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INTRODUCTION

Welcome to HandyTrac Key Control for Windows. This software was designed using all of the standard
windows controls to make using this program as simple as possible. It isan easy and reliable way to perform
thefollowing:

* Tracks, controls, reports key usage by who, why, when and where
* Supplies detailed activity status for non returned key sets

* Accessto keysimmediately, viatouch pad

* Limits access to authorized persons

* Generates management reports for audit and legal purposes

* Password security for all menu options

* Stores key usage history by employee and location

All of the key control information is easily entered and accessed at your computer, and downloaded to the
Key Cabinet Touch Pad at the touch of a button. Your system has been delivered with software and data
loaded.

Thisguideisdivided into two sections. The Windows User's Guide will guide you through the activities
performed in the Windows program on the computer. The Data L og Section will guide you through the
activities performed on the Data L og at the Key Cabinet.
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Overview

Experienced Windows userswill no doubt recognize many of the buttonsand commandsin thisprogram. Those
who arealittlelessexperienced will pick it up with very littleeffort.

Navigation Buttons: Theseare used to movethroughalist quickly and easily. Click onFirsttogotothefirst
recordinalist. Last takesyoutothelast record. Next or Previous movesyou forward or backward onerecord at

atime. o ,
Pointing your mouse arrow at any button will reveal a
"Tool Tip" to describe what that button does.
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Hot Keys: If you prefer to usethe key board instead of the mouse, you can select buttons by holding theALT key
and pressing theunderlined | etter onthe button label. Then pressenter to "push” the button. For example: to press
the Previous Button, hold ALT, press P, then press Enter.

Tab or mouse click to movethrough thefieldsand typein the appropriateinformation as needed.

IMPORTANT:
Any changes made on the computer WILL NOT bereflected at the Touch Pad until the End of Period functionis

performed. For exampleif you change akey tag you must do the End of Period function before the touch pad will
recognizethe new tag.

Log In
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This program was installed on your C Drive. LY
Click on the Start Menu, Go to the Program € HandyTrac Systems, Inc.
Files Folder, Go to the Handy Trac Folder, ‘\KEH Control
and Click the HandyTrac ICON to start the — for Windows
program. In afew seconds, the introductory, '“HH
or "splash" screen will appear. .
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It will be replaced by theLog In screen. As
prompted, enter the Iagt 4 digits of your _badge #, then Barge Mo 154398
enter your PIN# and hit { ENTER} or click OK.

All badges start with 15, FIN )
enter the last 4 digits!
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Man Menu

From the Main Menu screen, you can access all of the system functions. Simply click on the function you
want, or use the Hot Key command to select the button and ENTER.

The remaining pages of thismanual will guide you through each function, one at atime.

You can access everything in
this system from this screen!
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Employees

Review, add or change employee information on this screen. You

i ,___"'__ s can easily scroll through the employee list using the First, Previous,
T Next, or Last buttons, or find a specific employee by using the find
- function and selecting the employee's name. Tab or mouse click
through the fields and type in the appropriate information. To add
an employee click the ADD button to obtain a blank record.
First Mame:
: Find
Last Mame: |Milhoan
SSN;
Badge Mo 154183 U |
ACCesS, Adrinistrator j
Hire Date:  (03/03/99 & Active: ¥
First Previous Mest Last
Add Close

SSN - Any combination of 9digitswill do, but they
must be uniqueto that employee and there must be 9
digits

BADGE - Enter the number on the employee badge.

PIN - Enter aunique4 digit PIN #- Can't be
sequentid.

ACCESS- Thereare 3 levelsof accesslisted onthe
pull downlist. Select theright onebased uponthe
following criteria

Adminigtrator: Canperformal functions.

Supervisor : Cannot accessthe property screen, print a
key map, or change an employee'saccessleve.

User: Canonly usethe Key Accessscreento pull keys.
(To be used ONLY in the event of a Data Log

malfunction emergency.)

HIRE DATE - Thisfield will automatically default tothe
date the new record was opened.

ACTIVE/INACTIVE - Click thisbox off to changean
employegsstatusto I nactivewhen an employeeis
terminated or resigns. Theinactive datewill appear.
Thispreventsthat employeefrom accessing thispro-
gram on the computer, and will also prevent accessto
thetouch pad oncethe End of Period functionisper-
formed. NOTE: You cannot delete employees... you
can only make theminactive. Thisisso you can still
go back and pull reports on the activities of former
employees.



K eyset

Review, add or change keys and tags on this screen. Scroll
through the list using the First, Previous, Next, or Last buttons.
The DELETE button will delete the tag displayed at thetime. The
ADD button will create ablank record. Enter the unit number and
the tag number in the appropriate fields, and save your changes
before proceeding.

To find a specific key tag, select the FIND button ~ Toreplaceakey tag, selecttheREPLACE TAG

and select the unit number from the drop down list. ~ function, enter theold tag number ontheleft... the
new tag number on theright, and click the REPLACE

TAG button. Usethisfunctionwhen atagislost or
damaged.



Graph
Thisfunction will produce avertical bar graph of the 10 most used
activities. Simply select the"from™ and "to" date ranges. Select
GRAPH IT to view the graph on the screen, or Print to print the
graph. CLOSE takes you back to the Main Menu. NOTE: The

system defaults to the first day of the month as "From" and today's
date as"To"

Plexge Select a Date Range
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To change the date ranges, click on the small The Graph function displays the 10 most often
arrow beside the date. The monthly calendar will accessed functions, from left to right in order of
appear. Simply click on the date you want. use frequency. Click onthe PRINT button to print
NOTE: you can move forward or backward one the graph.

month at atime by clicking on the small arrows on
the upper right and left of the calendar... OR, you
can click on the month at the top and select a
month from thelist, OR click on the year to reveal
up and down arrows to move forward or back a
full year at atime.



Activities
Activities #10 through #99 can be customized to suit the
needs of your property. (#1 through #9 are locked system

functions) The system comeswith the most commonly used
activitiesprogrammed in.

Click onthearrow besidethe activity number to select the activity number you want to customize. Typethe
activity description inthe description window. Saveyour changes. NOTE: Activity numberswith an aster-
isk* beside them already have a description attached. You may change the existing description, or add on

to an unused number. Only activities with a description and asterisk will appear on the Activities List
Report. To print a "New Activities Sheet" once changes have been made, turn to the "Reporting
Function" on page 13.



Communications

The Communicationsfunction will
rarely beused. Thisiswherethe
settings for communi cating between
the Touch Pad and your computer If your system was set up for remote

are determined. 1t was set up communication theinformation will appear here.
correctly when your system was
installed. Changingit will effect the
way your system operates. We
recommend against it!

It's not a good idea to
change either of these
screens!

The Property was aso set up correctly
when your system wasinstalled. You
will needto accessit only if the name of
your property ischanged or to back up
the system. Werecommend that you
back up the system daily. To back up the
systeminsert disk and press"Backup
Database”.
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Key Access

Thisscreenisvery rarely used. Itisan emergency back up proce-
dure in the event of a problem with the DataLog. It isamanual
method for recording key use.

NOTE: All keys checked using this method will appear as an
exception on thereports as a PC Key Pull.

Enter the unit number and pressreturn. The screen will reveal the location of the key.
Click OUT to return to the main menu.

Remember to scan all
your keys back in
after the Data Log
problem is resolved!




End of Period (EOP)

The End of Period (EOP) function performs several important
tasks ssmultaneously. When you run the EOP, your computer
communicates with the touch pad. It retrievesall of the activity
information from the Data L og and updates the computer data
base. It also sends updated system information such as employee
status and key tag changes to the Data L og.

IMPORTANT: Changes made at the computer will not take effect at the
/ Datal oguntil theEOPisrun. For Example, assumean employeeis
terminated under suspiciouscircumstancesand you want toimmediately
remove hig’her accessto keys. Youmust 1) usethe employee screento
changethe employeesstatusto "Inactive" AND 2) runthe EOPprocedure
to send that status changeto the DataL og.

11
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Reports

There are 9 different report types available. Some reports require
the user to define criteria such as the date ranges and the specific
information to beincluded. Some have aready established criteria
and will run simply by accessing the appropriate report button.

The check boxes on the
Employee List and the
Report By Employee lets
you choose between active
and inactive employees.
Click it off to print
inactive employee info.

Prl ntl ng Pri{ Export Zoom
Reports

In all cases, the report will appear on
the screen for previewing prior to
printing. You can zoom in our out

using the Zoom feature at the top of the — Rt
screen, and scroll through multiple page
Lt TT] [rree—y A L

reports using the page selector at the
bottom of the screen. Once the report is
run, click the print Icon in the upper left
corner of the screen to print the report.
The Export function is an advanced
activity used to export the datain
different formats to other programs.
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Automatic
Reports

Employee
List

i dpnaimenis

If you left the check box on, it AMIFYIFAL HEY COMPRIR IMPLOVIE LISTBG O 1840204599

printsalist of all currently - S A e P
active emp| oyees. If you frass. . 5L 7 EF T T T T 11T T I
clicked it off, it printsinactive oD v oo S S o
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employees.

Activity
List

T, . Printsalist of all activity codes

i Colags il i and their description. Post an

o R activity list near the key cabinet
m o ok for employeereference when
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Automatic

I — | Reports
|

Key Map

Printsalist of all unit numbers,
hook numbers and key tag
numbers. Thisreportisan
important part of your emer-
gency back up procedures. It

KeyMap: Confidential
Heep In BAFE Or Oiher SECURE Place

mus be kmt up tO da[e. Pn nt L A BT AR o Feg s s weet Tige =5 vissawn
. . . Lirw Pk imen Ty T Tag T Tag T
thislist every timeyou make r W . d
changes to key tags or loca- ' i :
tions. — '
i i . i E DL I
It is essential to the security x T L -
of your system that the Key o L
Map be kept in a secure loca- u g 1
tion such as the safe! / L] 2 A :
— a1 | mm || Gr I o f
HARISTRAL HEY CONTTROL PEPCHT 08 LSk i) ]
THESE REYY &SF IR
T e Sl el e Printsalist of all keys checked
S b f i BT v [RRET ] .
i, s in i I 11 0E8 = out of the Syg:em at thetime the
Y i | it ixa report is run.
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Criteria Sensitive
Reports

These reports require the user to determine the
information to beincluded in the report. When
accessing one of these reports, adialog box will
appear. Set the criteria before running the report.

Printsalist of errorsand procedural violations
within the date ranges defined in the dial og box.

1 r—gr—
e Bl v o vy e W e o ]

Printsalist of all transactions within the date
ranges defined in the dialog box.

T A
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Criteria Sensitive
Reports

Report by Unit

Set thedate ranges at the top. Select the Unitsto beincluded by clicking in the check boxes besidethe desired
units. When all the desired unitsare checked, click the M ove button to movethemtothelist ontheright. Re-

+ moveunitsfromthelist by reversing the processand
clicking the Removebutton. Click OK torunthereport.
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Report by Employee

Set thedate ranges at the top. Sel ect the employeesto beincluded by clicking in the check boxesbesidethe
desired employees. When al| thedesired Employeesare selected, click the Move button to movethemto thelist on
theright. Remove Employeesfromthelist by reversing the processand clicking the REM OV E button. Click OK

- - torunthereport.
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Criteria Sengitive

Reports

0 00000000000
9-0-0.0-0 0.0.0.0-0.0-0

Report by Activity
Set the dateranges at thetop. Select theActivitiesto beincluded by clickingin the check boxesbesidethe

desired activities. When all thedesired Activitiesare selected, click the M ove button to movethemtothelist on
theright. RemoveActivitiesfromthelist by reversing the processand clicking the Remove button. Click OK to

I Seboct 4 Ditue From |

runthereport.
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Exception Codes

All of the CriteriaSenditive Reportswill display acolumnfor "Exceptions’. When the ExceptionsColumnis
blank, it meansthat transaction was completed properly. A letter inthe Exceptions Column meanstherewasan
error or "exception" to the correct procedure.

Code: Meaning:

C- Clear Pressed: Employee pressed clear to change activity before completing the transaction.
D- AccessDenied: Employeewho hasbeen locked out of the system tried to gain access.

E- Invalid Employee: Aninvalid badge number was scanned or entered manually.

M- NoBadge: Employeeentered the badge number manually instead of scanning the badge.

N- Key Set To M anager : A damaged or invalid key tag was scanned.

O- Out Pressed: Employeepressed "out™ to exit the system before compl eting the transaction.
P- Third Incorrect PIN: Employeeentered thewrong PIN# 3 timesand waslocked out of system.
T- Timed Out: Employeedid not press”out"” to exit the system.

W- Incorrect PIN: Employee entered thewrong PIN#.

Y- No Scan: Employee pulled akey but did not scan the key tag.

Z- PC K ey Pull: Thetransaction was performed on the PC instead of onthe Datal og.

Employees who frequently make errors or fail to follow procedures should be counseled and trained on
proper system procedures.
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Troubleshooting

1) During EOP Procedure- "Unableto connect to touch pad” Error message
Solution- Check the red communi cations cabl e connections at the back of your computer and at the touch pad.
Make suredl other Window's applications are shut down and thetool bar isclear.

2) Some of themain menu function buttonsaregray and won't work.
Solution - These buttons are disabled based upon the access status of the user. Check with your system administra-
tor.

3) Activity Codesnot onthe activelist appear on thereports
Solution - User error. Theuser salected an inactive code, remind them to be more careful .

4) "Not enough datato Graph" Error message
Solution - Check the date rangesto make surethey are set correctly.

5) "You must pick the (Units/empl oyees/activities) you want includedin thereport" Error message.
Solution - After Selecting thereport criteriaclick MOV E to add them to thereport list.

6. How do | get technical support?
Thereisno chargefor upto 5 hoursof telephonetech support whileyour systemisstill under warranty (1 year),
and extended warrantiesare available. After your warranty hasexpired, therewill beachargefor tech support.

Call HandyTrac for moreinformation: 1' 888' 458' 9994 (toll free)

Don"t Worry... Be Happy!
I've got all the answers

18



HandyTrac License Agreement
This license agreement is your proof of license.
Please treat it as valuable property.
END USER LICENSE AGREEMENT
TERMS AND CONDITIONS

LICENSEE ACKNOWLEDGES THAT LICENSEE HAS READ THIS AGREEMENT, INCLUDING ALL PRINTED LANGUAGE, UNDERSTANDS
IT, AND AGREES TO BE BOUND BY ITS TERMS AND FURTHER AGREES THAT THIS AGREEMENT IS THE COMPLETE AND EXCLUSIVE
STATEMENT OF THE AGREEMENT BETWEEN THE PARTIES, WHICH SUPERSEDES ALL PROPOSALS, ORAL OR WRITTEN, AND ALL
OTHER COMMUNICATIONS BETWEEN THE PARTIES RELATING TO THE SUBJECT MATTER OF THE AGREEMENT.
License Grant. Subject to the terms and conditions of this Agreement, HandyTrac Systems, Inc. (Licensor) hereby grants to Licensee, and Licensee
accepts, a personal, nonexclusive and nontransferable license to install, operate, use and display one copy of Licensor’s “HandyTrac Key Control for
Windows” computer software program (Software) in object code form only, together with the accompanying user documentation, on a single computer
of which Licensee is the primary user. Neither concurrent use on two or more computers nor use in a local area or other network is permitted without
separate authorization by Licensor. Customer may make one copy of the Software for backup purposes; provided that such copy must include
Licensor’s copyright and other proprietary notices. Customer may not assign, sublicense, transfer, pledge, lease, rent or share its rights under this
license. Customer agrees that except as authorized under this paragraph, it will not copy, reverse assemble, reverse compile or otherwise translate the
Software or permit others to do so.
Proprietary Rights of Licensor. Licensee agrees that all right, title, and interest in and to the Software and all of the documentation and computer
recorded data related thereto, including associated intellectual property rights, are and shall remain with Licensor. Licensor logo, product names,
software, manuals, documentation and support materials are either patented, copyrighted, trademarked, constitute trade secrets of Licensor, or are
otherwise proprietary to Licensor. Licensee agrees not to remove any such notices and product identification. Licensee also agrees that all techniques,
algorithms and processes contained in the Software or any modification or extraction thereof constitute trade secrets of Licensor and will be safe-
guarded by Licensee. Except as expressly provided in this Agreement, Licensee shall not copy, reproduce, re-manufacture or in any way duplicate all
or any part of the Software or any documentation or any other material provided by Licensor. Licensee shall take all reasonable precautions, which will
be atleast equal to those precautions that Licensee takes to protect its own valuable and proprietary information, to prevent persons who are not acting
under Licensee’s authorization or control from obtaining access to or use of the Software.
Transfer of License. Licensee may transfer the Software and documentation and Licensee’s rights under this Agreement to any successor to its
business operations (Transferee) so long as the Transferee agrees in writing to be bound by all of the provisions of this Agreement applicable to
Licensee and Licensee transfers all copies of the Software and documentation to the Transferee without retaining any copies thereof.
Limited Warranty. THE FOLLOWING WARRANTY IS IN LIEU OF ALL OTHER WARRANTIES, EXPRESS OR IMPLIED, INCLUDING BUT NOT
LIMITED TOANY IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR APARTICULAR PURPOSE. Licensor warrants that all
media containing the Software and furnished by Licensor will be free from defects in materials or workmanship. Licensor will replace any such Licensor
furnished media found to be thus defective, provided such defect is found within ninety (90) days of purchase by Licensee and reported in writing to
Licensor within five days of the end of such 90-day period. The foregoing remedy is Licensor’s entire liability and Licensee’s exclusive remedy for
breach of the limited warranty set forth above. EXCEPT AS EXPRESSLY SET FORTH IN THIS PARAGRAPH D, LICENSEE ACCEPTS THE
SOFTWARE “AS IS” AND “WITH ALL FAULTS”. LICENSOR MAKES NO EXPRESS OR IMPLIED WARRANTY OF ANY KIND WITH REGARD
TO THE PERFORMANCE OF THE SOFTWARE OR ACCURACY OF THE RESULTS OBTAINED FROM THE SOFTWARE. LICENSOR DOES
NOT INSURE UNINTERRUPTED OPERATION OF THE SOFTWARE OR THAT THE SOFTWARE WILL MEET ANY PARTICULAR REQUIRE-
MENTS OF LICENSEE OR ANY OTHER PARTY. THE SOFTWARE FURNISHED UNDER THIS AGREEMENT IS PROVIDED WITHOUT ANY
EXPRESS OR IMPLIED WARRANTIES OR REPRESENTATIONS OF NONINFRINGEMENT. ltis the sole responsibility of the Licensee to evalu-
ate whether the Software is appropriate for his particular circumstances and to monitor continually the suitability of the programs. Licensor will not
honor any warranty where the Software has been modified by Licensee, used in a manner not contemplated by the documentation, subjected to physical
abuse or used in defective or non-compatible equipment. The Software provided by Licensor is intended for commercial use only.
Limitation of Liability. INNO EVENT WILL LICENSOR BE LIABLE TO LICENSEE ORANY OTHER PERSON FOR ANY DAMAGES, INCLUDING
ANY LOST PROFITS, LOST SAVINGS, LOSS OF USE OF THE SOFTWARE OR ANY ASSOCIATED SOFTWARE, COST OF CAPITAL, COST
OF SUBSTITUTE PRODUCTS, FACILITIES, SERVICES OR REPLACEMENT POWER, DOWNTIME COSTS, OR SPECIAL, INDIRECT, INCI-
DENTAL, PUNITIVE OR CONSEQUENTIAL DAMAGES, ARISING OUT OF THIS AGREEMENT OR THE USE OR INABILITY TO USE THE
SOFTWARE, EVEN IF LICENSOR HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, OR FOR ANY CLAIM BY ANY OTHER
PARTY. NOTWITHSTANDING THE FOREGOING, IN NO EVENT SHALL LICENSOR’S LIABILITY EXCEED THE AMOUNTS PAID BY LIC-
ENSEE FOR THE SOFTWARE WHICH GIVE RISE TO THE CLAIM.
Termination.
(i) Licensor may terminate this Agreement, and the license and rights granted herein, in the event Licensee breaches any term of this

Agreement and shall fail to cure such breach within ten (10) days after receiving written notice from Licensor;
(i) Licensee may terminate this Agreement upon thirty (30) days prior written notice to Licensor. However, in such event, Licensee will not

be due any refund of the license fees paid hereunder;
(iiiy  Upon any termination of this Agreement, Licensee shall immediately and permanently cease all use of the Software. Licensee shall

remove all Software from its computers and shall return all Software to Licensor (including all copies) within thirty (30) days after any

termination hereof, or provide a written statement certifying that all Software in its possession or under its control (including all copies)

has been destroyed,;
(iv) Termination of this Agreement shall not be the exclusive remedy available to Licensor in connection with any breach of this Agreement

and Licensor shall be entitled to exercise all remedies available at law or in equity;
(v) Termination of this Agreement shall not affect the covenants and obligations of the parties that, by their express terms, are intended to

apply upon or after termination, or any obligations that have accrued prior to the date of termination.
Injunctive Relief. Itis understood and agreed that, notwithstanding any other provisions of this Agreement, Licensor has the unequivocal right to obtain
timely injunctive relief to protect the property rights of Licensor, damages being an insufficient remedy of Licensor under such circumstances.
Export Restrictions. The Software originated within the United States and may be subject to certain export restrictions. Licensee will not cause or
knowingly allow the Software to be exported outside of the United States (or reexported if originally delivered outside of the United States), exceptin
compliance with all applicable laws, including United States Export Administration Regulations.
Governing Law. This Agreement will be interpreted, construed and enforced in accordance with the laws of the State of Florida, applied without giving
effect to any conflicts-of-law principles and regardless of where Licensee or its premises is located.
Miscellaneous. This Agreement may be amended only in writing and by mutual consent of the parties hereto. The failure of Licensor to strictly enforce
any rights set forth in this Agreement, or granted at law or in equity, shall in no way be construed to be a waiver of such right. The covenants and
agreements in this Agreement shall be construed as independent of one another. Any determination (judicial or otherwise) nullifying any clause or
provision herein shall not be deemed to nullify the balance of this Agreement, which shall remain in full force and effect.

HandyTrac Systems, Inc.
6620 Cortez Rd. West 19
Bradenton, FL 34210



ACTIVITY CODES

IN Return Key Set 25 Maintenance Punch Out
CLEAR ChangeActivity Code 30 Pest Control

02 Locate Hook for Key Set 31 Pest Control

03 Last Transaction 35 Utilities Gas

06 Audit KeysOut 36 Utilities: Electric

10 Show Unit 40 Media/Cable

1n Show Unit 50 Work Order

12 Show Unit 51 Work Order: HVAC

13 Show Unit 52 Work Order: Plumbing
14 Management I nspection 53 Work Order: Appliance
15 Owner Ingpection 54 Work Order: Electrical
16 Lender Inspection 55 Work Order: Carpentry
17 Safety Ingpection 56 Work Order: Interior
18 Resident Lock Out 57 Work Order: Paint

19 Resident Moveln 60 Security Check

20 Unit Lock Change 61 Utilities: Gas/Elec.

21 Turnkey 89 Preventative Mantenance
22 Paint Unit 90 Employeeln

23 CleanUnit 91 Employee Out

24 Carpet Unit 99 Exception

Using theK ey Control for Windows program, Activity Codes 10—98 may be customized,
and unassigned codesmay be assigned by user.

Don"t worry... I"ve
already programmed
these in!

@2000 HandyTrac Systems, Inc. Patent Pending
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