KEYING EZ SET ENTRY LOCKS & DEADBOLTS

1. Pull all materials needed for keying job.  

You will need a Spanner Tool, a Plug Follower, a Nut Driver, a Pick, a Keying Kit, and the locks.  If you are using cylinders only, be sure that you have black clips, retaining caps, tail pieces, nuts, bolts, pins, springs, a key to open the cylinders, and housings for the cylinders.

2. Disassemble the Entry lock.
· Take the lock out of the box.

· Remove interior part of handle.  You should be left with the exterior (part with the key-hole).  

· Holding the handle in your left hand, pull on the long stem and turn clockwise until it “unlocks”.

· Still holding the handle, use your right hand to turn the base (the part that goes against the door) clockwise.  You should see a pin that appears in the small hole between the base and the knob.

· Using the Pick, depress the pin and push the base with your forefinger and thumb.  This should dislodge the base from the handle. 

3. Remove the cylinder.

a. From the Entry

· Hold the knob in your left hand with the back opening facing you.  

· Using the Spanner tool, place the two prongs on the tool into the matching grooves on the trim ring.  Turn the trim ring until the inside groove moves into the open area of the knob.  (Usually counter-clockwise)  Remove the ring from the knob.

· Using your forefinger, guide the cylinder through the opening until the cylinder is removed.

b. From the Deadbolt

· Take the Deadbolt out of the box.

· Remove the cylinder from the housing and tailpiece.  (The cylinder may simply be sitting alone in the box.)

4. Disassemble the cylinder.

a. The Entry

· Holding the cylinder in you left hand, use the end of the Spanner tool to pry off the retaining cad.  

· Still using the end of the Spanner tool.  Push the black clip off of the tail of the cylinder.  

· Insert the key into the cylinder and turn ¼ turn to the right.

· Using the Plug Follower, guide the plug slowly through the back of the cylinder while pushing the inside of the cylinder out of the front.  *Be sure to keep the key at ¼ turn to the right, as if it is aligned at the top it will lock and the cylinder must be thrown away. 

· Dispose of the pins inside the cylinder by dumping them into a cup or the trashcan.  

b. The Deadbolt

· Place the cylinder face down.

· Place the Nut Driver onto the tailpiece so that the grooves fit into the nut.

· Press the Nut Driver down and twist the nut off of the cylinder.

· Grab hold of the tailpiece and remove the tail, nut, and bolt from the cylinder.  You will now see a pin sticking out of the cylinder.

· Remove the pin (and spring if necessary).

· Pick up the cylinder and place the key inside. 

· Turn the key ¼ turn to the right.

· Using the Plug Follower, guide the plug slowly through the back of the cylinder while pushing the inside of the cylinder out of the front.  *Be sure to keep the key at ¼ turn to the right, as if it is aligned at the top it will lock and the cylinder must be thrown away.

· Dispose of the pins inside the cylinder by dumping them into a cup or the trashcan.  

5. Keying the Lock.

a. Keying Alike (KA).

  Keying alike simply means keying a lock to a specified key number.  It could be a number that is already being used on a job site, or a customer could want 8 lock keyed alike.  Typically, Entries and Deadbolts come keyed alike in sets of 5 (KA5).  If the customer wants KA8, we key the other three to match a KA5 key number.  

· Place the correct key into the keyway.

· Read the key number that is printed on the face of the key.  

· Holding the cylinder in your left hand with the key coming out toward the right, place the first corresponding pin in the far right pinhole, closest to the key head.  Continue working toward the left with each sequential number on the key.  

· Once all of the pins have been place in their correct spaces, check to make sure that all pins are flush with the cylinder.  If a pin seems to be sitting too high or too low, you may have the wrong pin in that slot.   Remove the pin and replace it with another.  Having a pin that is incorrect will cause the cylinder to not open with the key.  

· Slowly remove the key from the cylinder, careful not to spill the pins.

· Take the outside of the cylinder in your left hand and the inside in your right hand.  Turn the inside ¼ turn to the right, again, so that the pins won’t lock the cylinder closed.

· Guide the inside of the cylinder through the outside by pushing the Plug Follower out of the back.  

· Return the inside of the cylinder to the starting position (12:00), until the cylinder locks.

· Using the new key, insert it into the key way and turn ¼ turn to the right.  If the key works, turn it back to the starting position and remove the key.  * Note: Because the cylinder does not have the clip on it, the inside can still slide out very easily.  Be sure to hold the tail of the inside when removing the key so that you do not remove the entire inside of the cylinder with the key.

b. Master Keying (MK).

  This method is typically used on apartment jobs, dormitories, and any other job that requires a landlord or similar manager to have a single key that opens every door in the job.  Using a simple “mathematical” formula, we key the lock so that the unit owner AND management can get into that particular unit with separate keys.  There are several different Master Key systems that the company uses.  Usually we assign a Master Key number to new jobs, but for existing jobs the system has probably already been established.  Be sure before beginning that you are using the correct system

· You will need a pen and a pad of paper.  Begin by writing the Customer Code, Job Name, PO, and date to the top of your blank sheet of paper.  

· On the first line, write the Master Key number.  (ex: 67727)

· Write the Homeowner Key number right below the Master Key number and draw a line below the Homeowner number.  

67727
14124

· Column by column, beginning at the left, write down the lowest number that appears in each column.  (ex: In the first column, the 2 is lower than the five, so we write the two directly below in the first column.)  

67727

14124

14124

· Again starting at the left, subtract the two numbers that are directly above and below each other.  (ex: The difference between 2 and 5 is 3.  Write 3 below the first column of numbers.)  

67727

14124

                                         Row 1        14124

                                         Row 2        536 -3

· The two bottom rows are your new pin numbers.  Hold the disassembled cylinder in your left hand with the Homeowner key in and facing your right hand.  

· Using the Bottom Pins, start with the first row and place the corresponding pins into the cylinder from right to left.  (ex: First the Bottom Pin #1, then #4, and so on.)  *Note:  The pins may not (and probably won’t be) flush with the cylinder.   This is because more pins must go on top of the bottom pins.  If the pin is flush, it may be correct, but we will discuss that it later steps. 

· Once all of the bottom pins are put in, place the Master Pins on top of the bottom pins using the numbers from Row 2.  

· Slide the key out, careful not to spill the pins, and place the remaining pins into the correct holes.  *Note:  Be sure to remember which pins go into which holes.  

· Turn the cylinder ¼ turn to the right and replace it by pushing it through the inside of the cylinder housing.  

· Turn inside to starting position (12:00), until the cylinder locks.

· Using the Master Key first, insert the key into the keyway and turn ¼ turn to the right.  Return to original position and remove key.

· Using the Homeowner key, turn the key ¼ turn to the right.

· If both keys work, re-assemble the cylinder and lock.  

· Write MK on the top, outside of the lock box.  

c. Builder-Master Key (MCK).  

This system is used on apartment jobs, subdivisions, and any other job that requires that a builder have one key to gain entry to all units.  The system replaces a #5 Top Pin with a Construction Ball.  The ball acts as a pin while the Builder Key is being used.  Once the homeowner uses his/her key, their key “knocks the ball” out of the cylinder, which renders the Builder key useless.   

· You will need a pen and a pad of paper.  Begin by writing the Customer Code, Job Name, PO, and date to the top of your blank sheet of paper.  

· On the first line, write the Builder Key number.  (ex: 67767)

· Write the Homeowner Key number right below the Builder Key number and draw a line below the Homeowner number.  

67767

14124

· Column by column, beginning at the left, write down the lowest number that appears in each column.  (ex: In the first column, the 1 is lower than the 6, so we write the 1 directly below in the first column.)  

67767

14124

14124

· Again starting at the left, subtract the two numbers that are directly above and below each other.  *Note:  The ball is going to go in a predetermined cut that equals 4 when subtracted.  In the sample system, the ball will always go in the fourth cut.  Check with your supervisor to determine the correct cut for the ball. 

67767

14124

                                         Row 1        14124       (  Bottom Pins

                                         Row 2        536(3       (  Master Pins

· The two bottom rows are your new pin numbers.  Hold the disassembled, empty cylinder in your left hand with the Homeowner key in and facing your right hand.  

· Using the Bottom Pins, start with the first row and place the corresponding pins into the cylinder from right to left.  (ex: First the Bottom Pin #1, then #4, and so on.)  *Note:  The pins may not (and probably won’t be) flush with the cylinder.   This is because more pins must go on top of the bottom pins.  If the pin is flush, it may be correct, but we will discuss that it later steps. 

· Once all of the bottom pins are put in, place the Master Pin on top of the bottom pins using the numbers from Row 2.  

· Slide the key out, careful not to spill the pins, and place the remaining pins/ball into the correct holes.  *Note:  Be sure to remember which pins go into which holes.  

· Turn the cylinder ¼ turn to the right and replace it by pushing it through the outside of the cylinder housing.    

· Turn inside to starting position (12:00), until the cylinder locks.

· Using the Builder Key first, insert the key into the keyway and turn ¼ turn to the right.  Return to original position and remove key.  *Note:  Be sure not to turn the Builder Key to the left.  This is how the ball is “dropped” into the small groves to the right of the pinholes.  

· Using the Homeowner key, turn the key ¼ turn to the right.

· If both keys work, re-assemble the cylinder and lock.  

· Write MCK on the top, outside of the lock box.  

6. Reassemble the Cylinder

a. The Entry Cylinder

· Take the newly keyed cylinder and the black clip.  Place the black clip into the grove on the back of the cylinder between the inside of the cylinder and the casing.  Push the cylinder on the desk so that the clip goes down into the groove.

· Replace the Retaining Cad onto the back of the cylinder so that the notch in the cad sits into the grove on the tail.  You may need to bang it on the desk to get the cad to go on all of the way.

b. The Deadbolt Cylinder

· Place the newly keyed cylinder face down on the desk.  

· Replace the pin (and spring if you removed that) into cylinder.

· Place the entire Tail Piece (tail piece, washer, and nut) onto the protruding part of the cylinder that contains the pin.

· Be sure that the pin fits around the tailpiece and washer and is touching the nut.

· Using the Nut Driver, push down and twist the nut clockwise until it stops.

· Turn the nut ¼ turn back in the opposite direction. (This keeps the key from being too tight in the keyhole.

7. Reassemble the Lock.

a. The Entry Lock

· Take the keyed cylinder, and using your finger guide it through the back of the handle until the face of the cylinder fits into the front of the handle.  

· Lay the handle face down, and place the trim ring onto the tail of the handle.  The grove should be at the opening on the tail.

· Using the Spanner Tool, turn the trim ring ¼ turn to the right to lock it onto the handle.  

· Place the handle face down so that the opening of the tail faces the left.  

· Take the body of the lock and place the cylindrical side into the handle so that the openings line up and the holes on the body are facing you.  

· Push the body into the handle.  

· Bang the handle on the desk to make sure that it has locked in place and twist to verify that it will not come off of the body.  

· Replace the interior of the handle on the body and replace lock into the bubble wrap.  

· Place keys and lock inside the box.  Make sure that the box is labeled if it needs to be. 

b. The Deadbolt 

· Place the cylinder and keys into the box.  There is not need to “assemble” the deadbolt.  

· Make sure that the outside of the box is labeled correctly.  

