have several people accessing Tracer 9S
at once, some functions such as sorting may run slowly. If this becomes a problem, you should consider running
Tracer 9S 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 9S’s security scheme uses Account Names and Passwords to access Tracer.
The Account Name controls the level of access to Tracer 9S, 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 Student Key Records, Student 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 9S has 12 levels of access:

Tracer Level 1
Full access to Student 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 Student Key Records, Archives, and Key System Management to view records, create records, edit
records, print records

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

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

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

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

Student Level 4
Access to Student Key Records and Archives, to view records only in Student 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 9S. 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 9S’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:

ount Mames
administrator

igred to this

: ount Priv I
Privilege Sets Attached to Each Account:
Acceszs to Student Recards and Key System:
@ Tracer Level 1
_ Tracer Level 2
_Tracer Level 3
_ Tracer Level 4

Each account name must have a privilege 2ot
attached to it

The privilege set determines what level of
access each accourt name has.
Accessto Student Records only:

_ Student Level 1
_ Student Level 2
_Studemnt Level 3
_ Studemnt Level 4

Accessto Key System only:
_Keys Level 1
_Keys Level 2
_Keys Level 3
_Keys Level 4

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

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

For example:

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

WWhen a user [0gs in using the account "eagle”
and the password "talon”, the user is allowed
access with the privileges attached to the
accourt "eagle”.

The field at top right lists existing account names.

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

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






Key Status

Tracer 9S tracks each student’s key status and tells you how many of a class of key are active, returned, lost,
stolen, destroyed, and temporarily issued.

Keys can also be issued by bar code scanning (see the Tracer 9S BarCoder section below).

To issue keys to additional students, click the tab labeled “Position”

To return to the Student Position screen and select another student.



Issuing Room Keys

(2] [s-523-856 Room keys
Last Mame curmently azsigned to (] 1zsue Room Key manually
|Hendricksu:un IDII#IS-;%:fEE T Coamments:
First Mame — P “
[2lice (2] AR4 Ve T
Building -
|Farley Hal A A
Roam - < k
|2-645 hl T el :
Foom!Care #: Blind Caode: DOate lzsued: Oate Oue: Oate Fetumed: Key Status: Mao. Issued: Inventony:
[aR4 F-2054 |gr14z008 |2¢14z008 | [Lost K B
[Sart by Key Ho. | [ Sort by Building | [ Sort by Location | [ Sort by Room # |
Key System: Foom ke Building LocationdFloor FoomsDoor
[F]aR1 Farley Hall 1st Floar 1-354
Building: |IIAR2 Farley Hall 1=t Floor 1-216
Farley Hall EI&RS Farley Hall 2nd Flaar 22125
Elﬁﬂﬁl Farley Hall 1=t Floor 1-321
Location/Floor: EIARE Farley Hall 2nd Floor 2-152
1=t Floor [ ]ars Farley Hall 2nd Floar 2213
EIAR? Farley Hall 1st Floaor 1-145
Rioom(z) / Door(z (] ars Farley Hall 2Znd Floor 2.175
1-321 [+ ]aRo Farley Hall Znd Floar 2325
|IIAR1EI Farley Hall 2nd Floor 2-158

W== Select Another Key System Farley Hall

There are two ways of issuing room/core keys to student.

The easiest way:
Tracer 9S provides a scrolling list of all room/core keys entered in Key System Management.

Locate the Room key in this field and just click the arrow next to the Room key number you want and the room
key will be issued to that student.

To issue additional room keys, locate the other room keys in the list and click the arrow next to the room key
number.

Manually issuing a key: If you know the number of the room key (for instance, If no location data has been
entered for that key), you can enter it manually in the Room Key field in the yellow box.

To manually issue additional room keys to that student, click the button
“Issue Room Key Manually” -- (2] Issue Room Key manually

Tracer 9S will create a new record for that room key and you can then manually enter the key number.

When you're done, click on the arrow next to the ID number or the button directly above the ID number labeled
“Return”. This will return you to the student data entry screen.



Selecting another key system while issuing keys

When you issue a key, it is issued from the active key system and each key issued is flagged with the key system
it belongs to.

While in the key issue screen, you can issue a student keys from different key systems by selecting the key
system you want to issue the key from.

RoomiCore #: Blind Code: Date |ssued: Date DOue: Date R
|AAB3 [H-o=4 [srzoizo0s  [5r1s2040 |
[Sort by Key Ho. | [ Sort by Building |
Key System: Room ey Building
[F] a6 Hudson Hall
Building: [(H]aapz Hudson Hall
Hud=on Hall EIMEIS Hudson Hall
(] aaBg Hudzan Hall
LocationFloor: EIMEIE Hudson Hall
st flowr [+ ]ases Hudson Hall
[+ ]ane7 Hudson Hall
Rioom(=) / Door(z [(+]ases Hudson Hall
1-394 ] aspa Hudson Hall
[(H]aaB10 Hudson Hall

(= sciect Ancther ey System

Click “Select Another Key System” and select the key system you want from the screen:

= select Another Key System

Key Database Name Currently Aetive:

[Farley Ha1l X | Select Farley Hall |
Key Database Location

[Farley Hall Residence e o G

Key Database Description in Farley Hall

[Best m2 256

key Database Hame Currently fetive:

[Finley Hall I Select Finley Hall |
Key Database Location

|we5t' Campus Mumber of Keys

Key Database Description in Finley Hall

|Heclec:o

Key Database Name Currertly fetive:

[Hudson Hall | Select Hudson Hall 1
Key Database Location

|w‘35t' Campus MHumber of Keys

key Database Description in Hudson Hall

Corbin/Russwin System 70 124

Key Database Name Currerntly Aetive:

[Marley Hall | Select Marley Hall 1
key Detabase Locstion

|§Dllt.h Campus Mumber of Keys

Kei Database Descri ii an in Marley Hall



The keys from that system will now be displayed.

(2] [s-523-856 Room keys
Last Hame curmently assigned to [*] Iz=ue Room Key manually
[Hendrickson IDII#IS-E{:;‘»BEE ' Comments-
First Mame — < "‘
[2lice 2] AR4 Ve ol
Buildirig —)
|Farle~f Hall A "
Room || ‘ k
[2-845 bt T e 3
Room/Cara #: Blind Cade: Oate lzsued: Oate Oue: Oate Retumed: Key Status: Ma. Issued: Inventony:
|AR4 F-z024 | 6012008 | 2¢1/2009 | [Lost [ |5
[Sort by kKey Mo | [ Sort by Building | [Sort by Location | [ Sort by Room #
Key System: Room Key Building Location/Floor RoomsDoor
G Farley Hall 1st Floor 1-354
Building: EIARZ Farley Hall 1st Floor 1-216
Farley Hall EARS Farley Hall 2nd Floor 2-125
EIARﬂl Farley Hall 1st Floaor 1-321
LawzationFloar: EIARE Farley Hall 2nd Flaar 21562
1zt Floar [ ]aRs Farley Hall Znd Flaoor 2213
EAR? Farley Hall 1=t Floor 1-145
Hoaui)t Lood=1 (] ars Farley Hall Znd Floar 2175
1-521 [r] 2R Farley Hall Znd Floar 2325
EIAR'HII Farley Hall 2nd Floor 2-152

m‘———' Select Another Key System Farley Hall

This procedure applies to all levels of keys.



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

[Sort by Key No. | [ Sort by Building | [Sort by Location | [ Sort by Room #
Raom Key Building LacationsFloor Raom/Daor

EIAAEH Hudson Hall 2nd floor 2-245
EIMEIE Hudson Hall 1t floor 1-276
EIP-AEIS Hudson Hall 1zt floor 1-354
EIMEI-’-I Hudson Hall 2nd floar 2-965
EMBE Hudson Hall 1zt Floor Yending 1-834

[+ ] aeps Hudson Hall 2-F R-583
EIMEI? Huds=on Hall 2rd Floar R-397
EIMEIS Hudson Hall Ground R-357
EIAAEIQ Hudson Hall 2nd Floor F2-452
EIMEHD Hudson Hall Zrd Floor R32-287

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

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

You would then have to scroll down through the empty 500 records.

This can make it difficult to find the Building, Location, or Room Number you're looking for.



Blind Code: If your facility uses blind codes to issue keys to students, Tracer 9S provides a field next to the key
number to enter the blind code for that key (also referred to as a sequential number).

Change Key: Blind Code: Date lssued: Date DOue: Date Fetumed: Key Status: Mao. Issued: Inwentory:
[aaa1 EEEES [1zt1802007  [amszo10 | | ctive [ |2

The purpose of blind code number is twofold:

(1) If the same key is issued to more than one student, the blind code number is used to track which copy of the
key was assigned to which student. The key should not be entered multiple times in the Key System Management
section.

(2) Many facilities issue keys to students using a blind code number only. If a key is numbered using the
standard key designation number in the master key system, the key number indicates its position in the key
system hierarchy, i.e. whether it's a room key, master or submaster key. If the key is lost or stolen, the key
number can indicate which door or area it opens. If keys are numbered using the blind code number, there is no
indication of what the key opens.

When Keys are returned or destroyed:

Change Key: Blind Code: Date lssued: Date DOue: Date Fetumed: Key Status: Mao. Issued: Inwentory:
[ana3 BIZ=EER [z+17z007  [zr10z003 |=+102003 [Retumned | [10

When a key is flagged as “Returned” or “Destroyed”, the blind code is surrounded with “<” and “>" to indicate that
the key has been returned or destroyed and the blind code can be used again. The original blind code remains for
future reference.



Blind Code Summary:

An on-screen summary of all blind codes issued, the keys they are attached to, the key class, and who they have
been issued to.

This summary is available from the Student Main Menu.

Sart by Blind Code Sort by Key Number Sart by Key Class Sart by I Number Sart by Hame
Blind Cade Ky # key Class 1o # MHame Status
F-59% AR1 Room Key S-4ar-387 Raobinson luichael Potive
F-344 AR1 Room key 5-3948-312 Samuels hary Potive
5-109 PRI Foom Key S-02-265 Hendrix htarzhal Potive
H-304 AiE Fioam key 5-594-254 Smith Raobert Potive
F-404 ARG Foom Key 5-TEI-365 il on htary Potive
F-23a3 ART Room Key 5-510-412 horales Ricarda Stolen
F-9ay ART Room Key 5-510-412 horales Ricarda Potive
G-398 Aipd Roam Key 5367453 hEynard Christine Potive
5874 AyBd Room Key 5-523-Gd5 Siskal Jahin Potive
5123 AR Room key S-402-265 Hendrix htarzhal Temporar
G-3h 0 AR Foom Key 5-Ta3-365 iil=on hary Temporar
2345 Aol G Group Submaster 5-594-254 Smith Raobert Temporar
2-6G03 AR HI1 Horzontal Submaster  S5-d402-265 Hendrix hiarshal Lt
F-193 AR HI Horzontal Submaster  5-733-365 ilson hary Potive
3239 AR H1 Horizontal Submaster  5-398-312 Samuels iy Las=t
4309 1663 hizcellaneous 5-di2- 265 Hendrix harshal Potive
2-BA8A Fic-irac hizcellaneous S-d2- 265 Hendrix harshal Fotive
fut-id H¥ 342 hizcellaneous 5-004-354 Smith Robert Fotive
F-4087 B-<34 hizcellaneous 5-Ta3-365 iil=on hary Stalen
F-134 -4a7 hizcellaneous 5-510-412 horales Ricarda FPotive
T-309 C-1034 hizcellaneous S5-523-856 Hendrickson Hice Potive
H-40498 C125 hiscellaneous 5-612-845 Fredericks Suzan Potive
H-44% Bad44 hiscellaneous 5-612-845 Fredericks Su=an Las=t
<H-884 R-712 hizcellaneous 5-612-845 Frederchks Susan Returmed
F-398 Ci1z5 hizcellaneous 5-623-645 Siskal John Lo=t

This summary can be sorted by the blind code number, the key it is attached to, the key class of the key it is
attached to, and the ID number or name of the student who has been issued that key.



Key Status:

| Returned
Last
Stolen
Crestroyed
Temporany

The Key Status field is a pop-up menu for use if a key is active or has been returned, lost, stolen, destroyed, or
issued temporarily.

When the menu pops up, click the entry you want.
What it does:

If a key has been flagged as returned, the key is returned to inventory by clearing the “No. Issued” field. This field
is what Tracer 9S uses to calculate the inventory. The blind code field is also flagged so the blind code can be re-
issued.

If a key is flagged as destroyed, the blind code is flagged for re-use, but the key is not returned to inventory since
it cannot be physically returned. If you want to return the key to inventory, manually clear the “No. Issued” field.

If a key is flagged as lost or stolen, the key is not returned to inventory and the blind code field is not flagged. If
the key turns up at a later date, you can still find the blind code and who the key was issued to.

Inventory:
Change Key: Blind Code: Date lssued: Date DOue: Date Fetumed: FKey Status: Mao. Issued: Inwentory:
[aaa1 EEEES [1zt1802007  [amszo10 | | ctive [ |2

When you issue a key to a student, Tracer 9S looks into the Key System Management section to see how many
of a particular key are in inventory. This number is shown in the right-hand field labeled “Inventory”.

When a key is issued, it is deducted from inventory. When a key is returned, it is returned to inventory.

If you are not maintaining inventory of your keys, this field will show a negative number, which is then an
indication of how many copies of a particular key have been issued.

NOTE: This field will update automatically when issuing keys. When flagging keys as returned or changing the
number issued to a person, you will have to exit that record for it to update on screen.

To delete a key issued record, you can click the delete button at the top of the screen which indicates which key
you are deleting, or click the trash can icon below the key number.



Issuing Masters and Submasters to Student:

When issuing master and submaster keys, Tracer 9S 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 room/core keys.

(2] [s-523-856 RASRD Keys
Last Mame cumrently assigned to ] Iz=ue RA | RD Key manually
- 10 # 5-523-356
|Hendrickson 57 an — Comments:
First Mame — [«] "
|lice ¥ 27
Building -
|Far|e~:.-' Hall S <
Raom M :
|2-845 = =~ M=
Ras RO: Blind Code: Date lssued: Oate Oue: DOate Retumed: Key Status: Ma. Issued:  Inventony
|AR h-293 [4MB/2007  [12M/2008 | | Active [ |7
Key System: Mk # Building LocationdFloor
] &R Farley Hall Basement =
Building: ] as
Farley Hall =] ] aT
I ([] au
Location:
Bazement =
Raomi=) £ Doons):
Electrical =l

W=‘—‘ Select Another Key System Farley Hall

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



Issuing Miscellaneous Keys to Student:

When issuing miscellaneous keys, Tracer 9S provides a scrolling list of all miscellaneous keys entered in the
currently active key system.

10 Mumber

|s-523-856

Last Mame hizcellaneous keys i

|Hendricksnn cumently azsigned to (] 1ssue Miscellaneous Key manually

e ID ¥ 5-523-856 c

[l dme ° E

[aice & c-1034 <] Comments: - W ain |

1™ ] |- ]

Building -—

|Farley Hal ™

Roam | || M b

[2-845 ~ |
Kew Mumber: Blind Code: Date lssued:  Date Oue: Date Retumed: key Status: Mo, lzsued: Inventory
[c-1034 [T-z00 |=+1:2003 [se15iz008 | | #uctive [ [7

[Sort by Key No.| [ Sort by Building | [Sort by Locatian |

key System: ke # Building Location Used for
|I|1353 Farley Hall 1=t floar Bathroom =l
Building: |I|?823 Farley Hall st floor Vending
Farley Hall ; IIIA-SBE Farley Hall Basement Electrical panel
= |I|EI-434 Farley Hall 2nd flaar Copy room
Location: EIEI--’-]EE Farley Hall heeting room Supply cabinet
Meeting room = |0 o024 Farley Hall Meeting room Cabinet
d |I|I3-121 Farley Hall Labby Feception desk
et _f':'r: [(+] x-z00 Farley Hall Basement Tool box
Cabinat ] |I|Y—4QT Farley Hall Secretan's office Cresk
=] |I|Z—43!EI Farley Hall 2nd flaar Slap sinks [+

I W='= Select Another Key System _ Farley Hall I

The procedure for issuing miscellaneous keys is the same as for issuing room/core keys.

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



Key Requests

Tracer 9S can provide key requests for approval prior to issuing keys to students.

[ m== Key Request ]

From the Main Menu of Student Key Records, click

Tracer 9S will show a list of student entries:

O rind [ Q) Find AL

Sort by ID Humber Sort by Last Hame Sart by Building
Hendrix, Marshal M Date Entered:
Farley Hall, 1-354 10442002 Create a
4 key Fequest
E-4D2-265 |
Smith, Robert M. Date Entered:
Hudson Hall, 1-276 10871999 Create a
Key Request
5-594-354
Wilzson, Mary W Date Enterad: 4
Farley Hall, 2-234 1042002 bt Create a
?L'- f Key Request
E-T83-360 ‘.H
Morales, Ricardo 5. Date Enterad:
Farley Hall, 1-334 Q2002 Create a
key FRequest
5-510-412 i I
Hendrickson, Alice M. Date Enterad: 4
Farley Hall, 2-845 9442002 = Create a
$ Key Request
5-523-856 e .|
Fredericks, Susan J. Date Entered: oy
Hudson Hall, 2-486 10871999 k Create a
" Key Request

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



The next screen will bring up the student you selected:

KN X

K]

|

Summary | | Archived |
10 Humber '“
|s-523-856 :
Last Hame First Hame h. 1. 0 L
|Hendricksu:un |.E«Ii|:e IM_ ‘Eu
Building Room Mumber \\'
|Farley Hal |2-845 ‘
Telephone E:hvil \ E
345-9740 [hendricksona@so. com b -4

[ Fiter by Building

]

Key Level
[Fm-:.mn:-:-re HE}r] [ Sort by ID Humber | | Sort by Hame | | Sort by Building
[H] 5612545 Fredericks Susan Hudzon Hall i
Sl (7] s-523-856 Handrickson Aice Farley Hall
[H.:.riz.:.ma| Sub ] [F]) 502265 Hendrix btarzhal Farley Hall
[[+] s-367-d53 hiymand Christine Hudzon Hall
Wertical Sub
[+] s510-4H2 horales Ricarda Farley Hall
[+] 507387 Robinson hichasl Farey Hall
(] 388312 Samuelz hitary Farley Hall
[H] 5523645 Siskal Jahn Hudzon Hall
S (7] 5504354 Smith Rebert Hudsan Hal
[[+] s-7as-a6s flson Wy Farey Hall
m'—"-‘ Select Another Key System H% Close Window Farley Hall

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

This list can be filtered by building by clicking the button “Filter by Building”:

[ Show &l Buidings | v Farley Hal

Sort by ID Humber | | Se  Hudzon Hall

[(+] s-623-a66 Hendrickson HAice Farey Hall =
|I| 5-d02-265 Hendrix harshal Farey Hall

|I| 5-510-42 harales Ricardo Farey Hall

|I| 5-407-387 Rabinson Ivichasl Fardey Hall

EI 5303312 Samuels iy Farey Hall

|I| 5-783-365 Milsan iy Farey Hall

1]




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

Key Level [ Fiter by Building |
RoomiCore Key Sort by ID Humber | Sart by Hame Sart by Building
[H] 612845 Fredericks Susan Hudzon Hall e
|I| 5-623-046 Hendrickson Hice Farey Hall
[H.:.riz.:..-@ Sub ] ] 5-402-265 Hendrix Marshal Farley Hall
- |I| 5-367-453 haynard Christine Hud=on Hall
|I| 5510412 harales Ricarda Farley Hall
|I| 5407387 Rabinson lichasl Farey Hall
EI 5-308-312 Samuels hiary Farey Hall
|I| 5-513-645 Sizkal Jdohn Hud=on Hall
m 5-504-364 Smith Robert Hud=on Hall
|I| 5-733-365 Wilzon hiary Farey Hall

(= select Another Key System Farley Hall

To request a Room/Core Key, click feamitars fisy

Home | | Summary | | Archived |
10 Humber "
|s-523-856 . _
Last Name First Mame hul.l. J ‘1 -
|Hendrickson |Alice IM_ -
Building Fioom Mumber \'\"
|Farley Hal |2-845 §
Telephone E:hvil \L '
345-9740 |hendricksuna@x><x.cum ! - E

Key Level Room / Core Keys Key System:

[Sort by ey Mo, | [ Sart by Building | [Sart by Location | [ Sort by Room # |
- Change Key Building LocationdFloor FoomdDoor
Elﬁm Farley Hall 1=t Floor 1-354
1] &Rz Farley Hall 12t Floor 1216
EIARS Farley Hall 2nd Floor 2-125
] aRa Farley Hall 1zt Flaor 1-3241
] &Rs Farley Hall Znd Floar 2152
EIARE Farley Hall 2nd Flaoar 2213
] aR7 Farley Hall 15t Floar 1-145
EARB Farley Hall 2nd Floar 2-175
EI&RQ Farley Hall Znd Floar 2-325
|I|:‘1‘-.R1III Farley Hall Znd Floar 2-158
EIAR'H Farley Hall 1=t Floor 1-221
EIAR‘E Farley Hall 2nd Flaar 2312

p—
= seiect Ancther Key System .l!n- Close Windouw . Farley Hall I




To request a specific Room/Core Key, click on the key in the scrolling list of Room/Core keys.

rm‘—"-' Select Another Key System ]

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

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

= select Another Key System

Key Database Name

Currertly detive:

[Farley Ha11
Key Database Location

oS |

Select Farley Hall

[Farley Hall Residence
Key Database Description

Mumber of Keys
in Farley Hall

[Best a2

256

Key Database Hame

Currertly Active:

[tudson Hal1

Key Database Location
West Campus Murnber of Keys

Key Database Description

Select Hud=on Hall

in Hudson Hall

[corbin/Russwin System 70 124

The list of keys will then reflect the Room/Core keys in that key system.

Home | | Summary | | Archived |

|0 Mumber

[s-523-856 :

Last Name First Name [PAR L

Hendrickson Alice h. -

Building Room Humber \

[Farley Hail [2-B45

Telephone E-hutzil 3 -

345-9740 hendricksonai@Ex:s: com -
Key Level Room [ Core Keys TR S ) Hudson Hall

Group Sub

ISort by ey No.l

| Sort by Building |

ISortbyLocationl I Sort by Room # |

" Change Key Building LocationsFloor RoomsdDoor

(] 2aE1 Hudsan Hall Znd floar 2345
warticsl Sub (] 2nEz Hudson Hall 15t flaar 1-276
] ane3 Hudsen Hall 13t floor 1-354
(] ~ama Hudszon Hall Znd flaor Z-O65
(] 2nEs Hudsan Hall 1st Floor Yending 1-834
(] 2nEs Hudsan Hall 2.F R-5903

] ane7 Hudsen Hall 3rd Floor R-407
(] 2aEs Hudsan Hall Ground R-257

(] 2aEo Hudsan Hall Znd Floor F2-453

(] 2aB10 Hudsan Hall Zrd Floor R3-367
(] 2aB11 Hudsan Hall 1st Floor 1-834
(] 2am1z Hudsan Hall Znd Floor 236

pr—

== select Another Key System .l!n- Close indow . Hudson Hall

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:

Home | | Summary | | Archived |
10 Humber
|S-523-856 ’
Last Name First Mams 1. J ‘_ - -:,
|Hendrick30n |A|ice hd. -~
Huilding Boom Humber \
|Farley Haill |2-845
Telephane E-Mutsil \
345-8740 |hendricksuna@xxx.cu:um -
Key System:
ey Level Hanat ey Request
Room/Core ey Key Number: Key Class: l
Group Sub |E-89T |ru1lscellaneuu3
Haorizortal Sub Building:
|Farle~,-' Hall

“ertical Sub

Miscellaneous

=

LocationdFlaoar

|2nd floar

Cancel

Room Number:
|Storage

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



Summary of Keys Requested for a Student

To view a summary of keys requested for that student, click “Summary”.

Summary | | Archived |
10 Mumber "‘
|s-523-856 ;
Last Mame First Mame ha.I. VO :
|Hendricksu:-n |Ali|:e IM_

Building Room Humber

<
|Farley Hal |2-845 ‘
Telephone E-hail \
345-9740 |hendricksuna@x><x.mm —

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

Home I 3 Archived Main Menu

|s-523-856
Last Mame First Name
[Hendrickson [ ice

Building Room Mumber
|Farley Hall |2-545

Telephone E-hiil
345-9740 |hendricksuna@x><x.mm
AAB1 [T B Hudzon Hall IR

Room / Dioor: Ho
Key Class: BoomdCore Key Building:lHudson Hall 7298

Date,/Time; 020222009 5:20 PM Location: |2nd floor

i

FArchive  Delete

B543 Key System: [GURECURAEL Frinted?
Room / Daor: Ho
Tool Boxes

Key Class: Mliscellaneous Building:lHudson Hall
Date,/Time: 020222009 5:20 P Location;lhﬂaintenance room

Archive  Delate

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

Printed?
3 [=]

||

Prchive  Delete



Printing a Key Request

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

Home == Print =" E-mail Archived Main Menu

|s-523-856
Last Mame First Mame h. . [ A
|Hendricksu:-n |Ali|:e M. -
Building Room Humber -
[Farley Hall [2-845 N
Telephone E-hail M‘
345-9740 |hendricksana@x><x.mm . :

—

Key Request forms can be signed either manually on paper on directly into Tracer 9S:
(See about Signature Pads)

Hey Request
ID Namber
|S-523-BSE . ‘
Last Name Flrst Name M. s -
[Hendricksen [#ice [ -
B1ikiig Foom Mambe "‘\.
[Farley Hall [2-q48

Te kploue E-Mall \ h
[z45-5740 A 3

[hendrickzona @wxx.com

Sigiate _ )
U S, floeddg
Key #: AAE1 Key System: [
RoomiCore Key Building: Hudson Hal
Printed? E Lacation ¢ Flaor: 2nd flaar
i Omit Foomi’s) ! Dooris); 2-349
Key #: B543 Key System: [
hizcellaneous Building: Hudson Hal
Printed? E Location ¢ Floor: Waintenance room
o Omit Roomis 4 Door(sy. Tool Boxes
Enter your own text - do not excesd boundaries
Please issue the keys listed abowe to the person listed abowe.
f L e 202372009 6:31 Ph
Authorzation Signature FAuthorization Signature Date ! Time
Deleta Add J Replace Delete Add f Replace
Signature Augthorization Signature Signature Athorization Signature

ke 8 BAEA
FoomfCore Key

Printed? E

N :
Keys can be omitted from the printed form by clicking the “Omit” button © omi

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



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

Archived

Home Summary Archived

|s-523-856
Last Name First Marme

|Hendricksu:un |.E«Ii|:e

Building Foom Mumber

|Farley Hal |2-845

Telephone E-hgil
3459740 [hendricksona@:xx:.com

AAB1 S Hudzon Hall

Foom & Door:
kew Class: RoomfCare ke Building:lHudSDn Hall ERYT "
— Rest
Date/Mime: 0202202009 6:20 P Lu:-cati-:-n:lznd floar -
B543 RS Hudzon Hall
. Raom & Door:
Key Class: Miscellanaous Building:lHUdSDn Hall Tool Bowes =]
F— estore
DateTime: 0252202009 5:20 P Lucatiun:lhﬂaintenance roam -

Keys can be restored from Archives by clicking

Printed?
=}

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 and signed key request
form to the person who authorizes the request:

Sendto: |J|:|hn Smith=zmith johni@: com= |

CCto: |James Harriz=harriz jamesgy s coms |

Subject:
|He':.-' Feguest for Marshal Hendrix, ID # =-402-265

Body:
Approval request far key issuance ta Marshal Hendrix, 1D #
S-402-265

| =Tz endiman |

| Cancel I

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

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

Sendto: |.J|:|hn Smith=zmith jolhniiEco: coms |

CCto:| [y James Harris=harris james@@x: coms |
David Andrevvs=andrevws davidi@xxx . cams=
Edit...
Baody:
Appraval request for key izsuance to Marshal Hendrix, 1D #
S-402-265

| =Tz enciman |

| Cancel 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 9S 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 9S provides audit logs of changes to key issue records and of key records deleted and students 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
student by clicking the button “Audit Log” above the student photo:

Avudit Log | [Deleted Records

<\
e\

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

Modified Records

Robinson, Michael M.

Date T imne Account Student ID / Hame

- -
zf el z00g L:55:50 PM admindistrator 2-337-257 PRobin=on, Michaesl M.
Field changed: EK_IIate_Due from "[(Hull]" o --> "1241/20049"

zfefe0ng S:585:20 PM administrator 5-237-257 PReobin=on, Micha=l M.
Field changed: CI{_Blind_Code from "(Hull)" to --> "E-409"

zf el z00g L:55:15 PM admindistrator 2-337-257 PRobin=on, Michaesl M.
FRoom Ketw: ARZ -- CREEATED

fESEOOT L:585:194 PM adrindstrator 5=-3497-257 Pobin=on, Michasl M.
Field changed: Changs ey from " ([(Wall] " e —-> "Hetive"

el E00G 5:585:14 PM administrator 5-497-257 PRobin=on, Micha=l M.
Field changed: Eha:ng'e_I{ey from "(Hull) " e --3 "2/2/20049"

zfefz009 L5:55:14 PM administrator 5-237-257 PRobin=on, Micha=l M.
Field changed: Changs Hey from " ([Hull]" e --> "i"

fES 200 E:85:12 FM admirndstrator
Field changed: Changs Key from " (Hull)]" e --> "RE2Z"

1]




When issuing any class of key (room key, RA / RD, 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:

= i i = =
hodify ke out Sheet

2K DD T [E

|| Student Data i| Perzonal i| Emergency i At Log iDeIeted Records

ID Humber Date Ertered:
|s-523-856 Sraiz00z '

r
-
Last Name Sist (e L. -

|Hendricksnn |.&Iiu:e IM_ GJ §

Building Reoom \ :
|Farley Hal |2-845 4
Telephone E-hail \
345-9740 |hendricksuna@x><x.mm 2 e i
-

-
ey Status [ tssue by Bar Code |
Active  Returned  Lost Stolen Destroyed Temporany
1 1 | |I| Izzue RoomfCore Key
1 |I| Izgue Group Submaster
1 |I| Izsue Horizontal Submaster
" EI Izsue Vertical Submaster
1 | EI Izzue BERA f ED Keys
1 1 |I| Izgsue Mizcellaneous Feys
" A

(@ select Another Key System Farley Hall




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

Modified Records

Michael M.
Date T imne Account Studant ID [/ Fame
_—} r
g EfEOOD 5:55:50 PM admindstrater S5-227-287 PReobinsoen, Michael M.

Field changed: CI{_IIate_Due from "[(Hull)" o —--> "1274/200490

2 ESEOOG S:585:20 PM administrator 5-497-257 Pobin=on, Micha=l M.
Field changed: EI{_Blind_l:ode from "(Hull)" to --> "E-409"

zfefe0ng 5:585:15 PM administrator 5-237-257 PReobin=on, Micha=l M.
BRaoom Hew: ARE --> CREATED

fES 200 E:55:14 FM admirndstrator 2-4397-257 Pobin=on, Michaesl M.
Field changed: Changs ey from " (Hull] " e —-> "Retige!

fESEOOT L:585:194 PM adrindstrator 5=-3497-257 Pobin=on, Michasl M.
Field changed: Eha:ng':_I{:y from "[Hull)]" e -- "Z2f2/2004n"

el E00G 5:585:14 PM administrator 5-497-257 PRobin=on, Micha=l M.
Field changed: Change ey from " (Hall]" e --> "i"

zfefz009 E:55:12 PM administrator
Field changed: Changs Hey from " [(Hull]" e --> "RE2Z"

-

El- Clogse Windaw




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

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

At Log | Deleted Records

<
e\

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

Deleted Records=s

Date T imne Account Fer=ormel ID / Name

SF25342007 9:09:43 BH administrator 394531 Harrison, George H 1=
Personnel Record: --= DELETED T0O RECHIVEZ

SF254z007 9:09:21 BH admini strator 2756795 Woodruf, William W

THE: THE --> DELETED

sfia 2007 1:4%:17 FH administrator 26545763 Hendrix, Lonndie H.
Hiscellaneons Key: H5371 --> DELETED

1]




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

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

hiodify key Signout Sheet

KKl DD HEITT [EE

Issue Keys || || Personal || Emergency | Add ! Replace Phota || Delate Photo
Date Entered:
|0 Number lidate Change || [Zar s
|S—523—356 10 Humber 10 Humber '
. -
Lazt Hame First Hame P I e b F
|Hendricksu:un |.ﬂ-.|i|:e hl. «

Building Raom \
|Farley Hal |2-645 4
Telephone E-hoail \
345-9740 [hendricksonags:: com L —

[ Fitter by Building ] Add / Replace Signature Delete Signature

Sort by ID Number Sort by Hame Sart by Building rar 1 {1 4
Hendrix hiarshal Farley Hall ‘f’ e Lﬁmﬁ“‘i’h—m%
5-402-265
Smith Fobert Hudzan Hall
0 ™ a0 I I H D
Milzan My Farley Hall
5783385 | PrirtioBar coce |
harales Rizarda Farley Hall
II' 5-510-412 Comments
Hendricksan Hice Farley Hall -
5-523-246 ]
Fraderchks Susan Hudzan Hall
II' 5-G12-245
hiavnard Christine Hud=on Hall
] 5-367-463 =]

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

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

Tracer 9S 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 Hamb=r

[ 5-525-856

LatName

&
FlrstHame MLl ﬁ ;ﬁ g

[Hendrickzan
Balkiing

[Farley Hall
Tekphone

[ Aice M ol
Fcin

[z-545 %
E-Rall

[245-9740

; T
|hendricks-:-na [ 0 T
[ -
—

S iamre

(P Jhdis




Scanning Student ID Bar Codes
A student ID bar code can be scanned into Tracer 9S and used to locate student.
On the Student Key Records Main Menu, clicked the button labeled “Scan Student ID Bar Code”.

[ I Scan Student ID Bar Code ]

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

I KN D3 % s by 0] L sommary |

Issue Keys || || Personal || Emergency | Add ! Replace Phota | | Delete Phota
1D Mumber Date Entered:
Last Hame First Hame htl.l.

I | [

Building Room

Telephone E-hiil

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

Add S Replace Signature | pelete Signature

Scan the bar code and the zcanned data

wil be entered in this field. (T

If you're scanning from Tracer 9's bar code |
prirtout, the bar code is Code 39,

Perform Find I

Returnz and asterisks (it any) will be fitered |
out. Any other miscelaneous characters
should 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 9S, 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 9S 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 student attached to the bar
code.



Student ID photos

If you're using a digital camera to make student 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 student 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.



Deleting Student Records

Only the accounts Administrator, Tracer Level 1, and Student Level 1 have the privileges to perform these
functions.

When student records are deleted from Tracer 9S, they are removed from Student Key Records and moved to
the Archive database (see below).

Should the need ever arise to view history of student key records and key assignments, the deleted records can
be found in the Archive database.

Please note that when a student record is moved to the Archive database, the location data will be what was in

effect when the record was moved. The location data in the Archive database does not update automatically if a
key location is changed or edited after a student record is moved. This ensures that the data accurately reflects
the history of the key assignments when the keys were issued.

The Archive database retains all of the relevant functionality of Student Key Records to facilitate viewing records,
summary of archived student records, and the summaries of what keys have been issued to students.

Note: because the records in the Archive database represent the history of a student’s key assignments, these
records cannot be modified.

L adin}

D

[ Archived Student Records J [ Summary of Keys Issued by Keyholder ]

—" Print All Keyholders lzsued Keys

[ Summary of Keyholders by Keys Issued ]

[ b 2 S = I ] [ = Print All Keys Issued to Keyholders ]

[ == PrintBlind Code Summary ]
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