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Keys Manager

The Keys Manager allows you to track your keys assigned to your maintenance and operations staff.
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Add a Key to the Database Key ID Report

Assels lssue a Key Key Transactions Report

Altendance

Codes

Employees and Wendors

Event Scheduler

Inventory

Keys Manager
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Connected To Server: NIKE\SQL2004 Database: Msyracuse
Email TeamWORKS Support Today is Monday, September 12, 2011
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Forms
5 Ke =i 3
Hook ID |0-22 Key Information
Key Way B2
KeyID 0-22.1
Key Make |BEST
Location 22 IE'
Cylinder # 0-221
NSCSD, MO E'
Date Lock Installed SI26/12004
Room

Date Lock Changed
Hotes BEST 93K 7D L15625 53

Works with GrandMaster? D

Date Cut
lzsue This Key
Record: W 1 P H M i Mo Filte Search

Hook ID — enter the hook number for this key. This is usually found in a key cabinet.

Key ID - enter a unique key number for this key. You can only have 1 unique Key ID for any given
Hook ID.

Location — enter or select the location from this drop down list for which this key will open.
Room - if your path structure is not down to the room level, you can enter a Room Number here.
Notes — enter any generic notes regarding this key.

Date Cut — enter the date they key was cut.

Key Way — enter the type of plug the lock has for this key.

Key Make - enter the make of the key.

Cylinder # - enter the cylinder number for this key.

Date Lock Installed — enter the date the lock for this key was installed.

Date Lock Changed — enter the date the lock for this key was changed.

Works with Grandmaster? — check here if this is part of a grand master set.

Issue This Key button - click this button if you want to Issue this key to an employee. If the key has been
issued before, the system will notify you and ask you if you want to re-issue the key. Select Yes or No.
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You have already issued this key from this hook, Weould you like to issue it again?

ves || Mo

Selecting ‘Yes’ will bring up the Key Issuing Form ready to be assigned to an employee.

E

If§ Key Issuing

23

Issue To Employee |

Hook 1D |u_22

Key 1D |u-22.1

Date lssued |gr1zr2u11

Date Returned |

Receipt # |

Save and Cloge
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2 Key Issuing 23
Issue To Employee |E|
63049 -
Hook1D | searrw
Key ID 422300
4TZ2W
Date Issued |5284W
7810

Date Returned |40135W

Receipt # | 2595
1096W l

Save and Cloge

Issue To Employee — enter or select the employee you want to issue this key to. This is the only drop
down list where you do not have to select from the list if the employee is not in the employee
database.

Hook ID — enter or select the Hook ID the key is on. This will filter out the Keys on this Hook.
Key ID — enter or select the Key ID you want to issue.

Date Issued — enter the date the key was issued (default is today).

Date Returned - enter the date the key was returned.

Receipt # - if you are issuing a receipt for this key through another system, you can log that receipt
number here.

Save and Close button — click the Save button to save the key transaction and close the form.
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Reports

t¥ Key Identification Report 3
Cut for Location | ¢ | Include Sub-Pathe  [7]
Location Code | Location Mame -
01 MSC50, ARE [
01kit104 MWSCSD, ARE, Building, First Floor, Kitchen 104 —
02 MNSCSD, BRE
02bLdg MSCSD, BRE, Building
02clsrm129  WSCSD, BRE, Building, First Floor, Classroom 12
Nl erm 173 MSFSN RRF Riildina Firet Flanr Clacaranm 17
4| 3

Enter Date Range for Keys Cut

From Through

I

l Preview ] [ cancel l

Include Sub-Paths — check this box if you would like the report to show keys cut for ‘children’ paths for
the selected location. (i.e. if you want to see all keys cut for a specific location, select that location from
the list and check the Include Sub-paths box)

Date Range — enter a date range if you would like to see all the keys that were cut during the specified
date range. If left blank, then all key that have ever been cut will show on the report.

Teamworks Solutions, Inc

Key "denrlffcan.on Repon Fadlity Management Sofware
Hook ID Cylinder Lock Lock Wiorks With
Kay ID Way ke Number  Locatbon Room Inszlled  Changed Grandlister?
Dere Cut Nores
o
Q00004 best WeCE0 00 M
32007
00-00.05 best MSCSOL 0O [l
2207
000011 besl MECSDL 0O [l
BT200T
QR0 11E WeCE0 00 O
242007
000012 best MSCSOL 0O

B72007
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# Key Transactions Report E3
Employee List
EmployeelD EmployeeNams -
0zz4 |
1131 _
1136
1144
1151 =
Keys List
KeylD HookiD FullPathName -
0-22.1 0-22 NSCSD, MO Il
0-222 0-22 NSCSD, MO b
0-223 0-22 NSCSD, MO
0-224 0-22 NSCSD, MO -
< [ b

Enter Date Range for Keys Issued

From Through

Employee List — this shows a list of all employees who have been issued keys. Select an employee or
Ctrl+click to select multiple people to run this report on

Keys List — this shows a list of keys that have been cut. Make a selection from this list to find who has
been issued the specified key

Date Range - enter a date range to find who has been issued keys during the specified date range.

Key Transaction Report Teamuarks Suior. Ine
Fadlity Management Scfware
Employee ID Employee Name
Derelssued  Hook ID Key ID DCore Rermed  ReceiprlD  Locsdon ID Location Room
00e7 Barngs, Chriz
9102007 5] 03-RE1258 a3 cE 111
o171 Eohm, Peggy
9/11/2006 14 ANE 1 CHNEFE 248
0224
9/26/2005 Mt 03155 %4 O3pLag Buling
0427 Connel, Bob
AT RNT ) AVE 1 CHEFE 17
04332 Cook Diang
10/14/2008 14 A3 tasmite  Clzsmom 116 116
106/2008 14 A1PE tdsmodt  Clzssmom 041 4
106/2008 14 AP " ChEHS
9/26/2008 1 589 " CHNEFS 145
W52008 1 ANE " CHNEFS 248
A5/2008 1 ANE " CHSFS 102
8/25/2008 14 AT 0 CHEFE 102
8/25/2008 14 AN 0 CHEFE 108

Customer Support

Email: Support@goTeamWORKS.com

Telephone: Toll Free (866) 892-0034
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