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7.1 SAM RF System Reports - Common Functions

The SAM RF System provides a high degree of security by allowing you to reprogram (rather than
completely change out) locks as well as electronically program keys and locks. In addition, SAM provides
a number of reports to help you monitor activities around your property. Information about the reports and
how to access them follows the list of available reports below.

Unit key history report

User key history report

Keys made report

Lock audit report

Limited use key audits report
Transactions report

Note: In order to generate reports on the SAM RF System, a printer must be assigned to the computer.

Because SAM RF System reports have many similar functions, rather than describe each function
repeatedly when discussing each report, the most common report functions are discussed in this section.

Selecting a Date Range
Almost all SAM RF System reports allow you to select a range of dates for the report desired. The default
settings provide a time range of just one day. There are several options for changing the date range.

1. Click on the large down arrow (V) next to Beginning Date or Ending Date Begirring Dats Ending Dats
to display the date range calendar. = R R
4] swgzos  p | e
The double arrow buttons (<< » ) will change the date range from year | b 2=t f = |
to year, while the single arrow buttons (<« ») will change the date range A EI R R
from month to month. k3| 5 3 | 1 59| e
1 23| 24| 25| 26| 27
There are also four buttons near the bottom of the calendar that allow you T
t ickly clear the date, ch th t date and t | th
Soegiur:;:sycear e date, choose the current date and accept or cancel the i 2 B e

@ Wiew Report | ﬁ Close |

2. Click on a specific day in the date range calendar. This will automatically enter the desired numbers
into the Beginning Date field.

3. Once you have opened up a date range calendar, small up/down arrows appear right next to the
date. These buttons allow you to quickly change the month field; clicking the up arrow moves the date
up a month, while clicking the down arrow moves the date back a month.

4. Highlight over the individual number field (month/day/year) you wish to change and type in the
desired number(s).
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SAM RF System Reports - Common Functions (continued)

Previewing Reports T X
Once you have selected the date range — along with any other ]—SHP Mobie Prirting Driver |
necessary settings — for a desired report, your next step will be to P
click the View Report button located at the bottom of a report PC € printer
dialog box. This will display the Output Options PC dialog box. & Preview |
g play p p g  He I— Cancel
Farmat: IRave Snapshot File vl ﬂl
—Options
Copies I~ | Callate
I1 I~ | Duplex

At the top of the Output Options PC dialog box, your default printer will be listed. Beneath that will be a
Report Destination box, along with three options:

e Printer: To print the report out as hard copy
e Preview: To view the report on screen
e File: To save the report to your hard drive or to disk.

Although you have the option to print or to save the report to file, it is recommended that you first preview
the report on screen. You will once again have the option to print or save from the preview screen.

To view the report on screen, confirm that the I;F =1
; e . . 5 e G Gk
Preview option is selected and c_hck OK. Wlthln SHF[44 e P [ o3| R D@ D 7o [T % B
a few moments, the Report Preview PC dialog =
box will open up in a new window that you can
maximize or minimize like any Windows-based NORTHWIND APARTMENTS
window TRANSACTION HISTORY REPORT
' Date Range:  08/22/2005 to 08/24/2005
ALL TRANSACTIONS
If there are several pages to the report, the Date/Time Logld  Descrigtion Ac
preview screen provides tools for going from one 08/23/2005 0251 PM 32 Change Ao Open f ontnan Access )
. . L]
page to anOther USIng elther the bUttonS at the (08/2372005 02:51 PM 31 Change Start/Stop Time of Common Access
top of the box or the Page pull-down menu. {#) LAUNDRY ROOM To
. . . 08/23/2005 02:51 P 30 Rename Common Access Lock
There are also options for zooming in or (2) [COMMON ACCESS LOCK 03] @
zooming out of the report using either the Zoom e = wrorvid e e .
box or the Zoom pull-down menu. 09/23/2005 0251 PM 28 Rename Common Access Lock =
P I | o
bl 3

The File menu provides options for saving the report, opening another report or for printing the report to
your default printer. To exit the preview screen, go to the File menu and click Exit. This will return you to
the Report PC dialog box that you started with. Click Close to return to the SAM RF System main menu
screen.
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7.2 Unit Key History Report

The unit key history report provides data on any keys created during a specified date range that would
open a specific unit lock. This would include any Resident keys, Master keys, and Zone keys.

. L. X i ,'_G'Security Access Manager SMITH, JOHN Q is logged on =181 =]
1. To view this information, click on [ e WFyisrne Memsgeert G el
the Reports menu at the top of
the window or the Reports icon.
2. Click on Unit Key History... Eenorts
Unik Key Histary...
User Key His!
Keys Made...
Lock Audits. ..
Limited Use Audits. ..
Transactions...
. . . # 5AM - Unit Key History Report v.3.05 = 1ol x|
3. Inthe Unit Key History Report PC dialog box, you :
. . . Units: Beginning Date Ending Date
can view the key history of any of the units on your O ORI = [wrzvzs =] [wzems s
roperty for any range of time. 108
property y rang 18
=
4. To choose a unit, simply find it in the Units list box =
and click on it. (You may have to scroll down to see 1042
all of the units listed.) ang
=
5. Once you have chosen a unit, select the date range. | |25 i
For instructions on choosing a date range, see 24
Section 7.1. e = Jigese |

6. When you are satisfied with the settings (i.e., you have chosen the right date range for the desired
unit), click the View Report button at the bottom of the box. This will display the Output Options PC
dialog box again.
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Unit Key History Report (continued)

7. To view the unit key history report on screen, confirm that the Preview option is selected and click
OK. Within a few moments, the Unit Key History Report Preview PC dialog box will appear.

=l

File Page Zoom Help

S|4 e page i of 1 | B &\ = B Zoom [0 % | @

232006 1112 A
Page 1 of

NORTHWIND APARTMENTS

UNIT KEY HISTORY REPORT
Date Range:  10/23/2005 to 11/25/2005

Unit: ~ 102A

Zone BUILDING 03 (R=Resident; S=Staff, W=\endor,
DatefTime Key Type Key User 1D/ Name Operator |0 / Name Status

110242005 10:32 AW Resident Key (1) (R-17 ROCHE, JEMNIFER 2 SMITH, JOHM Current

=
| | »

The unit key history report lists the date range requested, the specific unit number and its zone (if any).
In addition, the report displays the following information:

e Date/Time: When the key was created for the unit.

o Key Type: Whether resident key, master key or zone key, limited use key, programming key,
etc.

e Key User ID/Name: The key level (e.g., “R” for Resident) and the number assigned to that
particular key in the database are shown, followed by the person to whom the key was
assigned.

e Operator ID/Name: The person who made the key (or the person who was logged on to the
system when the key was made).

e Status: Whether the key is current; expired (a specific expiration date had been assigned and
is now past); old (a newer key has invalidated it); canceled (the key was intentionally inhibited
by creating an inhibit key); or returned (the key was erased after being read).
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7.3 User Key History Report

The user key history report provides data on any keys created during a specified date range for a specific
individual. This would include any Resident keys, Master or Zone keys, as well as Programming keys,
Construction keys, etc.

1. To view this information, click on the £ Sty Aoy TSI O e =8
Reports menu at the top of the window or
the Reports icon.

2. Click on User Key History... Reports

Lock Audits, ..
Limited Use Audits...
Transactions. ..

,'V' SAM - User Key History Report v.3.05 f ;Iglil

3. Inthe User Key History Report PC dialog box, you can —— P m——
choose to view the key history of any individual who has Jou id 22w 2] [rorzerzms ]
ever been assigned a key.

Mame | Tupe | UsgerlD =
MO USER)] NONE 1}
ADMIN, CS5 STAFF 20
4. To narrow the list of users, you can go to the User DOENE  Sha 12
Types pull-down box and choose from All Users, KEATING MARVSNN  ESDENT 6

. KEATING, MEGAN RESIDENT 15 |
Resident, Staff, or Vendor. KEATING, PAT RESIDENT 13
FICKMNER, THERESA RESIDENT 8

PRATT, MARK. RESIDENT 19 =

L. PR I

5. Once you have chosen a user category, simply find the _
individual user in the Users box and click on it. (You _Bvenseon | fioe |
may have to scroll down to see all of the users listed.)

6. The last step is to select a date range. For instructions on choosing a date range, see Section 7.1.

7. When you are satisfied with the settings (i.e., you have chosen the right date range for the specific
user), click the View Report button. This will display the Output Options PC dialog box.
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User Key History Report (continued)

To view the user key history report on screen, confirm that the Preview option is selected and click OK.
Within a few moments, the User Key History Report Preview PC dialog box will appear.

=8l
File Page Zoom Help
S E G144 b Pl Page |l ofl |8 A= B Zompo0 % | B

Demofiles ¥3.08 5/2412007 3:55 PM

USER KEY HISTORY REPORT Page 1 of 1

Date Range: 058/23/2007 to 05/25/2007

User  ADMIN,CSS (STAFF)

UserlD: 1

DiatelTime Key Type UnitZone/Common Access Cperator 1D Mame Status
05/2352007 10:24 AM Resident Key 1-51 1 ADMIMN, 55 Current
0562372007 10:23 AM Construction Key 1 ADMIM, C55 Current

The user key history report lists the date range requested along with the specific user. In addition, the
report displays the following information:

e Date/Time: When the key was created for the unit.

e Key Type: Whether Resident key, Master key or Zone key, Limited Use key, Programming key,
etc.

e Unit/Zone/Common Access: What specific locks the key will open. (Because Master keys
open all locks, none will be specifically listed.)

e Operator ID/Name: The number in the database assigned to the person who made the key (or
the person who was logged on to the system when the key was made) and the name of that
person.

e Status: Whether the key is current; expired (a specific expiration date had been assigned and
is now past); old (a newer key has invalidated it); canceled (the key was intentionally inhibited
by creating an inhibit key); or returned (the key was erased after being read).
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7.4 Keys Made Report

The keys made report provides data on any keys created during a specified date range based on user,
key type, and/or status.

1. To view this information, click on the

Jf=TE]
Reports menu at the top of the
window or the Reports icon.
2. Click on Keys Made...
Reports
Unit Key Hiskory...
User Key History. ..
Keys Made...
Lock audits. ..
Limited Use Audits. ..
Transactions. ..
3. Inthe Keys Made Report PC dialog box, you , prreprmemremrerr S
can choose from many combinations of [T —
criteria based on user type, key type, key [ALL] - fALL] -
LUsers:
status, and date range. — — o] S
[ALL] ] |
MO USER NOME
Note: The keys made report allows you to DM, 255 STAFF Beghing Date Ending Date
: CO, RAYMOND RESIDENT
choose all or any group of users (staff, resident, DOE, JANE STAFF [tz =] [1orear208 =]
. KEATING, JACK, RESIDENT
or vendor), as opposed to the user key history KEATING, MARYANN  RESIDENT
report, which only reports on one individual user | [fina b Feabenr  —
. FICKMER. THERESA RESIDENT
at a time. § | PRATT, MaRK RESIDENT
i TI‘\FHF AFMMIFER BECSINFNT _bl_l :@VIEW Fepat ﬁglnse |

4. The next step is to select a date range. For instructions on choosing a date range, see Section 7.1.

5. Once you have chosen the specific criteria and are satisfied with the settings for this report, click the
View Report button. This will display the Output Options PC dialog box.
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Keys Made Report (continued)

6. To view the keys made report on screen, confirm that the Preview option is selected and click OK.
Within a few moments, the Keys Made Report Preview PC dialog box will appear.

1Bl x]

File Page Zoom Help

SE A PPl Page 1 of1 | 8 S = B Zoom [ % | B

NORTHWIND APARTMENTS

KEYS MADE REPORT
110142008 to 11/16/2005

282006 319 P

Page 1 of
[(R=Resident; S=Staff; V=lfend

Date/Time Key Type Key User ID f Name Unit/Zone Cperator [0/ Name Status
11/07/2005 11:25 A Construction Key  (S)-12 DOE, JANE 2 SMITH, JOHM Current
11/04/2005 04:55 P Resident Key (RIE  KEATING, MARYAMM 104 2 SMITH, JOHN Expired
11/04/2005 03:26 PM - Resident Key (RE KEATING, MARYANM 1014 2 SMITH, JOHN Expired
11/04/2005 10:33 Ad Limited Use Key ()21 TYSON, JiM 1014 2 SMITH, JOHM Expired

ACE PLUMBING
11/04/2005 10:32 &b Limited Use Key (3312 DOE, JANE 2 SMITH, JOHM Expired
11/03/2005 02:03 PM  Guard Check Key  (S)-12 DOE, JANE 2 SMITH, JOHN Current
11/03/2005 02:02 P Resident Key (RIE  KEATING, MARYAMM 1014 2 SMITH, JOHM Old
11/03/2005 02:01 PM  Inhibit Resident ke  (S)-12 DOE, JANE 1014 2 SMITH, JOHM Old
11/03/200501:35 PM Resident Key (RE KEATING, MARYANM 1014 2 SMITH, JOHN Canceled
11/03/2005 11:55 Ad Diagnostics Key (53112 DOE, JANE 2 SMITH, JOHM Current
11/03/2005 11:55 AWM Limited Use Key (3312 DOE, JANE 1014 2 SMITH, JOHN Expired
11/02/2005 04:10 P Diagnostics Key (S)-12 DOE, JANE 2 SMITH, JOHN Current
11/02/2005 04:08 P Resident Key (RIE  KEATING, MARYAMM 1014 2 SMITH, JOHM Old
11/02/2005 04:08 P Resident Key (Ri-B  KEATING, MARYAMM 1014 2 SMITH, JOHM Old
11/02/2005 03:28 P Battery Check Key  (5)-12 DOE, JANE 2 SMITH, JOHN Current |
11/02/2005 11:16 &b Limited Use Key (5312 DOE, JANE 104 2 SMITH, JOHN Expired
110272005 10:32 AWM Diagnostics Key (3312 DOE, JAME 2 SMITH, JOHN Current
11/02/2005 10:32 AM Resident Key (R)-17  ROCHE, JENNIFER 1024 2 SMITH, JOHN Current
11/02/2005 08:33 A Resident Key (RIE  KEATING, MARYAMM 1014 2 SMITH, JOHM Old
11/02/2005 08:24 AM - Program Lockis) (5}2  SMITH, JOHMN 2 SMITH, JOHN Current
11/01/2005 12:00 P Resident Key (R)-14  KEATING, PAT 1014 2 SMITH, JOHN Expired

The keys made report lists the date range requested along with the following information:

e Date/Time: When the key was created for the unit.

o Key Type: Whether Resident key, Master key or Zone key, Limited Use key, Programming key,
etc.

e Key User ID/Name: The key level (e.g., “R” for Resident) and the number assigned to that
particular key in the database are shown, followed by the person to whom the key was
assigned.

e Unit/Zone: What specific locks the key will open. (Because Master keys open all locks, none
will be specifically listed,)

e Operator ID/Name: The person who made the key (or the person who was logged on to the
system when the key was made).

e Status: Whether the key is current; expired (a specific expiration date had been assigned and
is now past); old (a newer key has invalidated it); canceled (the key was intentionally inhibited
by creating an inhibit key); or returned (the key was erased after being read).
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7.5 Auditing Locks

Auditing a lock refers to retrieving information saved in the lock and uploading that information to the SAM
RF System. This information, also known as the audit trail, shows which keys have been used to gain
access, along with the time and date that each key was used. You will want to audit a lock to verify key
entries and maintain security.

Note: You can audit up to three unit locks or one common area lock at a time.

Note: Your report will show the last 200 transactions for unit locks and the last 100 transactions for suite
locks.

1. Be sure that the PC is turned on, the electronic key encoder device is plugged in an electrical outlet
and the USB cable between them is properly attached (see Section 2.5 “Installing the Key Encoder
and Utility Device”).

Note: The utility device should never be exposed to wet conditions.

! ;V Security Access Manager SMITH, JOHN ( is logged on - |E||5|
| File keys Utility Device Management Reparts  Help

2. Click on the Utilities menu at the
top of the window or the Utilities
icon.

3. Click on Download Audit Trail

from Lock(s). Utilities

Set Date/Time in Lockis)
Program Lockis)...

Reeload Common Access Lock(s)
Download Audit Trall from Lock(s)

Note: You must keep
P all USB cables
ﬁ connected between the
electronic key encoder
base, the utility device and the PC while
the key image spins on the PC screen.

Get Lock Info

Upload Audit Trail Info From Utility Device
Read Lock Info

Battery Backup

Set Date/Time in Utility Device
Read DatefTime from Utility Device

4. The PC dialog box will display, “The write operation was successful!” Click OK.

5. Disconnect the USB cable located on the back left hand side of the electronic key encoder base. The
USB cable must remain attached to the top of the utility device.

6. Remove the utility device with the USB cable attached and take it to the lock.
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Auditing Locks (continued)

7. Connect the USB cable on the utility device to the lock’s receptive port located underneath the bottom
of the lock. You will need to remove the rubber cover on the lock’s receptive port to insert the USB
cable. Be sure the connectors of the USB cable and the lock’s receptive port match up.

[~&|[=

8. The download process will take several
moments, during which time the utility device )
screen will display the message “<<< Download Download Audit
Audit” and beep every few seconds.

<

9. The utility device screen will display the
message “OPERATION COMPLETED OPERATION COMPLETED
REMOVE DEVICE NOW Download Audit” You | REMOVE DEVICE NOW
will hear two beeps. The lock’s audit trail has
been retrieved. Remove the USB cable from the Download Audit
lock. Replace the rubber cover on the lock’s
receptive port.

10. You may continue downloading audit trails by inserting the USB cable attached to the utility device
into the locks you wish to audit.

Note: You can download audit trails for up to three unit locks or one common area lock. You will need to
return the utility device to the PC and reprogram it in order to continue auditing the next lock(s).

11. When you have finished, bring the utility device with the attached USB cable to the electronic key
encoder base and your PC.

12. Be sure that the PC is turned on, the electronic key encoder device is plugged in an electrical outlet
and the USB cable between them is properly attached (see Section 2.5 “Installing the Key Encoder
and Utility Device”).
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Auditing Locks (continued)

13. Click on the Utilities menu at the
top of the window or the Utilities
icon.

14. Click on Upload Audit Trail from
Lock(s).

Note: You must keep all USB cables
connected between the electronic key
encoder base, the utility device and the
PC while the key image spins on the PC
screen.

15. At the Confirmation Requested PC dialog box, click Yes
to save these audit records for later viewing.

16. The PC screen will display a Success PC dialog box to
let you know that the audits were successfully saved.
Click OK.

© SAFLOK
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Utilities

Set Date|Time in Lock{s)

Program Lock(s)...

Reload Common Access Lockis)
Download Audit Trail from Lock(s)
Get Lack Infio

Upload Audit Trail Info From Likility

Read Lock Info

Battery Backup

Set DateTime in Ltility Device
Read Date/Time Fram Ukility Device

Confirmation Requested

There are audit records for 2 locks. Do you wish o save
the recaords of each lock for later repart viewing?

Oue |

@ Operatioh was successiul.

WL 12/19/2007
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Auditing Locks (continued)

17. Click on the Reports menu at the top
of the window or the Reports icon.

18. Click on Lock Audits...

! ;@‘ Security Access Manager
File Kews Utiity Device Management Reports Help

SMITH, JOHN Q is logged on

175

=10l x|

Reports

Unit Key Hiskory...
User Key History. ..
Keys Made. ..
Lack Audits. ..

Limited Use Audits. ..
Transactions. ..

19. To view a report, click on the desired report and click View Report.

Reports will be listed in
chronological order, according to
when the reports were created,
with the most recently created
report appearing at the bottom of
the list. Also displayed are the
names of the locks audited (such
as Pool or Unit 101), the lock type
and the time/date of the audit. If
you performed several lock audits
on the same day, you can find the
desired report using one of these

Available Audits

LA SAM - Lock Audit Report v.3.03

Added To Spstem

07/20/2005 09:41 A
07/20/2005 09:43 A
07/25/2005 02:13 P
07/25/2005 02:13 PM

Lock Mame
UNIT-007
UNIT-007
UNIT-007
UNIT-007

Lock Type
UKIT LOCK
UNIT LOCK
UNIT LOCK
UNIT LOCK

Lock Date/Time

07/20/2005 0341 &M
07/20/2005 0341 &M
07/25/2005 02:03 PM
07/25/2005 0212 PM

*+1 Delete Fecod

other criteria.
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Auditing Locks (continued)

20. At the top of the Output Options PC dialog box, your default printer
will be listed. Beneath that will be a Report Destination box, along ’—ianonSBDDonUSBPRNm |
with three options: ~Report Destintion

. . . € Printer
. Prmt_er. To prl_nt the report out as hard copy & Proview Cancel |
e Preview: To view the report on screen e |
e File: To save the report to your hard drive or to disk. Formet [R.v= Srepshot Fis (1C 2 _Seup_|
Note: In order to generate reports on the SAM RF System, a printer {)Zp I Calete
must be assigned to the computer. [ 1= Dl

21. To view the report on screen, confirm that the Preview option is selected. Click OK.

Within a few moments, the E -
Lock Audit Report willopen %570

i =1- N * Bl Fage 1 of2 8 S g B Zoom 1000 % B
a new window that you can -
. . WHISPERING HILLS 202006 1227 PM
maximize or LOCK ALDIT REFORT Page 1 of 2

— minimize like
=) any

Windows-

1004

UNIT LOCK

rested 020172005 10:54 AM
NEORTH BULDRG

60

based program.

O2201/2006 10:53 AM

O2201/2006 10:53 AM

(R=Residerd; S=Siaf. V=Vandor)

Kay User ID / Hame Add1 Data
)3

DateTime
020172005 10.52 AM

D01 2006 10:49 AM
20122006 10:49 AM
20122006 10:49 AM
el s} AT An
202008 10.47 AM
02/01/200G 10:47 AM
02012006 10:47 AM

RN PONE 17-AT A Beuridant W R RS RETTY
3 >

(Rp4 DAMVIS, MARVIN
(532 MATHIAS, DALE
(S5 DAIS. BETTY

The lock audit report displays the name of the lock you audited (such as Pool or Unit 101), the type of
lock and the time the report was generated. In addition, the report will display the date and time the lock
was audited, how it was audited and the number of transactions (the number of times any activity took
place, such as a key being inserted or the lock being programmed).

The lock audit report then displays a list of the last transactions with details about what took place at the
lock. For instance, if a key was inserted, the report shows the type of key, whose key it was and the
actual time the key was inserted. Reviewing this report can provide valuable information about any
suspicious activity related to that lock.

If there are several pages to the report, the lock audit report provides tools for going from one page to
another using either the buttons at the top of the box or via the Page menu. There are also options for
zooming in or zooming out of the report using either the Zoom box or the Zoom menu.

22. To exit the lock audit report, point to the File menu and click Exit. This will return you to the SAM RF
Lock Audit Report PC dialog box. Click Close to return to the SAM RF System main menu screen.
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7.6 Limited Use Audits Report

The Limited Use Audits Report provides information on any or all Limited Use, or Vendor, keys created.
Limited Use Audits reports will be listed in chronological order according to when the limited use keys
were created, with the most recently created key appearing at the bottom of the list. This report also
displays the person the key was assigned to and his or her user type (staff or vendor), along with a listing
of the locks to which the key provided access. This report displays the last 40 lock transactions, including
both authorized and unauthorized transactions.

1. To view this information, click on the VATCIEI T =8l
: | e e e s G
Reports menu at the top of the window or
the Reports icon.
2. Click on Limited Use Audits. Réports
Unit key Histary...
User Key History...
Keys Made. ..
Lock Audits. ..
Limited Use Audits,,.
Transactions. ..
At the Limited Use Key Report PC dialog § SAM - Limited Use Key Report .3.05 =T
box, a list of the Limited Use keys appears iU e
. h d th tth d N t th t Added to Spstem |Assigned Ta |User Type |Umts.¢‘Locks |
in the order that they were made. Note tha 102772006 156PM  DOE, JANE STAFF 1048 and Common Access Lacks
the most recently created key appears at the TR S N ol e s

bottom of the list.

This PC dialog box also displays the person
the key was assigned to and his or her user
type (staff or vendor) along with a listing of

the locks to which the key provided access.

< | |
* Delete Record @ Wiew Report | ﬂ Lloze |

3. To view the limited use key audits report for any of the keys listed, simply click on the desired report
and click View Report. This will display the Output Options PC dialog box.
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Limited Use Key Audits Report (continued)

4. Confirm that the Preview option is selected and click OK. Within a few moments, the Limited Use
Key Report Preview screen will appear.

Mo L F LALL Y LeLTILLe IR e i PRSI L 1

=10l x|
File Page Zoom Help
SHE G| AP P page i of 1 | ¥ A = B Zoom 00 % | B
Y
HORTHWIND APARTMENTS
LIMITED USE KEY REPORT
Date created: 1072742005 04:56 Phd
FPesigned to: OOE, JAME [5TAFF)
Uzer |D: 12
Status: Currerit
Units: 1048
Common Access
Lonzhis:: rooL
B=Bad Record
Time Lock Type Lock Hame Lock Status
0500 Phd UMIT LOCE 1048
-
1| | 3
| Y

The Limited Use Key report displays the date the key was created, who it was assigned to, the user ID,
status, and the units and common access locks the key was made to access. At the bottom of the report
there will be a list of the time, lock type, lock name, and status of all the locks in which the Limited Use
Key was used.

5. When you have finished viewing the report click File and Close.
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Section 7: Reports and Maintenance

7.7 Transactions Report

The term “transactions” refers to any action taken with the SAM RF System, both keying transactions
(such as when new keys are made) and non-keying transactions (such as when a new resident or staff

member is added to the system).

1. To view a transaction history report,
click on the Reports menu at the
top of the window or the Reports
icon.

2. Click on Transactions.

3. For the transaction history report, you can choose to
view All Transactions within a given date range, all
Keying Transactions, or all Non-Keying
Transactions for a specific date range. For
instructions on choosing a date range, see
“Selecting a Date Range” at the beginning of this

section.

4. Once you have chosen the specific criteria and are
satisfied with the settings for this report, click the

! ,‘V Security Access Manager SMITH, JOHN 1} is logged on i m| ﬂ
| File kews Utiity Device Management Reports Help
Reports

Unit Key Histary. ..

User Key History..,

Keys Made, .,

Lock Audits...

Limited Use Audits. ..

Transactions...

A SAM - Transaction History Report _ 1Ol x|

Ending Date
|10/24/2005 |

Beginning D ate
|10/23/2008 |

Transaction Types

JALL TRANSACTIONS =l

¥ Print with shading

E 1] View Repont |

View Report button. This will display the Output

Options PC dialog box.
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5. To view the report on screen, confirm that the Preview option is selected and click OK. Within a few
moments, the Transaction History Report Preview PC dialog box will appear.

File Page Zoom Help

1Bl x]

aﬁ@“ﬂﬂ > Pl Page |1

02 | & & = B Zoom [N

DECINERT /ey

AN A

MNORTHWND APARTMENTS 28/2006 327 PM
TRAMNSACTION HISTORY REPORT Page 1 of 2
Date Range:  11/01/2005 to 11/16:/2005
ALL TRANSACTIONS
Date/Time Log ID Description Add' Data Operatar
11/07/2005 11:58 AM 291 Make Mew Key (20) ADMIN, CE5
UTILITY DEVICE UPDATE CLOCK
1140772005 11:29 AM 283 Make Mew Key (2) SMITH, JOHN
UTILTY DEYICE UPDATE CLOCK
11/07/2005 11:26 AM 287 take Mew Key (2) SMITH, JOHN
LOCK TIME BEFORE URDATE
11M07/2005 11:25 AM 286 Mlake Mew Key [2) SMITH, JOHN
CONSTRUCTION KEY
11/07/2005 11:22 A 284 Make Mew Key (2) SMITH, JOHN
UTILITY DEVICE UPDATE CLOCK
11/04/2005 04:55 P 283 Make Mew Key (2) SMITH, JOHN
RESIDEMT KEY 1074
11/04/2005 03:26 PM 282 Make Mew Key (2) SMITH, JOHN
RESIDEMNT KEY 1074
11/04/2005 10:45 AM 280 Make Mew Key (2) SMITH, JOHN
UTILITY DEVICE RETRIEVE AUDIT ]
11/04/2005 10:33 AM 273 Make Mew Key (2) SMITH, JOHN
LIMITED USE KEY
110472005 10:32 AWM 278 Mlake Mew Key [2) SMITH, JOHN
LIMITED USE KEY
11372005 02:07 PM 277 Erase Key 2] SMITH, JOHN
CONSTRUCTION KEY
11/03/2005 02:03 P 276 Make Mew Key (2) SMITH, JOHN
GUARD CHECK KEY
110372005 02:02 P 275 Make Mew Key (2) SMITH, JOHN

| o

The transaction history report displays the following information:

Date/Time of the transaction.
Log ID: The identifying number for the transaction.

A short Description of the transaction, such as “Make Key” or “Add Resident,” and the key type.
Any available Additional Data about the transaction, such as the unit number a key is made for
or the name of the resident that was added.

e Operator: The person who performed the transaction (or the person who was logged on to the

system when the transaction was performed).
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