Making Kevcards

A) Making User Keys

Click on the Keys tab and the following screen will appear:

Guest keys, Master keys, SPK and PPK keys can be made by clicking on the Make
User Keys tfunction box.
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Clicking on the arrow down tab under Key Group, pulls down a list of all the
difterent level keycards. Select the level key to make, and click on it.
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The arrow down tab under Key Function pulls down a list of key functions. Make
Standard Key 1xthe option that needs to be selected for processing all level keys.

Select Key To Make
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To select a room number, click in the empty box and type the room number, or
scroll down to find the desired room number and click on it.
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Select Key To Make
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After selecting a rooprhumber, the option of inputting the name of thé~person the
key will be 1ssyed'to, can be done by clicking in the desired box. The Check Out
and Key Expiration boxes will also appear. Changing the date and time can be
done by clicking in the desired box. Using the arrow down button will bring up a
calendar also allowing specific dates to be selected.

The location of which encoder the key 1s to be made at can be selected by clicking
on the box next to the Encoder Statlon The followmg screen allows the user to
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Additional Information Screen
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At this screen information such as the name of person being issued the key, 1f the
key will open the door, key check out, and expiration can be entered.
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The scregh above will only appear if pdss numbers are assigned in the property
design,Pass numbers which allgwaccess to specific areas, can be selected under
selectable pass numbers, thi§ allows the person using this key access to the areas
selected. By selecting yes to ““‘will all of the keys have the same pass numbers
assigned,” any key made during the transaction would have the same pass numbers
included.
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Additional Information Screen When Making Master Keys

Additional Information

07,204 20

At this screen, the name of the employee, key expiration, shift timessand invalid
days can be entered if desired. Make any changes desired then click Make Key to

continue. This will bring up the “make a key” screen shown below. At this screen,
one or more keys can be encoded.

When finished making the desired number of keys, click cancel.
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{5elect Key To Make T

MAKE STANDARD KEY |

replace. If making additional copies click additional duplicate keys. Click Neéxt to
continue the transaction.
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