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Tracking Lockers



Agenda

• Item Maintenance

• Lock Maintenance

• Locker Maintenance

• Issuing Lockers

• Locker Cards

• Locker Reports

• See how it works!



Create the Item
• Create the item for your lockers in Item  

Maintenance.

• Price or no price? 

• Must use the pipe in description.

#



Settings on UDFs Tab

• Management / Customize / School 

Settings

• Are locks built in or separate?

• How should locker information print?

• Do you have multiple students?

• How to assign lockers?



Lock Maintenance

• Customer / Lockers / Lock Maintenance

• Enter lock number and combination

• Optional!



Locker Maintenance

• Customer / Lockers / Locker Maintenance

• Enter basic information about locker



Issue Lockers on Work Screen

• Sell the locker item.

• Choose an available locker.

• Print receipt.

Sort by any column by clicking on the Header.



Locker Assignment
• Customer / Lockers / Locker Assignment

• Choose locker

• Choose student

• No receipt will print



Tracking locks only?
• Choose locks “built-in”(UDFs).

• In Locker Mntce, enter lock number & 

combo.

• Issue lock the same way.



Locker Cards

• Contain important locker data.

• Reminder for student. 

• Scan the bar code on the card to assign 

the appropriate locker on either the Work 

Screen or in Locker Assignment 

Maintenance.



Locker Cards
• Reports / Locker Reports / Locker Card 

Printing

• Choose options

• Print additional comments



Locker Cards

• Sample Card

• Eight will print on a single page



Report Options

• Reports / Locker Reports.

• Locker Listing - verify that the information 

is correct.

• Assigned Locker Report - see each locker 

that is already assigned to a student.

• Unassigned Locker Report - see each 

locker that is not already assigned to a 

student.



Locker Listing Report

• Reports / Locker Reports



Assigned Locker Report

• Reports / Locker Reports



Unassigned Locker Report

• Reports / Locker Reports



Let’s Walk Through It!

Or

Questions & Answers


