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Lsers

1. Find User (quick search)

Select the Users tab

Definition: User —is a person or thing that uses a key

In the quick search field, enter First Name, Last Name, or

Employee ID#
Click Find or press Enter

Once the User is found, click on the Name to review the
current key serial number assigned to that User.

lIsers

Find

Add User
Find User
User Hierarchy
View All Users

User Detail
FirstName: Paul EmployeelD: 103
Last Name: Johnson Title: Physical Security Manager
MI:
Reports To: HeadQuarters:

Address | Contact | Opfions | Keys: 2(2 Active)

State College/University

| Notes | User History'

©@ Show Active Keys only

@ show Al Keys

serial number assigned to
that User.
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D2056804 A University Grand Master - Control Demo - College/University - 3ivl GMK D 1.C Issued
D2066929 AB10 | User Level Operating Key Demo - College/University - 3ivl GMK D 1 Issued
Find User De‘etedl:l - Enter data into one or more fields to search for users.
2. Flnd User (detalled Search) User Info Clear Contact Info Clear
First Name: mi: [ =] ;
Last Name: I3 ‘ ‘
e Select the Users tab Titke:
X Headquarters: Advanced Search Info  [El Hide Advanced Search Fields = |
e Select Find User Empioyoe D:
Notes Clear
H Address Info Clear
e Enter available S ‘
information in one or e ‘
‘ Options Clear
H City: \
more SearCh fIEId(S) State: | =] SendOrdersTuThisLucatinnlj
H H Zip: Bill Orders To This Location
e Click Find User(s) . 5
e Once the Useris found, Keys ; Qiy.of Actve Keys Assigned to User Clear
click on the Name to D |
review the current key
Clear Al


http://dictionary.reference.com/browse/use

Locations

1. Find Location (quick search)

Select the Locations tab

Definition: Location —is a place, geographic location, or
organizational hierarchical placeholder.

In the quick search field, enter Location Name, Store/Bldg.

Number
Click Find or press Enter

Once the Location is found, click on the Name to review the
Address, Keys Assigned, Cylinder/Key Report, or Location Summary

Location Detail

Locations

I | Find
Add Location

Find Location

Add Keys [ Cylinders
View All Locations

Location Hierarchy

Location Name: SCU - Simmons Hall

Doors: 92

HeadQuarters: State College/University
Location Status:
vl
Customer Identifier: SCU-SH
SystemName: Demo - College/University - 3ivl GMK
Accounting Number: N/A
Address | Contact | Notes | Options | Keys: 0 (0 Active)
Address1: 1025 University Drive
Address2:
City: Denver
State: co
Zip: 80226
Country: us
Valid Address: No
Residential: No

2. Find Location

Select the Locations tab

Select Find Location

Input information in any of the
fields under Location Info,
Contact Info, Address Info,
Primary / Secondary Contact, or
expand the Show Advanced
Options boxes for additional
choices in drop-down boxes to
search by Location Status,
System, or State

Click Find Location(s)
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Find Location  peleteal~]

Location Info =l Hide Additional Fields =

Location

s [ 7

System: | j
Address Info = Hide Additional Fields ~

Address: [ |
Address 2 | ]

City:

State: =]
Zip:

B [unrep sTaTES =l

I Non-standard Address

Find Location(s) Clear All

- Enter data into one or more fields to search for locations.
Clear Contact Info

Show Additional Fields v Clear

Phone:

Advanced Search Info

= Hide Advanced Search Fields v

Primary / Secondary Contact Clear
Notes

Note Text: |

Options Clear

Send Orders To This Locatin|__~]

Bill Orders To This Location

Doors __ Qty. of Doors Assigned to Location Clear

I |

# Doors:



Definition: Cylinder/Key Report — listing of all cylinders, keys, and key holders assigned to a specified
location

Cylinder/Key Report

Location Name
SCU - Simmons Hall

Cylinders: 95 (95 Active)
System: Demo - College/University - 3ivl GMK.

D 1 1
D 1 1
D 1 1
D 11 1
D 1 =
|ACE. o i Keys: 186 (186 Active)
lac? D i -3 GMK © show Active Only ©) Show All
= B : T E3cY
lacto D T [Key DHI _|Keyway Key Name ssigned To Key Status |Step / Type
(A University Grand Master - Control [D2066804 Liohnson Issued 1.C
jacit 0 ! & iversity - Control om Raliater Issued 1.C
JAC12 = i X jser mons: Rm 1 Issued i
|AC13 D 1 X Iser mons: Rm 11 Issued u
|AC14 D 1 |AC Iser mons: Rm 1068 Issued 1
£ = S —
ACIT D u [AC |User immons: Rm 1074 Issued u
|AC18 D 1 [AC |user immons 107A Issued 1
|AC19 D 1 |AC Jser L¢ immens: Rm 1078 Issued
lac20 [Simmons: Rm 1128 b [ X jser Le immons: Rm 1078 Issued
[AC Iser imons: Rm Issued
2 = = =
h = — =
t—
= I%*K_.!_V Location Summary Report
. ege . . . . Location Name:
Definition: Location Summary — listing of all SCU - Srmmons Hat
: . Location Info: _
active doors, cylinders, keys, and lock hardware a 12Uy ]

specified location e

AC_| @m |Unwersty Grand Master - Contret 2 D2086804-02066505
ACI | Om | User Lovel Operatng Key 2 02057136-02967137
B |Srmees Rm10s 1| (1) Grase 2 Offce/Ent Leverset 626
G| User Level Opecating Key 2 D2067136-0206713% )
B [ Srmces Rmi2 1 [(1)Grate 2 Offcart Leverset626 |
["om | user Lovei Operating Key 2 02067140-02067141
| B | Smmoes: Rm 1024 1 | (1) Grade 2 Of6caEnt Leversat 626
["om | User Leves Operating Kay 2 2067142.02067143 _ -
B |Smemees Rni028 1 |(1)Geate 2 OftcatrnLeversetsze |
G| User Lavel Operating Key 2 D2067144-02067145
Swremces: R 103 1| (1) Grade 2 OfficaErt Leverset 626
User Level Operating Key 2 D2067146-02067147
Simmces: R 1034 1| (1) Grade 2 OfficaEnt Leverset 626
User Lavel Operatng Key 2 D2067148-02067149
Sermons: Rm 1038 1| (1) Grade 2 Offcert Leverset 626
User Level Operatng Key 2 [02087150-02087151
Smmons: Rem 108 1| (1) Grade 2 Offcefint Leverset 626
User Level Operating Key 2 | 02087152.02067153

Smmoes: Rm 1084 1 [(1)Grade 2 OfficeEnt Leverset 626
User Lavel Operating Key 2 | D2087154.02087155
1 |(1)Grade 2 Officent Leverset 626

2
1
3 X
1
User Level Operatng Key 2
| Srmces: Rm 1078 1 (1) Grade 2 Offcefint Leverset 626
Shec kel Opuhiltig Kby 42 ) JOScUARIICONIES
Simmoes: m 110 1| (1) Grade 2 OffceEnt Leverset 626
User Lavel Operatng Key 2 [02087164.02057165
e dnmng e s
User LevelOperang Key = {o2067166.02087 467 1
Swoes Rm 1114 1 1| (1) Grade 2 OffcefEnt Leverset 626
User Level Oparatng Key IE S E JUXETITCO0ETIN
Serces Rm 1118 1| (1) Grade 2 Offcent Leverset 626
User Level Operating Key 2 | |oxerito0zoetint
Sirmcns: Rm 112 ] [ Offcefnt
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Doors

Definition: Door —is a place or geographic location utilizing a lock.

1. Find Door (quick search)

Doors
e Select the Doors tab | | Find
e Inthe quick search field, enter Door Name, Store/Bldg. Add Keys/Cylinders
Number Add Door
e Click Find or press Enter Find Door

e Once the Door is found, click on the Name to review the
Address Cylinder/Key Report or specific keying information.

View All Doors

Door Dettail
Door Name: Simmons: Rm 102A
Door System: Demo - College/University - 3l GMK

Head Quarters: SCU - Simmons Hall Show HQ Address v

Notes Door'Inventory (1) | Door History

Added: Sep 7 2012 8:13AM by Jesse Larson

2. Find Location

Find Door  peietea| =] - Enter data into one or more fields to search for doors.
e Select the Doors tab N e Contact info o
e Select Find Door e ] - -
e Inputinformation in any s hene
of the fields under Door Address Info Clear
Info' contact Info’ . | Advanced Search Info  [E Hide Advanced Search Fields ~ |
Address Info, or Contact cs, | | Sl e csi el e
Info. - ‘ [ sopmeers: [ ] 7]
e  Click Find Door(s) e =l

Find Door(s) Clear All |
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Keys

Definition: Key —is a serialized brass key used to open a lock.

1. Find Key (quick search)

e Select the Keys tab

e Inthe quick search field, enter the Key Serial Number

e Click Find or press Enter

Keys

Find

Niew All Keys

e Once the Key is found, click on the Key Serial Number to reassign it, change Status, or click on

the Name to review the Key Holder information.

2. View All Keys

Key Detail
Key: D2067140
System: Demo - College/University - 3lvi GMK
Step/Type 1
From Order: b
Door Association: AC3
Currently Assigned To: Simmons: Rm 102A
Status: 7ls_sTgaiiE|

Reassign Key:

© user © Location @ EntryPoint

terfst:  |Find]
Alter fis E]

: Simmons: Rm 102A

490 Records Found.

e Select the Keys tab, View All Keys

e Once Keys are populated, use the Key Serial Number, Key Name, Issued To, Status, or DHI
columns to filter/sort.

View All Keys show: [50[] RecordsfPage
L[] =] =l
é Print Page E Excel Format » Click headings to sort (or Reverse sort) data b Click data to filter by selection
Seral [=] [zssved o [=] [ew & [0 [End) [ew F[ew =]
] l3ohnson, Paul - 103 IDemo - College /University - 3l GMK o 1 c
2] [University Grand Master - Control |Rallater, Tom - 105 [Demo - College University - 3ivl GMK A 1 c
) [User Level Operating Key Rallater, Tom - 105 IDemo - College /University - 3iv GMK IAAL 1
o |User Level Operating Key [Reynolds, Samantha - 106 |Demo - College /University - 3ivl GMK. laA1 1
5 |User Level Operating Key |Admin Bidg [Demo - College/University - 3l GMK lAAL 1
b [User Level Operating Key |Admin Bldg |Demo - College/University - 3ivl GMK IAAL 1
o |User Level Operating Key |Admin Bldg [Demo - College /University - 3l GMK laa1 1
5 |User Level Operating Key |Admin Bidg [Demo - College /University - 3 GMK lAAL 1
2] [User Level Operating Key |Admin: 103 - Office [Demo - College University - 3ivl GMK. AA2 1
b |User Level Operating Key |Admin: 103 - Office [Demo - College /University - 3 GMK laa2 1
5 |User Level Operating Key |Haskins, Bob - 101 [Demo - College /University - 3l GMK lAA3 1
o] |User Level Operating Key |Admin: 104 - Office [Demo - College University - 3iv GMK IAA3 1
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Orders

Definition: Order —is a collection of cylinder, keys, hardware, and labor request information.

1. Find Order
Orders
e Select the Orders tab Eind
e Inthe quick search field, enter the Order Number Find Order

e Click Find or press Enter View Open Orders

e Once the Order is found, click on the Order Number to i
View Closed Orders

review the Order Detail information or shipment tracking.

Order Detail

Order Number: 6 Order Date: 11/06/2013 Opened By: Larson, Jesse

Acct Number: Due Date: 11/07/2013 Requested By: Maintenance
Customer PO:  54321-A Complete Date:  11/06/2013 Closed By: Larson, Jesse

Ship Method:  UPS GROUND Attn: £ S Soon - Secuny.

anager
Credit Card: N/A Order Type: Lock Hardware Request Type: E-mail
Dealer:  InstaKey Security Systems

Bill To:  State College/University
Send To: State College/University

—--Address Verified---
| Instructions || Accounting Notes || CS Notes | Production Notes |

Reference: InstaKey Cores and Keys A
Simmons: Rm 102A -- (1) AC3 cylinder and (2) AC3.1 Operating Keys

Please install cores as labeled
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