Key Mastery

User Manual

Version 4.3

This is a full tutorial on all of the features of Key Mastery.

Note: This is an interim manual, which is still work in progress. If you have any problems or
require further details or information, please let us know and we will endeavour to update it
ASAP.




Section 1 - Your Key Mastery Screen
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1.1 Moving around your Key Mastery Screen

The Key Mastery screens are designed for simple use with a mouse and keyboard. To move
around the screen simply click the buttons or tabs you require. You also have the option of
using the keyboard when you see underlines on a button or tab.

To select a button or tab with an underline using the keyboard, hold down the “Alt” key
and press the underlined letter (in this example the L).

You can also use the “Tab” key to move through a screens fields and buttons.

Whilst entering Keys and Doors the “Enter” key will move through the most commonly used
fields. This is useful for the fast entry of Keys and Doors.



1.2 Key Mastery Hot Keys

Note: The following hot keys are shortcuts for various tasks throughout Key Mastery. You are not
required to know or even use these keys to operate Key Mastery.

' Location - Hot key Description
General Hot Keys
Logon form, File Open form, ESCAPE Unloads displayed form, and displays KM Logo form
Keying Chart, Design/Generate (unless something is being edited in one of the
Form, Doors Form, Keys Form, forms)
File Close Form, Order Form,
Profile Form
KM Logo Form ESCAPE Exits Key Mastery (after confirmation prompt)
KM Logo Form F If project open - loads file close form
Otherwise - loads file open form
KM Logo Form I If project open - loads file information form
KM Logo Form U Loads logon/user management form
KM Logo Form C If project open - loads keying chart
KM Logo Form K If project open - loads keys form
KM Logo Form D If project open - loads doors form
KM Logo Form O If project open - loads order form
KM Logo Form P If project open - loads profile form
KM Logo Form G If project open - loads design form (G = generate)
KM Logo Form S Loads software options form
Search Box F11 Find Previous
Search Box F12 Find Next
Log-on Form
At-L Select Logon Tab
At-P Select User Password Tab
Alt-U Select Users Tab
Log-on tab, user list 0..9 Logs on to respective user (eg. 1 logs on to U0O1).
0 will log on to user U010
Quick Logon
1. Press user number (1 for UOO1 etc)
2. Type in password, if any
3. Press Enter
Users tab, user list F2 Edit selected user
Users tab, user list DEL Delete selected user
Users tab, user list I NS Add a new user
File Open Form
At-F Files Tab
At-H Search Tab
At-C Clients Tab
At-R Reports Tab
Files Tab, File List At-L List files matching search criteria (List button)
Files Tab, File List Alt-0O Open file
Files Tab, File List At-V View file
Files Tab, File List At-Y Copy file
Files Tab, File List At-D Load file
Files Tab, File List Alt-N New file
Files Tab, Client List At-L List clients matching search criteria (List button)
Files Tab, Client List Alt-U Use client




Files Tab, Client List

Al't-N

New client for new file

Files Tab, Client List ESCAPE Abort new file
Search Tab At-L Search By Location
Search Tab At-N Search By Client
Search Tab At-l Search By Info
Search Tab Alt-S Perform Search
Search Tab At-O Open selected file
Client Tab At-L List clients matching search criteria (List button)
Client Tab F2 Edit Client
Client Tab DEL Delete Client
Client Tab I NS Add a Client
Client Tab Alt-D List Redundant Clients
Client Tab At-O Open selected file
File Information Form

At-F File Tab

At-C Client Tab

Alt-I Info Tab

Al't-N Notes Tab

At-G Signatures Tab

At-D Documents Tab
File Tab At-"2/" Next File Prefix Assist
File Tab Crl-P Print File Report
File Tab, New File Only ESCAPE Abort New File
File Tab, New File Only At-0 Open New File
Client Tab F2 Edit Client Details
Client Tab Alt-H Choose Client
Client Tab, Client Edit Mode Alt-S Save Client Details
Client Tab, Client Edit Mode ESCAPE Cancel
Info Tab At-L Change Information Layout
Signature Tab, Sig Edit Mode At-P Paste Signature Picture
Signature Tab, Sig Edit Mode At-Y Copy Signature to clipboard
Signature Tab, Sig Edit Mode At-B Browse for a picture file
Signature Tab, Sig Edit Mode At-X Clear the signature picture
Signature Tab, Sig Edit Mode At-S Save Signatory details
Signature Tab, Sig Edit Mode ESCAPE Cancel
Signature Tab F2 Edit Signatory
Signature Tab I NS Add Signatory
Signature Tab DEL Delete Signatory
Signature Tab At-R Print Signatory Registration Form
Signature Tab At-U Print Signatory Update Form
Document Tab, Doc Edit Mode Alt-P Paste Picture
Document Tab, Doc Edit Mode At-Y Copy Picture to clipboard
Document Tab, Doc Edit Mode At-B Browse for a picture file
Document Tab, Doc Edit Mode At-X Clear the picture
Document Tab, Doc Edit Mode Alt-S Save Document details
Document Tab, Doc Edit Mode ESCAPE Cancel
Document Tab F2 Edit Document
Document Tab I NS Add Document
Document Tab DEL Delete Document
Document Tab Grl-P Print Document
Document Tab Alt-A View Full Document Picture
Keys Form

At-G Group Tab

Alt-K Key Tab
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At-A Access Tab
At-H History Tab
Key Selection F3 Search And Replace
F6 Clear All Tags
F7 Contract All Headings
F8 Expand All Headings
At & Select Down
Ctrl-PGJUP | Move to previous heading
Crl-PGDN | Move to next heading
crl-I Check Profile Integrity
Heading is selected F2 Edit Heading
Heading is selected I NS Insert a Heading
Heading is selected Crl-1NS Append Heading
Heading is selected DEL Delete Heading
Heading is selected F5 Select/Unselect All Keys Underneath Heading
Heading is selected Ctrl & + Select All Keys Underneath Heading
Heading is selected Crl & - Unselect All Keys Underneath Heading
Heading is selected + Expand heading if contracted
Heading is selected - Contract heading if expanded
Heading is selected with At-M Move Key(s) to heading
selection
Heading is selected Alt-1NS Add Key to Heading
Heading is selected Cirl- A Move Heading Up
Heading is selected crl - Move Heading Down
Heading is selected Crl-P Print Keys
Group Heading is selected I NS Append Group
Group Heading is selected Al t-1INS Append Group
Group is selected F2 Edit Group
Group is selected I NS Insert a Group
Group is selected Alt-1NS Append Group
Group is selected DEL Delete Group
Group is selected Ctrl-P Print Group
Key is selected F2 Edit Key/Multi-Edit Keys
Key is selected I NS Insert a Key
Key is selected Alt-1NS Append a Key
Key is selected DEL Delete Key
Key is selected F5 Select/Unselect Key
Key is selected + Select Key and select next key
Key is selected - Unselect Key and select next key
Key is selected At-R Replace Key
Key is selected Crl-INS Insert a Heading
Key is selected Ctrl-P Print Keys
Key is selected with Selection F2 Multi-Key Edit
Key is selected with Selection Alt-M Move Keys
Key is selected with Selection DEL Multi-Key Delete Doors
Key is selected with Selection Crl-U Multi-Key Uppercase
Key is selected with Selection Crl-L Multi-Key Titlecase
Group Edit/Insert Mode At-L List Keys in Group
Access Tab Crl-P Print Key Access
History Tab Crl-P Print Key History
Doors Form
Alt-D Door Tab
Al't-K Keying Tab
At-H History Tab
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Door Selection

F3

Search And Replace

F6 Clear All Tags
F7 Contract All Headings
F8 Expand All Headings
At & Select Down
Ctrl-PGJP | Move to previous heading
Ctrl -PGDN | Move to next heading
Crl-I Check Profile Integrity
Heading is selected F2 Edit Heading
Heading is selected I NS Insert a Heading
Heading is selected CGrl-INS Append Heading
Heading is selected DEL Delete Heading
Heading is selected F5 Select/Unselect All Doors Underneath Heading
Heading is selected Grl & + Select All Doors Underneath Heading
Heading is selected arl & - Unselect All Doors Underneath Heading
Heading is selected + Expand heading if contracted
Heading is selected - Contract heading if expanded
Heading is selected with At-M Move Door(s) to heading
Selection
Heading is selected Alt-1NS Add Door to Heading
Heading is selected arl-m Move Heading Up
Heading is selected arl - Move Heading Down
Heading is selected Ctrl-P Print Doors
Door is selected F2 Edit Door/Multi-Edit Doors
Door is selected I NS Insert a Door
Door is selected Al't-1NS Append a Door
Door is selected DEL Delete Door
Door is selected F5 Select/Unselect Door
Door is selected + Select Door and select next Door
Door is selected - Unselect Key and select next Door
Door is selected Crl-INS Insert a Heading
Door is selected arl-pP Print Doors
Door is selected with Selection F2 Multi-Door Edit
Door is selected with Selection At-M Move Doors
Door is selected with Selection DEL Multi-Door Delete Doors
Door is selected with Selection Crl-U Multi-Door Uppercase
Door is selected with Selection Qrl-L Multi-Door Titlecase
Keying Tab Ctrl-P Print Door Keying
History Tab Crl-P Print Door History
Door Edit Form
Lock List I NS Import/Add Locks
Key No Text Box Drop Down Filtered Key List
Key No Text Box arl - Drop Down Entire Key List
Order Form
At-K Keys Tab
Alt-D Doors Tab
At-P Process Tab
At-H History Tab
Keys Tab F8 Display All Keys
Keys Tab F7 Display Ordered Keys
Keys Tab F9 Display New Keys (no previous orders)
Keys Tab F2 Edit Order
Keys Tab At & Select Down
Keys Tab Ctrl-P Print Key Order Confirmation
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Keys Tab Crl-D Duplicate
Keys Tab NUMPADO Enters respective number into order
TO
NUMPADO
Keys Tab At-T Enters test key into order
Keys Tab Qrl-PGJP | Previous Heading
Keys Tab Ctrl-PGDN | Next Heading
Doors Tab F8 Display All Doors
Doors Tab F7 Display Ordered Doors
Doors Tab F9 Display New Doors (no previous orders)
Doors Tab F2 Edit Order
Doors Tab At & Select Down
Doors Tab arl-pP Print Door Order Confirmation
Doors Tab Ctrl-D Duplicate
Doors Tab Ctrl-PGJUP | Previous Heading
Doors Tab Crl-PGN | Next Heading
Doors Tab Crl-L Order Lock
Doors Tab Crl-C Order Cylinder(s)
Doors Tab Crl-E Order External Cyl
Doors Tab Crl-1 Order Internal Cyl
Doors Tab crl-G Order Plug/Core
Doors Tab Grl-R Re-Key
Doors Tab arl-X Clear
Process Tab, Details Textbox I NS Add Signatory
Process Tab Grl-P Print
Process Tab Crl-L Run KMLabels
Process Tab, Sig Choose At-S Signature Tab
Process Tab, Sig Choose At-l Info Tab
Process Tab, Sig Choose ENTER Choose Signatory
Process Tab, Sig Choose ESC Cancel
History Tab At-E Keys Tab
History Tab At-R Doors Tab
History Tab At-0O Orders Tab
History Tab, Keys Tab F2 Edit Key History
History Tab, Keys Tab, In Edit ENTER Save Key History
History Tab, Keys Tab, In Edit ESC Cancel
History Tab, Keys Tab Ctrl-P Print Key History
History Tab, Keys Tab F7 Close All Areas
History Tab, Keys Tab F8 Open All Areas
History Tab, Doors Tab F2 Edit Key History
History Tab, Doors Tab, In Edit | ENTER Save Key History
History Tab, Doors Tab, In Edit ESC Cancel
History Tab, Doors Tab Ctrl-P Print Key History
History Tab, Doors Tab F7 Close All Areas
History Tab, Doors Tab F8 Open All Areas
History Tab, Orders Tab F2 Edit Key History
History Tab, Orders Tab, In Edit | ENTER Save Key History
History Tab, Orders Tab, In Edit | ESC Cancel
History Tab, Orders Tab Crl-P Print Key History
History Tab, Orders Tab Crl-K Show Keys for Order
History Tab, Orders Tab Ctrl-D Show Doors for Order
History Tab, Orders Tab Crl-C Close Keys/Doors List
Lock Form
ENTER Transfer
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DEL Delete Lock
I NS Add Lock
F2 Edit Lock
Dbl dick | Transfer Lock to Project List, and close form
on d obal
Lock
Keying Chart
Ctrl-PGJUP | Previous Heading
Ctrl-PGDN | Next Heading
F2 Toggle Editing of Key Chart
F7 Reduce Headings
F8 Move All KA/KD Keys to Top
F9 Move All Keys to Top
arl-pP Show Print Options
Grl & + Select Column
arl & - Clear Column
Crl-A Add Key To Top
arl-R Remove Key From Top
Print Options Crl-P Print Chart
Print Options Crl-B Save Chart as Bitmap
Edit Mode SPACE Toggle Dot
Edit Mode Shi ft- Select group of dots. The selection panel is
> €A displayed after shift is released
Selection Panel ENTER Select
Selection Panel DEL Clear
Selection Panel ESC Cancel
Profiles
SPACE Unmark/Mark "X" in grid
F2 Edit Profile
I NS Insert Profile
Qrl-1NS | Append Profile
DEL Delete Profile
At-G Show Global Profiles
At-S Save Profile As
Global Profiles F2 Rename Global Profile
Global Profiles DEL Delete Global Profile
Print Preview
F5 Zoom To Whole Page
F6 Zoom to Page Width
F7 View Two Pages
F8 View Thumbnails
+ Zoom in
- Zoom out
HOVE First Page
PGUP Previous Page
PGDN Next Page
END End Page
Grl-P Print Page
arl-S Printer Setup
ESC Close Print Preview




1.3 Key Mastery Main Buttons

Once you have logged on you have three main buttons available to you.
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All of their features are described in detail in the next three sections.




Section 2 - Terms to Get You Started

File

The word file is used regularly and refers to the Master key System you are creating or have
created. Every file you create will be given a file number that you specify. The file number is
what you would generally refer to as the system number.

Client
The client is the individual customer you have listed in your client database. You can have
multiple files for an individual client.

Main Buttons
The 10 main buttons that appear across the top of your Key Mastery screen.

B @] 2| =8| M

Maison Keying (Central Keying)
A group of keys accessing a common door. Example: - The entrance door to an apartment
complex accessed by all apartment keys.

Master Keys
Any key with keys below it.

Selective Key (Cross Key)

Any key that does not follow the standard masterkeying structure.

Example 1: - A maintenance key that has to operate doors under different master key groups.
Example 2: - A cleaners key that needs to open all but a few door under a master.

Example 3: - An office situation where different staff members are able to access various doors
depending on their requirements.

Change Key (Individual or Servant Key)
The lowest level key which operates a single KD (Keyed to differ) door, or a group of KA (Keyed
alike) doors.

Construction Key (Builders Key)
A temporary master key accessing all specified doors while building is under construction.
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Section 3 - Special Features

3.1 List Shortcut buttons

There are several shortcut buttons to assist you with the various functions associated with Key
Mastery Key Lists and Door Lists.

(o]

Profile integrity Check
For multi profiled systems only. Checks that the profile of the key matches the cylinder.

Tag / Untag.

Tags the highlighted item or if already tagged, will untag the highlighted item. The F5 key
is also a shortcut for this function. The tagging feature is use throughout Key Mastery to
highlight an individual or group of Keys, Doors or Codes.

Clear All Tags.
Clears all of the currently tagged items.

Select Down.

Highlights all of the following items including the currently highlighted item. This is handy
when you have a large amount of items to tag, assign keys in bulk quantities or to place
key orders in the Orders section.

Close All Areas. Closes all areas so that only the heading are displayed on your screen.
The F7 key is also a shortcut to this function.

Open All Areas. Opens all areas so that the headings and items under the headings are
all displayed on your screen. The F8 key is also a shortcut to this function.

Klj ]

Key Mastery has a find feature associated with virtually all lists. This is an easy way to find an
entry when you have a large number of entries to maintain. Simply type in any part of the entry
and FIND will search the list. If a similar entry is found first, clicking the right and left arrows will
search back and forward through the list for another matching entry.
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3.2 Print Preview

Print Preview Options

—+—
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As with all the print buttons throughout Key Mastery once you have clicked on a print button the
report will be displayed on your screen. You will then have various options to choose from.

| Zoom to Whole Page. Displays a full page print preview.
|§| Zoom to Page Width. Displays a page width print preview.

View 2 Pages. Displays 2 pages simultaneously on your screen.

View Thumbnails. Displays all pages simultaneously on your screen.

Go to first Page. Displays the first page of your report.

Go to Previous Page. Displays the previous page of your report.

Go to Next Page. Displays the next page of your report.

=5
|_;[ Preview size Drop down Box. Displays your report at the selected size.
"
4
»
»

Go to Last Page. Displays the last page of your report.

Print. Prints the current report.

Printer Setup. Allows you to set up your printer.

) Close. Closes the current report preview.
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gl(ey Mastery - Log On
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Section 4 - User Logon

iy

When you enter Key Mastery the Users Log On screen (shown below) will appear.

Log On

Uzers

Pazzword T

Options

T Uszers

Files Open On Other Terminals

0o1: =

Log On

Log OFF

b

End

Izer

Fazsword

4.1 Log On Tab

The Log On tab is for Logging Users On or Off and for exiting Key Mastery.

Single user software defaults directly to the Password entry field.

Ilzers

For multiple user software, when you enter Key Mastery user 001 is highlighted. If

you are not user 001, click on your user number.

Click the button. You will then be asked for your password. Enter your password. If
Cow

you have not entered one in yet, leave this blank and click

Once you have logged on the screen will automatically revert to the File Open screen.

To exit Key Mastery simply Log Off the current user and click
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4.2 Password Tab

The password tab allows all users to alter their
individual password.

To change your password, enter your existing
password into the Old Password field and then
enter your new password into both the New
Password and Verify Password fields.

Then Click Save

Your new password is now saved.

4.3 Users Tab

Refer to the Setup and Installation Manual.
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Section 5 - Open/Create File

To open or create a new file, click

If you have just logged on you will automatically be in the Open/Create File Screen.

Files 3/ Search T Clients 3’ Reports

Recently opened files:
File Ha.

Dezcription

File Mame or Humber

Iptown Appartments
;l C10 Riverside Service Appartments
C12 Demo Apartrments

| List i | Open i

| Hiewi | Hew i

oo | [0 ]

[l DI

The File Open screen has four tabs. Files, Search, Clients and Reports.

Files 3/ Search }/ Clients }/ Reports

15



5.1 Reports Tab

The Reports tab allows you to create customised reports.

Files |

Search T Clients T Heports

_ ‘R eport Filkering

FIlE |nfl:|rmati|:|r‘| FlltEr ................................... 1

Prafile; ;
Prefis: ;

| Desian Type: [all Modules =] |

Sarting Label Settings

i~ Date Filter

&+ Serviced ' Designed
™ Signature Update

Date Frnm:;SDﬂ 241899
Ciate Tn:;EEa’DEIHEEIEIEI

| Gty Filker
| % MNoofKeys  Ma. of Doars

Filter out files zrmaller than:;

| Rezet Filters i

| Piint Client Labels

|| Frint BRIEF File/Client Rieport || Frint FULL File/Client Report |

You can set your own criteria via the Report Filtering

F|IE |nf|:|rmati|:|n FI|tE[ ....................................
Dezign Tope: [FYNX

odules

Prafile; ;
Prefis: ;

— [ ate Filker

& Sewviced ) Designed
" Signature Update

D1 ate Frn:nm:;SElﬂ 271899
Late Tu:u:;1 4,/09/2000

— [ty Filker
% Moof Keys € Mo, of Doars

Filter aut files smaller than:;

Report Filkenng

The File Information Filter will allow you to run your report by a
specific Design Type (Eg. Bilock or Disklock) or all of the design
modules. You can also specify a Profile, or a particular Prefix
used on your file numbers.

The Date Filter will allow you to run reports based on: -

Serviced Displays the last serviced date for the selected files.
Designed  Displays the designed date of the files selected.
Signature Update Displays the last signature update date
for the selected files.

The Qty Filter will allow you to filter out files with key or door
guantities less than your specified number. This is useful for
identifying your larger clients and also identifying your potential
clients for “Key Issue”, key management software.

| Rezet Filters Q The Reset Filters will return the three filter settings to their default settings as

displayed above.

Once you have set your filters click the =orting

button and a list of the files to appear

in your report will be displayed. By clicking on the heading of a column, the column will be
sorted in alphabetical order, date order or number order (whatever is applicable to the particular
column). If you click on the heading again then the order is reversed.
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LabelSetfings | The label setting allows you to select which label on the sheet of labels you
wish to start printing on. This feature is useful, as you will not waste pages of labels if you do
not use an entire page. You will be able to commence printing at the first unused label position
on the sheet. You also have the option of removing duplicate clients from this field.

| PntClentlabels | \will send your selected criteria in Label format to the print preview
screen ready for printing.

| Pint BRIEF Fie/Cient Fiepart | \wil| send your selected criteria in one line per file/client format to the
print preview screen ready for printing.

| Print FULL File/Cient Fizpart | \wil| send your selected criteria with the full client information to the print
preview screen ready for printing.

5.2 Clients Tab

The Clients tab stores all the clients you have listed in Key Mastery. When you create a new file
you will be prompted to create a new client or select an existing one. If a client has more than
one file you can simply add the new file to an existing client.

Filez T Search T Clientz T Reparts ]
Find Client Name Marthern Fitnesz Centre ;I Files
| Daziz Leizure Centre C4
Fiano Bar Ca
| List I Fed Hill Hotel
Riverside Serviced Apartments
| E dit I | Southern Crozs bokel
(L ptown Appartments
| b e I W alley Yineyard
| Dielete I E" m | Lizt Redundant I | Dpen File I
M ame ILIptu:uwn Appartments Contact IJane Smith
Address |2 Main Strest Ph |02 52331111
|CANBERRA ACT 2601 Ph2 |
| Fax |02 F285 2222
E b ail |iane@uptnwn.cum

If you need to change any contact details, address information or phone numbers this can be
done by clicking and overtyping the existing information.
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5.3 Search Tab

The Search tab supplies you with various option making searching for a file very easy.

File=z ‘;/ Search 3/ Cligntz ‘i/ Reparts ]
Search by Lacation Search by Client E Search by Info
Lacation infarmation to zearch far; ; Search g

- Fesultz

IFiIe Murnber| Hame of installation Address Deszign/Praofile | Designed/Sery| Tag

=each by Location | The search by Location will search by any of the following fields.

File Mumber| Mame of inztallation Addiess Deszign/Praofile | Designed/Sery| Tag
[ptawn Appartments 2 Main Strest O: STAMDARD| D: 28/08/2000
CAMBERRA ACT 26801 |P:.JB S: 28/08/2000

Search by Client

The search by Client will search by any of the following fields. It will also list
the file or files if more that one, for the selected client.

Clientz infarmation to zearch far; ;uph:uwn Search 3

- Resultz

Mame Address Contact Contact Mo.s
[ptawn Appartments 2 Main Street Jane Smith Ph1: 02 6233 1111
CANBERRA ACT 2601 Ph 2
email:jane@uptown. com Faw 02 6283 2222

Filez far zelected client:

File Mumber | Hame af installation Design Prafile Tag Open
[ptawr Appartrients STANDARD (JB
Ca [ptawr Appartrients BILOCE. 102 B0
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Search by Infa The search by Info will search by any information that you have entered into
your customised Info filed.

! File Murnber | Mame of ingtallation bl atching Info

5.4 Files Tab

The Files Tab assists in the finding, opening, creating and viewing of files.

Files 3/ Search T Clierits }/ Reports

Recently opened files:
File Mo.

Deszcription
[ ptawan Appartments
;l Cio Riverzside Service Appartments
C12 Demo Apartments

File Mame or Hurmber

| List i | Open i

| Hiewa | Hew i

[ Comy | [_toad |

kil R

The last ten files that have been accessed at your terminal will be displayed on you screen.

The Files tab has six buttons to choose from.

List Display a list of all the files accessible by the current user.

deen | Open the file highlighted in blue on the screen.

¥iew | Open the file in view mode only. No alterations will be allowed.

New Enter a new system. (Further information below)

Copy | Copy keys, doors, keying and file information to a new file (design not copied).
Lead | Load a file from disc. (Eg: Transferred from another computer).

You are now ready to create a new file.
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Section 6 - Create a new file in Key Mastery

6.1 Getting Started

To create a new file click | =]

e

e

SE

The File Name or Number box will appear.

Click

Find Exizting Client

| List | | usel

|Ear‘u:el| | Hew l

a new one.

For an existing client click on the button. This will provide a list of your existing clients.

File M ame or Mumber

| Lizt I | Open I
| "Wl | Hew I
Lo | [ Load |

Type in the client details and click |

For a new client click on the button.

A box will appear allowing you to either choose an existing client or start

Save Mew Client

Click on the client you wish to use and then click the button.

The name and address fields are automatically copied from the client information, as these are

the same in most cases. Simply overtype the information if different.

,.E"E T LClient T Infa T Hotes T Signatures T Documents
—FILE —DATE
Design M arne of Installation Desighed
IST.-“—‘-.N DARD j |Dem|:| Apartments Im;ug;gnm
Serviced
File Ma. Addrezz of Inztallation
|2IZI.-’EIE|£2IJEIEI
EE [ 7] [2Daring Strest
Profile [BARTON ACT 2601 [T —
L High
[Fr El | D . J
—TaG
Humber [nformation
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Enter the Design, File No. and Profile. You can also enter the Tag Number, Tag Information
and Security Level if applicable. Further explanations of these functions are listed below.

Design:
Deszign
[sTanDeRD 7]

File No:
File Mo

Iz 2]

Profile:
Prafile

[Fr [~]

Tag:

TaG

M urnber

Security Level:

SECURITY LEWEL
Loy High

As different key types can be generated with Key Mastery, you must first
choose the design module being used for this system. Eg: Standard, Bilock,
Abloy etc. The drop down box will provide a list of the design modules you
have installed. If your required module is not displayed, go to the Software
Options to install additional modules.

The previous file number will automatically be incremented, but you can
also type any file number required. You can also find the next available
number for a particular prefix by typing in the prefix and clicking on the
button.

Key Mastery allows you to specify and save various profile designs. If you
wish to use a previously saved profile, then you can choose it from the drop
down list, otherwise type in the new profile name. To save various profile
designs to your drop down list refer to the Profiles section.

The Tag field is an alternate file number field. It is especially useful when a
system has been transferred and there are keys in existence with an
alternate stamping. By entering the alternate system number into the tag
field you can perform a file search by location to find the corresponding
system number. There is also a tag information field where you can enter a
brief description.

Setting the file security level higher than a user security level stops the user
from accessing the file.

When you have finished entering the file details, click |

Note: This feature is only available if Key Mastery is registered as a multi-
user.

Open Mew File I
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6.2 File Structure

Every file is made up of six individual sections as listed below, each having their own Main
Button.

File Details

The File Details section stores all of the relevant information relating to your file
including the file design, security options, client details, your customised info tab,
additional notes, signatures and documents.

Profiles

The Profiles section displays the profile you selected when creating your file. You can
@ also use this function to add additional profiles for multi profiled systems. If you are
creating a single profile system then there is no need to make any changes in the
Profiles Menu.

Key List
The Key List allows you to maintain and view all necessary information on the keys in
| your file.

Door List
As with Key List, the Door List section provides everything you need to maintain your

g{g door list.

Keying Chart
The Keying Chart is a powerful tool for displaying and selecting which key should work
which door.

Code Design
w=1 The Code Design contains the parameters and design of your keying system.

Once you have completed your file the last of the main buttons, Order Processing, will assist in
the actioning of your file.

Order Processing

The Order Processing section contains all the tools you need to complete your keying
system. You have the ability to enter the key and door orders, check signatures, print
reports and check order history.
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Section 7 - File Details

[ _EI'E T Llient T Info T Motes T Signatures T Documents ]

Once you have created a new file the File Details section will allow you to store all of the
relevant information relating to your file. There are six tabs to store your information as listed
below.

7.1 File

The File tab stores the file information entered when creating a new file. You are able to edit
any of the displayed information by clicking on the field and making any changes required.

T LClient T Infa T Hotes T Signatures T Documents ]
—FILE —DATE
Design M arne of Installation Desighed
I STAMDARD j |Dem|:| Apartments Im;ug;gnm
Serviced
File Ma. Addrezz of Inztallation
|2EI.-’EIE|£2IJEIEI
EE [ 7] [2Daring Strest
Brafile [BARTON ACT 2801 ‘LSDiE“H'TY LE“E%Qh_
[Fr El | Co J
—TaG
Humber [nformation
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7.2 Client

The Client tab displays the client information as stored in the client database.

You can edit the client details by clicking [ Editientbeisis | . The details will be permanently
changed in the client database. You can also change the client by clicking | ChangeCiient |
You will then have the option of selecting an existing client or creating a new one.

Eile T "I;JIEH[ 3’ Infa T Hotes 3’ Signatures T Documents ]
—CLIEMT
Hame ;Deml:u Apartments Contact ;-J amez Smith
Address |2 Darling Shest Phi |02 5266 1111
iEI-‘-.FITEIN ACT 2601 Phz i[EIE] BZBE 2222
| Faz [[02) 6266 3333
Erd ail iiames@demu.cnm.au

Change Client | Edit Client Detailz

7.3 Info

Your customised Info tab you created at set up.

If you have entered any text into the fields, the Info tab will be open on your screen every time
you open that particular file. This is especially handy if there are important special instructions
relating to a file.

File T Llient T ,!,"h:" 3/ Hotes T Signatures T Documents ]

[ 1
Account Humber Py
Periocd Order No

Additional Contact Information

Contact Name Contact Phone

Special Instructions
vy Dawvid Smith only
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7.4 Notes

Enter any additional notes. This is an unlimited field for your own information.

Eile T LClient T Infa T wl'ol_utess T Signatures T Documents

Thiz system waz tranzferred fram W atzonz River Lock zmiths inJanuary 1934,

The oniginal izzue of keys for apartment 14 iz unknown, “We have recommended re-keving but at this stage David does
niok wizh to dio s,

Appointment with David on 25/4/00 to dizcuss the system.

7.5 Signatures

The signatures tab is for storing the authorised signatories for the current file.

Documents

File | Clent | Info | Notes |

Last updated: 26/09,/2000 .

James Smith )
- @

[Thew | [ Edt | [Delte] Mamelersd Thomas Phone 1[02-6266 1111 m

Position |Diuty b anager Phaone 2 |[12-5266 2222

Print Sig. Reaistration Farm I
Motes

Print Sig Update Form I

[ Prirt On Letterhead

Mumber of Signatories

Required: I 1 - I
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To add a new signatory click . You will then be prompted to enter in the name, position
and phone numbers of your signatory. You can also enter any additional notes you require in
the Notes field.

Once you have entered the signatory details you also have the facility to insert a scanned copy
of their signature. To do this you must first ensure that the signature is a bitmap (.bmp) file.

To insert the signature, click the button to browse for your signature. Once you have found

the signature select the open option and the signature will be imported to key mastery. Then
click . You are then able to repeat the process with any additional signatories you wish
to add.

You also have additional options to add and edit you signatures as listed below: -

Paste Signature from Clipboard
Paste a signature you have already copied to your clipboard

Copy Signature to Clipboard
Copy an existing signature from your signature tab to your clipboard

&

Browse for a Signature
Search for a bitmap (.bmp) file from your computer drives.

3]

Clear Signature
Deletes the signature from the selected signatory.

x|
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To assist with the managing of signatories we have two signature forms

Print Sig. Registration Farm available.

Print Sig Update Form a

[ Prirt On Letterhead

The | Piint Sia Reaistration Form | provides you with a blank Signature Registration Form for your client

to fill in and return to you for input into the signatories field in their file.

FILL IN FORM AND SENDTOQ:; “our Business Mame
FO Box 4237

kingston ACT 2e04
ALUSTRALLA
ORFAXTO: 02B2731773

Signaory Registration Form - Flease compld 2 nd r&urn to sbowe addres=s

Rle:

Derno Apart rents Cliert: | Demo Apart rment=s
2 Darling Strest 2 Dading Streg
BEARTOM ACT 2801 EARTOM ACT 2601

File Mo:

c12 Fht: | [02) BEE 1111

Contact:

Ermes Smith Ph: | [02] Bas L2

Ernzl:

Jamesdernc. ooy F=e<: [[0Z) 626G 2333

Sgnaones Authorisedto Cut Keys

Marne:

Fos=ition:

Fhione 1:

Fhione 2:

Mote:

Mare:

FPo=ition:

Frhione 1:

Fhiome 2:

Miote:

Marme:

FPo=ition:

Frhione 1:

Fhione 2:

Miote:

Marne:

Fos=ition:

Fhione 1:

Fhione 2:

Mote:
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The || PintSigUpdate Farm | displays the existing signatories and provides a (tick box) if you wish
to remove any existing signatories. It also has additional spaces for the adding of signatories.

FILL IN FORM AND SENDTO: “our Business Name
FO Box 4337

kingston ACT 2e04
AUSTRALLA

OR FAXTO: 0262731773

Signaory Updae Form - Flease compla e and raurn to sbowe address

Fle: | Demo Apart ments Cliert : | Demo Apartrents
2 D=rling Strest 2 Dading Srea
BEARTON ACT 2501 EARTON ACT 2501
File Mo | C12 Fhi: | [02] 266 1111
Contadt: | Ermes Smith Fh: | [O2] B2EE 22
Ern=il: | jamesi@deno.com au Fze<: ([02) B2RG 22332

Thefollovdng sigratories are currently listed in our records. Plesse updatetheir detsils == required.

Mame; | Brad Thormas=s Flez=ea remowe thi=s signatory [Tick Box] |_

Fosition: | Doty Manzger
Fhone 1: | 02-E265 1111
Fhione 2: | O2-B2E6 2222

Mote:

Mame: | Jmres Soith Flez=ea remowe this signatory [Tick Baox) |_

Position: | Genersl Manager

Fhiome 1: | 02-E2685 1111

Fhiome 2 | 02-B2E5 22523
Mote:

Marme:

Fosition:
Fhone 1:
Fhone 2:

Mote:

The [+ Frint On Letteshead option will not print your business name and address at the top of the
page, allowing a space for you to use company letterhead instead of blank paper.
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7.6 Documents

The documents tab allows you to record external documents. This can be very useful for
storing floor plans, manually created systems, letters of authorisation, etc. It should be noted
that these documents do use a lot of disk space and should be used sparingly as it can slow
down the opening and closing of the file.

Eile T LClient T Infa T Hotes T Signatures T

E;il:lrl F:El:liﬁitr-fltil:lrl Fl:lrrl-l =HE A THEE :\u- Kira o me

Kar Zde

PE== 1 cRetam

“arl e

o :
[t

| New I| E dit I| DEIEtE" F'rintl Dacument NamelSign Regiztration Faorm

To add a document click the button. Enter a Document Name. You can then either
paste a document from the clipboard using the paste button or you can search for a file
using the browse button.

If you are using the browse button make sure that the file you select is a bitmap (.bmp) file.
The easiest way to import a document is to copy it directly from a scanner and paste it using the

Paste Picture button

There are five buttons to assist you with managing your documents.

Paste Picture from Clipboard
Paste a picture you have already copied to your clipboard

Copy Picture to Clipboard
Copy an existing picture from your documents tab to your clipboard

&

Browse for a Picture File
Search for a bitmap (.bmp) picture from your computer drives.

13l

Clear Picture
Deletes the Picture from the selected document.

X

View Full Picture

Display the selected picture in full page view. To return to its original size click on the
picture.

=l
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You also have the facility to zoom in on a document by left clicking your mouse on the
document. To zoom back out use the right click on your mouse.

The File Information is now completed.
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Section 8 - Profiles

The profiles section displays the profile you selected when creating your file. You can also use
this function to add additional profiles for multi profiled systems. If you are creating a single
profile system then there is no need to make any changes in the Profiles Menu.

To edit the Key and Lock profiles right click on the blue square. You will have six options.
Add, Insert, Edit, Delete, Save As and Global Profiles. (Further information below)

The Add option will display the New/Edit Profile
box asking you to add a Key and Core profile.

Enter in the Key and Core profiles you require I

and then click Save. If you need to add more _
than one profile then simply repeat the process.

The Insert option will allow you to add a profile into the chart by slotting the profile in before
the highlighted profile.
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The Edit option will allow you to change the highlighted profile. Lt Dl
I r

The Delete option will display the highlighted Key and Core
profiles. To delete the key and / or core profile click on the square
to the right of the profile and then click | !

Note: Once you have added the profiles the system presumes that all additional key profiles
will pass the original (Master) lock profile as well as their own. If you wish to alter this simply
click on the corresponding X and the key will no longer pass the lock profile.

The Save As option will save a profile to the Global Profiles. Any profiles saved in the Global
Profiles will appear in the Profiles drop down box when creating a new file.

To add a new profile, enter it into the “Name” Field. The S E PROFILE AS

drop down box will display the profiles already stored in N I—_,| -
the Global profiles. You can then enter a brief o
description in the “Description” Field. When completed

i 5
CIICk Save | Cancel |

Dezcrption I

The Global Profiles function will display the global GLOBAL PROFILES
profiles that you have saved. You will also have the Bluswood FR
options to delete or rename the existing profiles. FS Blueveond FS
FT Bluewood FT
| Delete I | Henamel | Cloze I
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Section 9 - Key List

The Key List section allows you to maintain and view all necessary information on the keys in
your project.

KE}’E HeadingT [aroup T Ken T Aooess T Historny ]

= M&STERS (FR] (5

----- GHE. Grand Maszter kame Profile

----- ME & taster Block &

----- k. B bl aster Block B IBLDEK'&' IFH J

----- ME.C b azter Block C

----- FAE Entrance Door Block &

i ey —y r—1

s BLOCKA [FF] ul—l ‘ 7 ‘ — E

----- A1 Block & Apartrment 1 i = + .

..... bz Block & Apartrment 2 [ —

----- Al Block & Apartrment 3 o .|.";E"I

----- Ad Block & Apartrment 4 st

----- AR B ok, .-’-'-. .-’-'-.partment 5

----- AT Bh:u:k .-’-'-. .-’-'-.partment ? ‘ %

----- AR Block & Apartrment 3

----- A9 Block & Apartrment 3

----- A10 Block & Apartrment 10
[« plelle]x]=]=] |

There are several shortcut buttons to assist you with the various functions associated with Key
Mastery lists.

© pelExEEE

(See Section 8.1 List Shortcut Buttons)

There are five tabs on the Keys Form HeadingT Group T Eey T dcoess T History ]
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9.1 Heading Tab

Key Mastery will automatically create two
headings for each profile in your key list,
one for keys, the other for key groups. The
default name for new key headings can be
set in Software Options.

Key Headings provide an easy way to
organize large lists as well as specify
different profiles for your keys. Buttons
allow you to move, edit, add, insert and
delete key headings.

HeadingT Group T =10 T ECCESST Hiztony ]

MHame Prafile

[MasTERS |Fr

X

Il
+il

=

9.1.1 Move Heading

9.1.2 Edit Heading

The Move Heading function will move the highlighted heading up or down one item in
the list.

The Edit Heading allows you to alter the name of a heading. When you click on the
Edit Heading button the Name and Profile fields will display the highlighted heading

and profile.

Simply overtype the existing heading to be your
required heading. An example of this would be to
alter your KEYS heading to be MASTERS. This
will allow you to group all of your master keys
together under the one heading. You will not be
able to change the profile unless you are working
on a multiple profile system.

9.1.3 Add Heading

+

Use this button to add a new heading
in the key list. If you have chosen to
add a corresponding heading in the
door list it will do exactly that.
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9.1.4 Insert Heading

The Insert Heading button will insert a new heading above the highlighted heading.

9.1.5 Delete heading

=

The Delete Heading button will delete the highlighted heading provided that there are
no doors listed under that heading. Highlight the original DOORS heading and click the
Delete Heading button, as we no longer need this heading.

9.1.6 Add Keys to Heading

=

To add your Masters click %

The Add Keys to Heading button allows you to add keys to the Highlighted heading.
Although you could create a complete list of keys now, and even create doors at the
same time, as you will see later, it is more logical and easier to create individual KA and
KD keys while entering your doors. It is recommended that at this stage you only enter
your masters and selective keys.

The displayed form will pop up, allowing you to . MASTERS - Key Details. ..
enter your new key information. Kew Mo, Wi il

|GMK =]
To minimize the width of description entries, try to D

Description

use lower case characters as shown. Key
Mastery provides a handy feature to change the
entry to lower case by pressing Ctrl + L. Ctrl + U

will change the entry to upper case. -~ Chatus

v Master i Selective
Type the Key Number, Head Colour if applicable @ e e o Eredien
and Description as per the example shown for a Key Abave
GMK. Enter a Status of Master by clicking on the | = | EI
Master option. The keyed above would remain :
blank as this is the highest ranked key. | Ciciiz @ cloan for Ui e

Then click \z Guantity of keys to create ; I‘I
Save

A further explanation of the Status box is detailed
below.

IGran-:I b azter Kep

Skip Save | Done

The GMK now appears in the keys list.
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. MASTERS - Key Details. ..

ey Hao, Head Colour
;r«m ) =]
Description
;Master Block A
— Status
{* Master i Selective
{~ Change Key " Construction
F.ep Abowve
;GMK ;Grand b aster ey E;
[~ Cieate a door for this key?

Guantity of keys to create ; ;B

SEip

Save | Done

Now you can enter the rest of your masters. If
you have several masters on the same level
they can all be entered in one go as shown.

NOTE: Ensure that the last letter or number is
the one that you want incremented, as Key
Mastery will automatically increment the single
character at the end of entries when creating
multiple keys. The same principal applies in the
Description field.

A key must be designated a Status:

Master

Choosing this as the key status will allow the key to be chosen as the Key

Above for other keys. It will also appear at the top of the Keying Chart.

Selective

A selective key will always appear at the top of the Keying Chart, providing an

easy way to select it for the keying of a door.

Change Key

Individual keys.

Construction

This status should be chosen for KA and KD keys. Also known as Servant or

When entering doors, you are given the option of Construction Keyed. All keys

with the construction status will be automatically keyed to these doors.

— Statuz
% Master
" Change Key
Fep Above

= Selective
" Constuction

iGMK

;Grand b azter Fey

[T Create a doar far this key?

=]

Once you have specified your status you can select a
Keyed Above if applicable. Because the GMK was
specified as a Master, you can choose it from the Key
Above drop down list.

In the OQuanityofkeystocreate: [z by entering 3 as the number of keys to create, Key Mastery will
add MK A, MK B and MK C to the key list. If you had entered MK1 it would add MK2 and MK3.

Then click | Sawve

When you have finished adding your keys click | Dare |
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9.1.7 Print Key Report

The Print Key Report button will display your key list report in Print Preview. (Sample
& | below). You would not normally require this report until all of your keys have been

entered.

Key List Demo Apartments Z12
Key Name | Details | Colour | Copies  [Order
Profile: FR MASTERS
MK izrand Master B
Ak A MWaster Block A 7
Mk B MWaster Block B 7
Mk C Master Block C 5
KAE Entrance Door Block A 5
Profile: FR BLOCK A
A Elock A Apartment 1 5
AZ Elock A Apartment 2 4
Ad Elock A Apartment 3 3
Ad Elock A Apartment 4 2
AS Elock A Apartment 5 2
AB Block A Apartment 6 2
AT Elock A Apartment 7 2
A Elock A Apartment 8 2
A Elock A Apartment 9 2
A0 Elock A Apartment 10 2
A1 Elock A Apartment 11 2
A2 Block A Apartment 12 2
A3 Block A Apartment 13 2
Ald Elock A Apartment 14 2
AlS Elock A Apartment 15 2
A6 EBlock A Apartment 16 2
AT Elock A Apartment 17 2
AlE Elock A Apartment 18 2
A19 Elock A Apartment 19 2
AZ0 Block A Apartment 20 2

9.2 Group Tab

The Group function is a very effective way of assigning bulk groups of keys to a door.

= MASTERS [FR) The maison keying of a door could be done through
= BLOCK A (FR] the keying chart by selecting all the keys to open

=~ BLOCKB [FR) the door, but a more efficient way is to create key
: BLOCK |'I'iF:I'III' groups and assign the group of keys to the door.

This will reduce the size of your keying chart and
ensure that additional keys will be included in the
keying.

To do this close the headings of the key list by

clicking the [=] button and click on the GROUPS
heading.
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Click on the Add Group button f[iﬁﬁilfl to create a new group.

When you are highlighted on a group you will note that you have now moved to the f Group ]
tab.

A Group consists of two parts: Heading | Group T Fey T Access T Hiztary .
A Name to purely identify it, and Name  Fomula
A Formula to specify the keys in the group. [GROUP 2 [0
Each formula must contain brackets [ ]
Examples of some formulas: . ‘List Keys in Group Save | Cancel
Formula Meaning e
[] Every Key Group Mame | Group Description -
Al Every Key starting with A Block & Apartmert 1
A[1,5,7] Keys Al, A5 and A7 A2 Block & Apartment 2
A3 Block & Apartrment 3
i Ad Block & Apartment 4
Type .|n the. Namg and Formula as shown and i Blnck.ﬁ..ﬁ.gartment :
press: | Lizt Keyz in Group A Block & Apartment 6
. . ) a7 Block & Apartment 7 LI
This allows you check if your formula is correct. Bl R o

Then click | =ave |

ol
+2 You can also use the Add Group button.

9.3 Key Tab
The Key tab displays the full details of the highlighted key.

There are additional features available for the editing of the key list similar to those in doors.

3 Insert key Heading T Group T Key T Accesz T Histary .
=221 |nsert key before the selected key.
F.ey Mumber K.en Above Head Colour
=2 Add key. :
+== | Add a key at the end of the current Diescription Oty
heading. '
———— . = = =32 o
5@ Ed!t key. ‘mé} ‘+m ‘ % ‘ ¢ +
= | Edit the selected key. o Eaal] BREE i
=8 | Delete key. 3
99| Delete the selected key. & -
#@| Replace key.
;"3 Replace the selected key.
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9.4 Access Tab

The Access tab displays the door number, Headig | Gioup | Key | Access | Histoy |

description and stamping of the selected D oor Number | D escription o
key. A1 Block & Apartment 1
& Block A

9.5 History Tab

The History tab displays the order history (Headrg | Gon | Key | Access | History
of the selected key.
12/09/2000 Qty:2 123 123
lzzues: 1to 2 Froceszed By: Mark Obara

Signatonies: Mindy Bloye
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Section 10 - Doors List

lig

As with Keys, the Doors Form provides everything you need to maintain your door list.

Doors Area T Droor T Eeving T Hiztary
------ DOORS --
M ame Frofile
|DOORS [Fr =]
= E E =

kj B [e]le]x]=]=]=] E

There are several shortcut buttons to assist you with the various functions associated with Key
Mastery lists.

@ HEREES

(See Section 8.1 List Shortcut Buttons)

On the Doors form there are four tabs. Area, Door, Keying and History.

Area T Lioor T Feying T Hiztary ]
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10.1Area

Under the Area tab you will find the same Name Profile
Headings button as keys. [Do0RS [P <]

B

== |
e ]

I
+|il

10.1.1 Move Heading

The Move Heading function will move the highlighted heading up or down one item in

= the list
'

10.1.2 Edit heading

The Edit Heading allows you to alter the name of a heading. When you click on the
Edit Heading button the Name and Profile fields will display the highlighted heading
and profile.

Simply overtype the existing heading to be your
required heading. You will not be able to change Name Profile

the profile unless you are working on a multiple [BLOCK & [FR =]
profile system.

| Save I| Cancel

10.1.3 Add Heading

To demonstrate the use of Area

:f Heading, use this button to add a new M ame Frofile
heading in the door list. Ensure that [ELOCK A |FR ]
you have chosen to add a ¥ Add coresponding heading in key lizt?
corresponding heading in the key list. | s || iy

When you request to Add corresponding headings, the key list will also have the new headings.

10.1.4 Insert Heading

The Insert Heading option will insert a new heading above the highlighted heading.
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10.1.5 Delete Heading

no doors listed under that heading. To do this highlight the heading you wish to delete

— The Delete Heading button will delete the highlighted heading provided that there are
E and click the Delete Heading button.

10.1.6 Add Doors to Heading
+[3

Although you will want your doors under each area heading, it is easier to create them in one go
and then move them to their appropriate headings later. This will also demonstrate the Keyed
Alike (KA) feature of Key Mastery.

The Add Door To Heading button will create your doors.

Adding Maison Doors

Highlight your first heading (in this example BLOCK A) and click the Add Door To Heading
button.

. DOORS - Door Details. ..

Cioor Ma. Stamp Lock Part Ma. Current Eeying:
If-'« T
1115C KAE

Dezcription
|Block &
7| Assian & Key? KewedtoDiffer |  Import/Add Locks.. |

Eey Ma IK."i"-E Iﬂu Head I:l:ull:nurl "'I

k.ep Above IGMK IGrar‘u:I b azter Eey |E|

[T Construction Keyed Huantity of doars to create |3_

| Skip | Save | Done | F.eping >

The Door Details form provides everything you need to maintain the door information.

In this example we will number the entrance door: A, and because we have requested that 3
doors are created, Key Mastery will also create doors B and C. Note that “A” was placed last in
the Description field. This enables Key Mastery to automatically increment the last character for
the next 2 doors.

To create a maintenance key to open all 3 entries click the v Assignakey? = option. This will
create a maintenance key, and key it to all 3 doors.

Click on the KD (Keyed to Differ) button to toggle it to KA (Keyed Alike)
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Eep Mo iKﬁ"-E Iigjl__:j Head Eu:ulu:uur; ';

Key Sbove ;EMK ;Grand Master Key IE

Type in the key number required. In this example it is called KAE.

If you enter text into the key number field and then click the search drop down button, a list
all of the existing keys containing that text is displayed.

Ei The drop down button will list all the existing keys.
If your new key will have a head colour, then you can specify it at this stage.
Choose the GMK as the Key Above.

" Construction Keyed . |f this option were set, then all construction keys would also be automatically
keyed to this door.

Now press | Impoit/éddlocks. | which will take you to the lock details form.

Key Mastery allows you to maintain a Global database of locks which can be chosen for each
project. Each project has its own list of locks, these can be chosen for each door. The Project
locks can me maintained independently to the Global locks. Although you may only be
supplying cylinders for the project, it is handy to know what lock is on each door for future
servicing. As you will see later when we place an order, you can specify that only the cylinder
will be supplied.

i, Lock Details. ..

Project Locks

1 Part Mo D ezcription Tranzfer =3 | | Part Mo
BRASC

22250 Martice Lock Add
5555C Entrance Set -
2345 2345 Padlock Edit

Delete

daal

K] O

= Lock Details [Global Lock]
Part Murnber Lack Description
[1115C {Mightlatch
E sternal Cylinder |nternal Cylinder
[1115C |

Done




At the top of the Lock Details form are the Global Locks and Project Locks. Entering locks in the
Global list will allow you to choose them in future projects. The buttons on this form are shared
between the two lists depending on which list is highlighted. This is also true for the lock details.
Transfer »» Copies the highlighted lock from Global to Project
<< Transfer Copies the highlighted lock from Project to Global

fld Adds a new lock to the chosen list

Edit Allows you to edit the highlighted lock

il

Delete Deletes the highlighted lock. Project locks assigned to a door cannot be deleted.

At this point, add the locks you require into the Global list and copy them into the Project list.

d

Done Will return you to the Door Details form.

Now you can choose the lock for the new doors.

2225C
EESSE
S Will create the new doors as well as our new KAE key and the form will be ready

to enter additional doors.

Adding Individual doors

You are now ready to add your individual doors.

. BLOCK A - Door Details. ..

Cioor Ma. Stamp Lock Part Ma. Current Eeying:
|m |
. ME 2,

Dezcription 22250 X
IBIl:u:k & Apartment 1
7| Assian & Key? KewedtoDiffer |  Import/Add Locks.. |

Eey Ma I-"—"-T Iﬂu Head I:l:ull:nurl "'I

K.ey Above IMK A II'--1 azter Block A |E|

[ Construction Keyed Quantity of doors bo create ; |2|:|

| Skip | Save | Done | F.eping >
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Enter your individual doors as per the above example ensuring:

(Keyed Alike) has been toggled back to KD (Keyed to Differ) if this is applicable.

ey Above ;MK B ;M azter Block A Izi

The Key Above has been set to the applicable Group Master and the number of doors to create
is set to the number of individual doors you require.

You also have the option of adding any additional keys to your door by clicking Keying >> |

. Door Keying. _.

Current K.eying: Select additional keys to add:
k.ey D escription. =-MASTERS [FR]
Kep Above MK A (Z0 | R
kK. A F.ep Abowve Al P
Al Automahically added for door POMEB b4 azter Block B
=2 L MEC b azter Block C
i KAE Black &
- BLOCK B [FR]
-~ BLOCE. C [FR]
i [GROUPS)

[ 3]

| Done i

To add a key simply highlight the key listed on the right and click | ««

To remove a current key simply highlight the key and click | :z

Once you have added or removed your keys click | Done %

Then click | =save |

Once you have saved your door Key Mastery will automatically display the next door in
sequence.

To exit without creating any additional doors click | Done |

To add the displayed door click | save |

To skip over the displayed door without saving it click |  =kie
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Doors

Area T Dioor T Keving T Histary )

BLOCE. C

Block & Apartment B

Block & Apartment 7

Block & Apartment 8

Block & Apartment 9

Block & Apartment 10
Block & Apartment 11
Block & Apartment 12
Block & Apartment 13
Block & Apartment 14
Block & Apartment 15
Block & Apartment 16
Block & Apartment 17
Block & Apartment 18
Block & Apartment 19
Block & Apartment 20

Klj

B EExaEE= E

Al
M arne Prafile
[BLOCK B |FH =]
= F F =

Now choose the next heading and follow the same procedures to create their doors and keys.

BLOCK &

Block &
El ||:||::l:1_ El

Block C

Block & Apartrent 1
Block & Apartrment 2
Block & Apartrent 3
Block & Apartrment 4
Block & Apartment 5
Block & Apartment &
Block & Apartment 7
Block & Apartment 8
Block & Apartment 3
Block & Apartment 10
Block & Apartment 11
Block & Apartment 12
Block & Apartment 13

[JA)

- Because in this example we created our entrance
doors in one go, the doors B and C were placed
under the BLOCK A heading. To move them into
the correct position, use the following steps.

Right click on door B to tag it as shown.

Simply type”B1” which activates the FIND feature,
and takes you to the B1 door.

[[== Click the move button to place the B door
‘E before the B1 door.

The same would need to be done with the C door,
=] placing before the C1 door.
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10.2Door

You may notice that when you are clicked on a Door the tab changes from the Area tab to the
Door tab. The Door tab displays all of the properties you have entered for the highlighted door.

Doors Brea | Door T Eeving T Hiztary

g BLOCK A [l] -

Door Mo, Stamp

----- A1 Block & Apartment 1

----- a2 Block & Apartrnent 2 Description

----- A3 Block & Apartment 3

----- A4 Block & Apartment 4

----- A5 Block & Apartrnent 5 - Door Lack

_____ AR Block & Apartment B Part Murber Lack Description

..... AT Black & &partment 7 I |k Mo

""" A8 Block A Apartment 5 External Cylinder Internal Cylinder

----- A9 Block & Apartment 9 T

----- A10 Block & Apartrent 10

----- A1 Block & Apartment 11

----- A12 Block & Apartrent 12 @g‘

----- A13 Block & Apartrent 13

----- A14 Block & Apartrent 14 % e
1 ] I- \: =

You also have additional options as listed below.

10.2.1 Insert door

Insert door before the selected door.

—

100
1|jr:|1]

10.2.2 Add door

Add a door at the end of the current heading. This button behaves exactly the same
as the Add Doors button explained above in the Headings Area

+
[

10.2.3 Edit door

Edit the highlighted door.

10.2.4 Delete door

Delete the highlighted door.

s

47



10.2.5Insert heading

Insert a heading above the highlighted door.

10.3Keying

The Keying tab displays the keying for the

Lo . Area Doar Keying Histary
highlighted door as displayed below. T T T
F.ey Humber | Description Colour (b
GhdE. Grand b azter 1
K. A, b azter Block A 2
A1 Block A Apartment 1 2
10.4History
The History tab displays the order history e e
for the highlighted door. = = z
13/09/2000 (w1 123 123
CYLIMDERS SUPFLIED Froceszed By: Mark Obara

Keving: GRE ME A Al
.............................................................. Signatonies: Mindy Bloye
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Section 11 - Keying Chart

Al Headings j‘E’ \%’@"ﬁ, \%’ [o =]

[

The Keying Chart is a powerful tool for selecting which key should work which door. In addition
to the tool bar, other options can be activate by Right Clicking on the appropriate area.

At the top of the form you can choose individual Area Headings or all headings. To alter the
current view click the drop down list and choose the option you require.

To add additional keys or groups to the chart, Right Click on the keys at the top of the chart.

Add Keylz] To Top
Remowve Key From Top
Select Colurnn

Clear Colurn

Cancel
LJ
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A small menu will appear with various options.
Add Keyls] Ta Top Choose Add Key To Top to add your keys or groups.

A full list of all keys not currently at the top

Select key to add to top )
of the chart will appear.

C18 Block C Apartmet 13 =]
C19 Block C Apartment 19 :
con Bfﬂcck C fpa;r:::m 20 Type “G” to find your key GROUPs or scroll
GROUPS A[] through the list to find the keys you wish to
GROUPE B[] add.
GROUPC C[] j

=!I Then click Add

Kl ]

Al Headings

) lefe] ) | &) B=]

all [

‘E_ Before you can select any key to operate a door, you must activate the selection option.

You are then able to click on the square to activate the keying to the associated door.
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All Headings

e B8] 6]

Key Mastery finds the most efficient way to represent the Keying Chart. As shown in our
example the next time the chart is viewed it will appear with the KAE key at the top.

[BLoCK & A) =1 (3] ollo] e ] (2] [+ =

GROUPA
Al
A2
A2
Ad
Ab

There are additional buttons for altering the keying chart as follows.

‘E_ Edit Keying Chart.
Enables you to click on the keying chart with the mouse to add or delete keying.

@ Reduce Headings.
- Reduces the headings at the top to view only the bulleted headings.

‘E_ Move all KA/KD keys to top.
Displays all KA/KD keys at the top of the keying chart.

@_ Move all keys to top.
Displays all key at the top of the keying chart.

@_ Print Keying Chart.
Displays the keying chart print options.

Chart bullet types

Displays the options available for bullet types. By selecting a new bullet type all of the
existing bullets will be changed to the new bullet type.
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The following report is produced by selecting all of the ticked options. You can customise you
report as you require it.

Keying Chart Print Options. . The|___Chang= | button will allow you to alter
"'DDD[ Eu:ulumns... ................... FI:Ir'It... .................................. the font On your Chart
[ Description ABCdaf
[~ Stamp . .
Ch
I Lock Part No. | ange__| The |_SaveésDefaut | button will save your print

options as the default options for future reports.

[ Lock Description
[ External Cylinder E Orne column E

Ikter . y . : .
= Ihte ™ Column Line The|  Fiirt button will print preview your
"-rlgey Colurnns... ——— i O e report. The standard options from the print
Top key Description . ; ; ;
P~ EstiE I Shading preview screen will then be available.
[T E&4D Description .
™ Print Header
— Orientation .
: Save bz Bitmap
@& O Porbai The | button allows you to save the
(' Landscape | SavessDefaul | Keying chart as a bitmap (.bmp) file to disk or
: . your hard drive.
Prirt Save Az Bitmap Cancel
The| Eancel | putton will cancel out of the
keying chart print options.
Ed
=
[
o
m
afm|o 5
b Y
AEEEE
HEEER
=R
IR RA R R
s 222 &
MEIGEIEM
. . Flxzl=l=]|x
Door Hao Description Stamp  |Lock Lock Desc E: Cylinder OE|E|E| = KAk D Desc.
A Blodk A Sr0SC  |Lockwood hortice Lok [Brosc LR ® GROUPA A0
A1 Blodke A Apartment 1 5305C [Lockwood Entrance Set |E0sc LA L% Blozk Afpart ment 1
A2 Block A Apartmentz 5305C  [Lockwood Entrance Set [pa0sc LAR 2 Elozk AApart ment 2
A3 Block A Apartment3 5305C [Lockwood Entrance Set |a0sc LAR L] Elock AApart ment 3
A Blode A Apartment< 5305C [Lockwood Entrance Set |E0sc LA A EBloczk AApart ment 4
(A5 Blodks A Apartments S305C [Lockwood Entrance Set E0sc LA Latal Block Afpart ment S
A5 Blodk & Apartments 5305C [Lockwood Entrance Set |a0sc LAL A5 Elock AApart mert B
AT Blod: A Apartment7 G050 Lodkwood Entrance Set B30sEC LA AT Block Afpat ment 7
A Blodke A Apartments 53050 [Lockwood Entrance Set E0sEc LA Lt Blozk Afpart ment 2
A8 Blodk A Apartments 5305C [Lockwood Entrance Set |pa0sc LAL L2k EBloczk AApart ment 9
A0 Blod: A Apartment 10 SE3050C Lockwood Entrance Set B30sEc LA A0 Block A Apart ment 10
A1 Blodke A Apartment 11 53050 [Lockwood Entrance Set E0sEc LA A1 Blozk Afpart ment 11
A2 Block A Apartment 12 S305C  [Lockwood Entrance Set fpa0sc LR 2 Blozk Afpart mernt 12
e Blodd & Apartment 13 53050 [Lockwood Entrance Set pE0sc - . LaN ] Block A Apart mernt 13
yES Block A Apartmeant 14 S305C  |Lockwood Entrance Set pE0sc LAk A Eloczk Afp=rt ment 14
A5 Block A Apartment 15 S5305C  [Lockwood Entrance Set [Ea0sc LR A5 Blozk Afpart mert 15
&G Block A Apartment 16 S5305C  [Lockwood Entrance Set [Ea0sc LA LN - Blozk Afpart mert 16
AT Block A Apartment 17 S305C  |Lockwood Entrance Set pE0sc LAk A7 Eloczk Afp=rt ment 17
A1 Block A Apartmeant 12 5305C |Lockwood Entrance Set [Ea0sc LAk LN Elozk Afpart mert 13
A13 Block A Apartment 19 S5305C  [Lockwood Entrance Set [Ea0sc LA LN ] Blozk Afpart mert 13
el Block & Apartment20 5305C  [Lockwood Entrance Set |E0sc LA el Blozk Afpart mert 20
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Section 12 - Code Design

See the attached Design Module booklets for the relevant design modules you are using.
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Section 13 - Order Processing

Keys 3/ Dioorz T Process }/ Hiztary
i.-'l‘-.ll k.ey Headings __‘_':j
0 11819
Mk A Maszter Block A 1]
Mk B Maszter Block B 1] 4 B
Mk C Maszter Block C 1]
FAE M aintenance Key ] 1 > 3
A1 Block & Apartment 1 ]
a2 Block & &partment 2 ]
A3 Block & Apartment 3 0 0
o4 Block & Apartment 4 ]
A5 Block & Apartrment 5 1] = =l =
46 Black £ Apartment § 0 | |[mE |
oy Block & Apartment 7 ]
45 Block & Apartment 5 0 =1

Assume your client needs 3 GMK’s, 4 of each master, 12 Maintenance keys and 2 of each
apartment key.

To the right of the key list is a number pad. If you prefer using the mouse, you can simply click
on the number required for the highlighted key. As the GMK is highlighted, click on the
number| 3 |

If you prefer to type in the quantity, you can simply use the number pad on your keyboard.
Press 4 three times to order your masters.

Note: The numbers running along the top of your keyboard are used to find key numbers, while
the numbers on the keyboard number pad are used for placing the order. This makes the
ordering of individual keys quick and easy.

It is not often that you would need to order more than 9 copies of any key as required with the
KAE Maintenance Key in the example. In this case you can simply press <Enter> which allows
you to type in larger quantities. As an alternative, you can click on the edit button:| £

You also have a duplicate button which is useful for duplicating down the list with 2 digit
number key orders. —
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When you need to order the same quantity for all keys, as the example requires with each
apartment key, you can highlight all keys down by clicking:

You can now click on the button which will enter a 2 for all keys in the order column.

Your key order is now complete, and you can continue on to the door order by clicking on the
Doors tab.

Eeys T Doors T Frocess T Hiztony ]
I.-'l‘-.ll Door Areas j —t
' i L ' - | Lock I
Fil Block &
A1 Block & Apartment 1 0 | Cylinderls) |
A2 Block & Apartment 2 1] | Extemal Cyl I
83 Block & Apartment 3 ]
A4 Block & Apartment 4 0 | IntemaiCy |
A5 Block & Apartment 5 1] | Plug / Core I
fixss Block & Apartment & ]
A7 Block & Apartment 7 0 | Hetey |
AR Block & Apartment 8 1] | Clear I
ik} Block & Apartment 9 ]
A0 Black A Apartment 10 0
A11 Block & Apartment 11 ]
A2 Black A Apartment 12 0 =1
E" Lock: 570SC . Cylz: Ext: 5Y05C
Lockwood Martice Lock I it

When ordering doors, Key Mastery allows you to specify what will be supplied for each door. To
the right of the door list are buttons for all the possibilities.

To place an order, simply click the required option of Lock, Cylinder, External Cyl, Internal
Cyl, Plug/Core or Re-Key.

If all doors require the same, cIiCk and then click the required option eg: | Cyinder(s) |

The | Clear | button will clear the orders from the highlighted doors.
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Once you have completed your doors orders click on the [ Process ]tab.

Eeps T Doars T Process T History ]
Authority
Drate Job Mumber Clignt Order Murnber Processed By
[leroo0 )] | [Mindy Blope

Detail: 2 signatonies are required. 0 have been detected.

| Add Signatony I

Print
I Full Repart j %

[T Mew Page
V¥ lzzue Mo's
¥ Client Marme
[ Confirnation

Update and Clear

=n

K.ep Mastery Export T Machine Text Export

1z[T
HEE

to file ZID:'\KM.-’-'-.STE”E'%.JEIBS'\ E

To process the order, type in the relevant Authority information.

Autharity
Drate Job Mumber Client Order Murnber Proceszed By

[lenoa ] | Mindy Bloye

Detailz 2 zignataries are required. 2 have been detected.

ISignatDries:Mark Ohara, Mindy Blaye Add Signatory I

The Details box will display how many signatories are required and if they have been detected.

Click the || &ddSianatary | button and Mindy Bloye
. " . . D aniel Sjoberg
a list of the system Signatories will  H{izk obara

be displayed.

Click on the relevant signatory and
then click

Chooze

If you have not entered a Job Number, Authority Number and a Signatory you will not be
permitted to complete the order.

Print the required reports.
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A Full Report will give you an “Order Summary” report, a “Key Order Confirmation” and a “Door

Order Confirmation”

|Job#: 123 | C12: Demo Apartments | Order#: 123 |
Order Summary
KEY BLANKS Profile Qty Key Heads Colour Qty
JA 129 129
TOTAL 129 TOTAL 129
SUPPLY CYLINDERS ONLY Cylinder Profile Qty
2225C JA 3
5555C JA 60
TOTAL 63
[CYLINDERS TO BE KEYED [ GRAND TOTAL| 63 |

| Job#: 123 | C12: Demo Apartments | Order#: 123 |
Key Order Confirmation |
Profile: JA | MASTERS |
Stamped Description Colour Gty Issues Confirm
GMK Grand Master 1 1101
MK A Master Block A 2 1to2
MK B Master Block B 2 1to 2
MK C Master Block T 2 1t02
KAE Entranca Daor Block A 2 1to 2
Job#: 123 C12: Demo Apartments Order#: 123
Profile: JA BLOCK A
Stamped Description Colour Qty Issues Confirm
Al Biock & Apartment 1 2 1ta 2
AZ Block & Apartment 2 2 1to 2
A3 Biock A Apartment 3 2 1to 2
Ad Bilock A Aparfment 4 2 1to 2
AL Block & Apartment 5 2 Tto2
| Job#: 123 | C12: Demo Apartments | Order#: 123 |
Door Order Confirmation |
Profile: JA |BLOCK A [
Door [STAMPED] Lock Details Keying Confirm
A Black A S hdk
22250C Mortice Lock | MK A
Cvlinders Qty: 1| E: 2228C KAE
GROUFA
A1l Block A Apariment 1 G hlke
5555C Enfrance Sef | MK A
Cylinders Qty: 1 | E: 5658C A1
A2 Black A Aparfment 2 Gk
5555C Enfrance Sef | MK A
Cylinders Qty: 1 |E: 5558C AT
A3 Black A Aparfment 3 Gk
5555C Enfrance Sef | MK A
Cylinders Qty: 1 |E: 5568C A3
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Once you have viewed or printed your reports ensuring that all is correct, click: -

Update and Clear This will update the history with all necessary information and clear
% the order, allowing you to process another order at a future date.

Your new key system is complete and you can now close the file to save all changes.

Key Mastery is now ready for you to create or service another key system.
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