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1. Login to the Lockt Software.
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2. From the Home screen of the Lockt Software.

3. Navigate to the Events page under the Monitor menu.
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4. This allows you to view events.
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5. You may choose filters. If searching by First Name or Last Name, it is case sensitive. Choose device and
specific event using Event Type Filter. Select Search when the filters are set.
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6. Navigate to the Reports page under the Monitor menu.
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7. Select a Report.
e Event History — Same as above but can apply custom date and time Date Range from dropdown.
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e Audits — Changes made to the system reports

Orientation Landscape -
Group By Any/All -
Audit Type Any/All -
User Any/All -
Date Range Any Time -

Generate Export as PDF Export CSV Save As Custom Repart

o User Access Level Report — Choose an Access Level from the dropdown to check the users that
have the Access Level
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e Users With Access to Access Points — Choose the core from the dropdown to check the users that
have access to that core.
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e Schedules — A report of Schedules in the system.

Schedules

Generate Export as PDF Export C5V

e Access Levels — A report of Access Levels in the system.

Access Levels

Generate Export as PDF Export C5V

o Users—A report of Users. If blank is chosen, it shows all. Choose from the dropdown for individual
Users.

Users Choose

Generate Export as PDF Save As Custom Report

8. Once a report has been generated to satisfaction, it may be exported to PDF or CSV. User reports can be
exported to CSV on the User page in the Access menu which is in the format to do an import.
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