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This License Agreement is a legal agreement between you (either an indi-
vidual or a single entity) and Asylum Software Inc. & Master Lock Com-
pany for the Software and associated graphic displays and its related docu-
mentation.  By installing, copying or otherwise using this product, you 
agree to be bound by the terms of this License. 

The term Software refers to: LockerManager® copyright 2001-2007, Asy-
lum Software Inc. & Master Lock Company. All Rights Reserved. 

Other brand and product names are trademarks or registered trademarks of 
their respective holders. 

Asylum Software Inc. & Master Lock Company grant you a nonexclusive, 
non-transferable license to use the Software in accordance with the terms 
hereof.  This Software is licensed, not sold to you, for use only under the 
terms of this License. 

TERMS: 

USE: You may use the single license Software on a single computer 
only.  The Software may not be used in a network installation. Should you 
wish to transfer the program to a different computer, you will be required 
to de-install the program from the existing computer and contact us at 
www.lockermanager.masterlock.com to obtain a new activation code. 
Five license pack purchasers may install the Software on a maximum of 
five (5) computers located at a single site. 

UPGRADES: If the Software is an upgrade, then you may only use the 
Software to replace previously validly licensed versions of the same Soft-
ware.  You agree that the upgrade or update does not constitute the grant-
ing of a second license to the Software (i.e. you may not use the upgrade 
or update in addition to the software it is replacing, nor may you transfer 

the Software that is being replaced to a third party.) 

RESTRICTIONS 

The Software and its graphic displays and its related documentation are 
protected by copyright laws and international copyright treaties.  You may 
not reverse engineer, alter, merge, modify or adapt the Software in any 
way including disassembling or decompiling.  You may not loan, rent, 
lease, license or distribute the Software or documentation or any copies 
thereof.  However, you may transfer the Software on a permanent basis 
provided you transfer the Software, this Software agreement and all docu-
mentation and you do not retain any copies. 

Any transfer of the Software must include the most recent upgrade and all 
prior versions. 

You may make one (1) copy of the Software in machine readable form 
solely for backup purposes.  Such copy must include this copyright notice. 

TERM 

This license is effective until terminated and will terminate without notice, 
if you fail to comply with any provision of the License.  You may termi-
nate this Agreement at any time by destroying all copies of the Software. 

This Agreement constitutes the entire agreement and understanding be-
tween the parties and supersedes any prior agreements, representations or 
understandings whether oral or written relating to the Software. 

This Agreement shall be governed by the Laws of the Province of Ontario, 
Canada and you hereby irrevocably attorn to the jurisdiction of the courts 
of the Province of Ontario. 



 

LIMITED WARRANTY 

For a period of 30 days from your date of purchase, the following war-
ranty is offered that: 

 i) the Software will load and run on a computer running Windows 98, 
98SE, ME, NT2000 or XP;  

ii) and the magnetic or optical media is free from defects in materials and 
workmanship.   

If either of these conditions is not satisfied, a refund or replacement (at no 
cost to you) will be offered provided that the defective materials are re-
turned with proof of purchase. 

EXCEPT AS SPECIFICALLY STATED, THIS SOFTWARE IS PRO-
VIDED 'AS IS'.  WITHOUT ANY WARRANTIES OR REPRESENTA-
TIONS EXPRESSED, IMPLIED OR STATUTORY OF ANY KIND, 
INCLUDING WARRANTIES OF ACCURACY, QUALITY, MER-
CHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE 
AND YOU, THE LICENSEE ARE ASSUMING THE ENTIRE RISK AS 
TO ITS QUALITY AND PERFORMANCE. 

LIMITATION OF LIABILITY 

Because software is inherently complex and may not be completely free of 
errors, you are advised to verify your work and to make backup copies of 
your data.  In addition, you are advised to check disks regularly for vi-
ruses. 

IN NO EVENT WILL ASYLUM SOFTWARE INC.  OR MASTER 
LOCK COMPANY., THEIR OFFICERS, DIRECTORS OR EMPLOY-
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EES BE LIABLE FOR DIRECT OR INDIRECT, SPECIAL, INCIDEN-
TAL, ECONOMIC OR CONSEQUENTIAL DAMAGES RESULTING 
FROM THE USE OF OR INABILITY TO USE THE SOFTWARE, 
USER DOCUMENTATION OR RELATED TECHNICAL SUPPORT 
OR ANY ERROR DETECTED IN THE SOFTWARE OR ITS DOCU-
MENTATION.  SUCH DAMAGES INCLUDE, BUT ARE NOT LIM-
ITED TO, LOSS OF PROFIT, LOSS OF GOODWILL, DATA, OR 
COMPUTER PROGRAMS AND DAMAGE TO YOUR MONITOR.  IN 
NO CASE SHALL LIABILITY EXCEED THE AMOUNT PAID BY 
YOU FOR THE SOFTWARE. 

The above exclusions may not apply to you.  This warranty provides you 
with certain legal rights, there may be other legal rights that you have 
which vary from province to province, state to state and country to coun-
try. 
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Designed and written by 
Cristin McKee 

 
 
 
 
 
 

Copyright 2011 
Asylum Software Inc. 
All Rights Reserved 

 
Purchasers of LockerManager have 

full duplication rights for this 
document in its entirety  

 
 

LockerManager®  
is a Registered Trademark of   

Asylum Software Inc.  
and  

Master Lock Company. 
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Installing LockerManager and creating your first da ta file.  

Install LockerManager ......................... 2 
Register LockerManager ...................... 5 
Create Your First LockerManager 

Database ......................................... 6 
Open Sample Database ....................... 10 
Open Existing Database ..................... 11 
Checklist ............................................. 12 
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1. Insert the Master Lock LockerManager 2007 
product CD into the computers’ CD-ROM Drive. 

2. Click Install LockerManager. 

Installing LockerManager for the First Time.  

Install LockerManager 

Getting Started  

3. Click Next. 
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Note: This process takes a few minutes to complete. 
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Install LockerManager 

Getting Started  

4. After carefully Reading the License Agreement; Click the cir-
cle Next to I accept the terms in the license agreement or I do 
not accept the terms in the license agreement. 

5. Click Next. 

6. Ensure the Install Location is Correct. 
7. Click Next. 
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Install LockerManager 

Getting Started  

8. Ensure the Destination Folder selected is correct. 
· Click Back to change 

9. Click Install. 

10. Click Finish to complete installation. 
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1. Click Register. 

Enter Registration Code for LockerManager.  

 Register LockerManager 

Getting Started  
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2. Enter your Activation Code. 
3. Click Activate. 
4. Click Ok to confirm registration. 
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��

Unregistered copies of LockerManager will expire 30 days from 
installation. A registration code you can be obtained from your 
LockerManager dealer or by visiting www.masterlockermanager.com 



 ��

������������ ��
����������	�
���!�����
��

Create New Database 

Getting Started  

1. Enter User Name. 
2. Enter Password that contains at least three (3) Letters and three (3)  

numbers. 
3. Enter Password Confirmation. 
4. Click Continue. 

5. Click Select File & Continue. 

Note: Username and Password are case sensitive. 
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Create New Database 

Getting Started  

6. In the Save As file window select the file location 
7. Type the file name. 
8. Click Save. 

9. Type in the School Information. 
10. Click Continue. 
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Create New Database 

Getting Started  

Import Lock Control Chart... 
 
If you have a Master Lock LockerManager CD con-
taining a Lock Control Chart for your school; 

11. Place the CD in the CD ROM drive. 
12. Click Continue. 
13. Click OK to Confirm import 

 
OR 
 
If your Lock Control Chart is on your computer. 

14. Click Browse to locate the Lock Control 
Chart. 

 
OR 
 
15. Click Import Later to skip this step and import 

the Lock Control Chart later. 
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Create New Database 

Getting Started  

16. In the Open file window locate the file location. 
17. Click the file name 
18. Click Open. 
19. Click OK to confirm import 
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Open Sample Database 

Getting Started  

1. Click Open Sample. 
2. Enter the User Name: lockermanager.. 
3. Type in the Password: lock123 
4. Click Continue. 


�
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Note: User Name and Password are case sensitive. 
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Open Existing Database 

Getting Started  

1. Click Browse... to locate file 

2. In the Open file window, select the file location. 
3. Click the file name. 
4. Click Open. 
5. Enter User Name. 
6. Enter the Password. 
7. Click Continue. 
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Checklist for setting up your LockerManager databas e. 

Checklist 

Getting Started  

�� Import Lock Control Chart (page 14) 

�� Import Student List (page 29) 

�� Add Lockers (page 21) 

�� Assign Locks to Lockers (page 23) 

�� Assign Lockers to Students (page 33) 

�� Add Student Fees (optional) 
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Open new Database.  

Create New Database .......................... 14 
Open Exiting Database ....................... 15 
Backup Database ................................ 16 
 

 ���
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Create new LockerManager database.  

1. Click Files. 
2. Click Create New Database. 
3. Follow the instructions on Page 6 in 

the Getting Started Section of this 
manual. 

 ���

Create New Database 
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Files  
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Open existing LockerManager database.  

1. Click Files. 
2. Click Open Existing Database. 

 ���

Open Existing Database 
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Files  
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3. Click Browse to locate and select desired 
file. 

4. Enter User Name. 
5. Enter Password. 
6. Click Continue. 
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Backup Database 
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1. Click Files 
2. Click Backup Database. 
3. Select the desired file location. 
4. Type the File Name. 
5. Click Save. 

Save a copy of the Database.  

Note: Backup databases at the end of your daily 
session. Backup to external source on weekly 
basis. 
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Files  
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Contains the information allowing for adding, delet ing and editing of locks  

Import Control Chart .......................... 18 
Add Locks ........................................... 19 
Edit Locks ........................................... 20 
Set Active Combination ...................... 21 
Delete Lock(s) ..................................... 22 
Export Lock Data ................................ 23 
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5. The Import  Locks box will show you how 
many locks were added, and how many had 
their information updated. 

6. Click on OK to close the Import Locks 
box. 
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1. Ensure the Lock Control Chart  is visible.  
2. Click on Import Control Chart under Menu 

Options. 
3. An Open file box will appear on screen 

allowing you to select the location and file 
name. 

4. Click on Open. 

Add multiple locks to your database from existing l ock data file  

 Import Control Chart 

Locks  

Note: Importing locks with existing serial 
numbers will overwrite database information 
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1. Ensure the Lock Control Chart  is visible! 
2. Click on Add Lock(s) under Menu Options. 
3. Enter the Lock Serial Number. 
4. Enter Combination for this Lock. 

 
You can enter up to five (5)  separate 
combinations for each lock Serial Number. 

 
5. Enter the Key (optional) 
6. Enter the Dial Code (optional) 
7. If more then one combination is entered, 

select which combination will be used by 
clicking the circle next to the combination 
desired. 

8. Click on Add Lock. 
 
Repeat steps 3 - 8 until all locks have been 
entered. 
 
 
Click Close Window to exit. 

Add locks to your database one at a time  

 Add Locks 

�
  

Locks  
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1. Ensure the Lock Control Chart  is visible. 
2. Click on the row you’d like to change. 
3. Click on Edit Locks. 
4. Ensure Serial Number is correct. 
5. Type in the changes. 
6. Click on Save Changes. 
 
 
Click Close Window to exit. 

Change lock combinations, key number, dial code or select current combination  

 Edit Single Lock 

Locks  

Note: Double clicking on a row will open the 
Edit Lock Data screen. 
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1. Ensure the Lock Control Chart  is visible. 
2. Highlight the rows you’d like to change. 
3. Click on Edit Locks under Menu Options. 
4. Ensure Starting Serial Number is correct. 
5. Ensure Ending Serial Number is correct. 
6. Click on circle next to desired combination. 
 
Set all combinations to will set all locks to a 
specific combination; Advance Combination 
will move selected locks to the next 
combination in the sequence. 
 
7. Click on Set Combination. 
 
 
Click Close Window to exit. 

 Set Active Combination 

��������(�������	����	  Lock  

Change active lock combination  
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1. Ensure the Lock Control Chart  is visible. 
2. Click on the row you’d like to delete. 

· By highlighting desired number of rows 
you may, delete multiple locks  

 
3. Click on Delete Lock(s) 
4. Ensure the Starting Serial Number; Ending 

Serial Number, and the Number of Locks to 
be Deleted - is correct. 

5. Click on Delete Lock(s). 
6. The Delete Locks confirmation box will 

appear. 

Remove locks from the database  

Delete Locks 

Locks  

7. Click Yes to confirm Delete Locks or Click 
No to cancel Delete Locks. 

Note: Deleting Locks from database cannot be 
undone once confirmed in Step 7 
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Note: Select row(s) and press delete key 
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1. Ensure the Lock Control Chart  is visible. 
2. Click on Export Control Chart. 
3. A  Save As file window will appear on 

screen allowing you to select the location 
and file name. 

4. Type in a File Name. 
5. Click Save.  

Export your lock control chart as a comma separated  value spreadsheet file  

 Export Locks 

Locks  
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This Chapter contains all locker information allowi ng for adding, deleting and editing .  

Add Lockers........................................ 25 
Edit Locker ......................................... 26 
Assign Lock(s) .................................... 27 
Assign a Locker .................................. 28 
Reserve Lockers .................................. 29 
Remove Reserve from Lockers........... 30 
Remove Lock(s).................................. 31 
Delete Locker(s) ................................. 32 
Change Combination(s) ...................... 33 
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1. Ensure the Lockers screen is visible.  
2. Click on Add Lockers. 
3. Enter Prefix (optional). 
4. Enter Starting Locker Number. 
5. Enter Ending Locker Number. 
6. Enter Location (optional). 
7. Lockers may be designated by Number,  

Occupancy, and  Status. 
8. Click on Add Lockers. 
 
 
Click Close Window to exit. 

Add a group of lockers to the database  

Add Lockers 

Lockers   

��  
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1. Ensure the Lockers screen is visible.  
2. Click on row to be changed. 
3. Click on Edit Locker. 
4. Type in desired changes. 
5. Click Save Changes. 
 
Click Close Window to exit. 

Edit Locker Information, assign a lock and/or stude nt  

 Edit Locker 

Lockers   $����������  

Note: Double clicking on a row will open the 
Edit Lock Data screen. 
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1. Ensure the Lockers screen is visible.  
2. The group of lockers to be assigned should 

be highlighted.  
3. Click Assign Lock(s). 
4. Ensure Starting Lock Number; Ending Lock 

Number, and Number of Locks to be Added 
is correct. 

5. Choose Starting Lock Serial Number. 
6. Click Add Locks. 
 
 
Click Close Window to exit. 

Assign locks to a range of lockers  

 Assign Locks 

Lockers   �

�
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Note: This feature is only available when a 
group of lockers is selected or highlighted. 
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1. Ensure the Lockers screen is visible.  
2. Click on the row containing the locker to be 

assigned. 
3. Click Edit Locker 
4. Enter the Student Number, Student Last 

Name and First Name. 
5. Click Save Changes. 
 
 
Click Close Window to exit. 

Assign a locker to a student.  

 Assign a Locker 

Lockers   
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1. Ensure the Lockers screen is visible.  
2. Highlight a group of lockers, or select a 

single locker. 
3. Click Reserve Lockers. 
4. Ensure Starting Locker Number; Ending 

Locker Number, and Number of Lockers 
Selected - is correct. 

5. Enter Home Room Information (optional). 
6. Click on Reserve Lockers. 
 
 
Click Close Window to exit. 

Mark a group of lockers as reserved for a home room . 

 Reserve Lockers 

Lockers   

��
��

��

��

��


�



 ���

����(����
��(�������������
  

1. Ensure the Lockers screen is visible.  
2. Highlight a group of lockers, or select a 

single locker 
3. Click Reserve Lockers 
4. Ensure Starting Locker Number; Ending 

Locker number, and Number of Lockers 
Selected—is correct 

5. Click Remove Reservation 
 
 
Click Close Window to return to exit. 

Remove reserved for Home Room status from a group o f lockers  

 Reserve Lockers 

Lockers   

��

��

��

��


�



 ���

����(������)
*  

1. Ensure the Lockers screen is visible.  
2. Highlight the desired group of lockers, or 

click on a single locker. 
3. Click Remove Lock(s) 

Remove lock(s) from a single locker or group of loc kers  

Remove Lock(s) 

Lockers   

4. The Remove Locks box will appear on 
screen. 

5. Click Yes to confirm locks to be removed, 
or Click No to cancel. 
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1. Ensure the Lockers screen is visible.  
2. Click a single locker, or highlight a group of 

lockers. 
3. Click Delete Locker(s). 
4. Ensure the Starting Locker Number; Ending 

Locker Number, and Number of Lockers to 
be Deleted—is correct. 

5. Click Delete Lockers 

Remove a locker or group of lockers from the databa se 

 Delete Locker(s) 

Lockers   

6. The Delete Lockers box will appear on 
screen. 

7. Click Yes to confirm delete, or Click No to 
cancel. 

 
 
Click Close Window to exit. 

Note: Once confirmed, the deleting of 
lockers cannot be reversed. 
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1. Ensure the Lockers screen is visible.  
2. Highlight a group of lockers, or select a 

single locker. 
3. Click Change Combination(s). 
4. Click “Yes” to advanvce combinations, or 

Click “No” to cancel. 

Set lock to next available combination.  

 Change Combinations 

Lockers   

��
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5. Click “OK” to confirm changes made. 
 
Note: If there is only one combination available 
this feature is not available. 

Once Confirmed, combinations cannot be undone. 
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To add, delete and edit all student information.  

Import Student List ............................. 35 
Add Student......................................... 37 
Edit Student ......................................... 38 
Assign Lockers by Group ................... 39 
Clear Locker Assignments .................. 40 
Delete Student(s) ................................. 41 
Student Schedules ............................... 42 
Teacher Schedules ............................... 44 
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1. Ensure the Students Screen is visible. 
2. Click Import Student List. 
3. Click Locate and Select Data File. 

Import a list of students from a file.  

Import Student List 

Students  

��  


�
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4. In the Open file window select the file 
location, and click the name of the file. 

5. Click Open. 
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Import Student List 

Students  

��  

��
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6. Match the Field Names under the 
LockerManager chart with the File Data 
rows in the Student Import File Chart. 
· Click a Field Name in the 

LockerManager Chart  
· Click the empty Field Name cell next 

to the corresponding field in the 
Student Import File chart. 

7. If the data shown in the LockerManager 
Chart are the Titles for each item, click on 
the white circle next to Title for each data 
field. 
· If the data  shown is Student 

Information, click The information for 
the first student. 

8. Click on Import Student List ��
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1. Ensure the Students Screen is visible. 
2. Click Add Student. 
3. Enter the Student Number, Last Name, and 

First Name. 
4. Enter the students’ Gender, Home Form, 

Grade, and Locker, if required. 
5. Click Add Student. 
 
 
Click Close Window to exit. 

Add a Student to the database.  

Add Student 

Students   ���������	�  
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1. Ensure the Students Screen is visible. 
2. Click on the  row containing student 

information requiring edit. 
3. Click Edit Student. 
 
Note: Double Click on desired row instead of 
clicking on Edit Student. 
  
4. Make desired changes. 
5. Click on Save Changes. 
 
 
Click Close Window to exit. 
 
 

Edit information for a selected student.  

 Edit Student 

Students  $���������	�  

Note: Making changes in shaded boxes 
will create a new student record. 
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1. Ensure the Students Screen is visible. 
2. Highlight a group of rows. 
3. Click Assign Lockers by Group. 
4. Ensure the information in the Selected 

Students List is correct. 
5. Select how to assign lockers to this group 

by clicking on the white circle. 
6. Click Assign Lockers. 

Assign lockers to a selected group of students.  

Assign Lockers by Group 

Students   
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1. Ensure the Students Screen is visible. 
2. Click on a single row or highlight a group 

of rows. 
3. Click Clear Locker Assignments. 
4. In Clear Locker Assignments window, 

click Yes to confirm, or click No to cancel. 

Remove the locker assignment for selected student(s ). 

 Clear Locker Assignments 

Students   
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1. Ensure the Students Screen is visible. 
2. Click on a single row or highlight a group 

of rows. 
3. Click on Delete Student(s). 
4. In the Delete Students window click Yes to 

confirm or click No to cancel. 

Remove students from the database.  

 Delete Student(s) 

Students  

Note: Click on a single row or highlight a group 
of rows and press the Delete key. 
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1. Ensure the Students Screen is visible. 
2. Click Student Schedules. 
3. Click Select File and Import Schedules. 

Import Student Schedules from a file.  

Student Schedules 

Students  


�
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4. In the Student Schedules window that 
appears onscreen click Yes to confirm 
import 
· Click No to cancel. 
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 —Continued 

Student Schedules 

Students  

5. In the Open file window select the file 
location and click the file name. 

6. Click Open. 
7. Click OK to confirm import. 
 
 
Click Close window to exit. 
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1. Ensure the Students Screen is visible. 
2. Click Teacher Schedules. 
3. Click Select File and Import Schedules. 

Import Teacher Schedules into the database.  

 Teacher Schedules 

Students  

4. In the Teacher Schedules window that 
appears onscreen click Yes to confirm im-
port 
· Click No to cancel. 


�
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 Teacher Schedules 

Students  

5. In the Open file window select the file 
location, and click the file name. 

6. Click Open. 
7. Click OK to confirm import. 
 
 
Click Close window to exit. 

��

��
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Record of Student Fee payment  

Record Payment .................................. 47 
Print Receipt ........................................ 48 
Edit Fees .............................................. 50 
Add Fees ............................................. 51 
Add Rebate .......................................... 52 
Refund Fee .......................................... 53 
Delete Fees .......................................... 54 
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1. Ensure the Student Fees screen is visible. 
2. Locate and select the student 

· Click on the desired row. 
3. Double Click the fee being paid or click 

Select All if all  fees are being paid. 

Record a student as having paid Student Fees  

Record Payment 

Student Fees   �������,�+��	�  


�
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1. Ensure the Student Fees screen is visible. 
2. Click on the row containing the record to be 

printed. 
3. Enter the Receipt Date (mm/dd/yyyy). 
4. Click Print Receipt. 
 

Preview and/or Print a Single Student Fee receipt.  

Print Receipt 

Student Fees  

�	  


�

�� ��
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,��	�������#� —Continued 

Click on the Printer Icon to print a 
Student Fees Receipt. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 

Print Receipt 

Student Fees  

�
  

�
����

Note: Ensure your printer is connected, 
loaded with paper, and working. 
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1. Ensure the Students Fees Screen is visible. 
2. Click Edit Fees under Menu Options. 
3. Double click on Fee to change. 
4. Type changes to the Fee. 
5. Click Update Fee. 
 
 
Click Close Window to exit. 

Edit Student Fees  

Edit Fees 

Student Fees   $���� ��
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1. ��������	�� �����������	� 
���������
�������  
2. Click Edit Fees. 
3. Type the Fee Name. 
4. Type the Fee Amount. 
5. Click Add Fee. 
 
 
Click Close Window to exit. 

Add a Student Fee to the database.  

Add Fees 

Student Fees   ���� ��
  


�

��

��
��

��



 ���

1. ��������	�� �����������	� 
���������
�������  
2. Click Edit Fees. 
3. Type the Fee Name. 
4. Type the Fee Amount; put a minus sign (-) 

before of the amount . 
5. Click Add Fee. 
 
 
Click Close Window to exit. 

Add a Student Fee rebate to the database.  

Add Rebate 

Student Fees   ����������  
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1. Ensure the Student Fees Screen is visible. 
2. Locate the select the desired student 

· Click on the desired row. 
3. Double click the cell under date refunded. 

· Double click again will remove the 
refund. 

Refund a student fee.  

Refund Fee 

Student Fees   ����	�� ��  
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1. ��������	�� �����������	� ����������
�������  
2. Click Edit Fees. 
3. Click the row containing the fee to be 

removed. 
4. Press the Delete Key. 

Delete a Student Fee from the database.  

Delete Fees 

Student Fees   !������ ��
  


�

��

��

Note: You must delete the fee from each student 
before you can delete the fee from the database. 

5. In the Edit Fees window click on Yes con-
firm, or click No to cancel. 

 
 
Click Close Window to exit. 

��
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Create and Print reports from the LockerManager dat abase  

Lock Report ........................................ 56 
 
Locker Reports.................................... 58 

Create PDF ................................... 59 
Locker Inventory .......................... 60 
Available Locker Spaces .............. 61 
Unreserved Lockers ..................... 62 
Locker Maintenance Required ..... 63 
Lock Assignment ......................... 64 
Lockers Without Locks ................ 65 

 
Locker Assignment Labels ................. 66 
 
Student Reports ................................... 68 

Create PDF ................................... 69 
Locker Assignment ...................... 70 
Students Without Lockers ............ 71 
Home Room Lists ........................ 72 

 
Student Fee Reports .......................... 73 

Create PDF ................................... 74 
Student Fee Summary .................. 75 
Fees by Activity ........................... 76 
Student Fee Receipts .................... 77 
No Student Fees Paid ................... 78 
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1. Ensure the Lock Control Chart is visible. 
2. Click Reports on the top menu bar 
3. To save Lock Control Chart as a PDF file 

click Yes. To print Lock Control Chart 
click No. 

Preview and/or print a list of all lock information  in database.  

Lock Report 

Reports  

��  

��

��
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4. In the Save As window that appears on screen se-
lect the desired file location and type the name of 
the file. 

5. Click Save. 



 ���

�������#��� —Continued 

���
����
�

 
Click on the printer icon to print 
LockerManager Lock Control Chart . 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 

Lock Report 

Reports  

��  

Note: Ensure your printer is connected, 
loaded with paper, and working. 

�
����
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1. Ensure the Lockers screen is visible. 
2. Click Reports. 
3. Click Locker Reports. 
4. Under Report Rendering click the white 

circle next to they type report desired. 
5. Click desired report to be reviewed and/or 

printed. 
· Locker Inventory 
· Available Locker Spaces 
· Unreserved Lockers 
· Locker Repair List 
· Lock Assignment 
· Lockers Without Locks 

 
The following pages show an example of each 
report: 
 
 
Click Close Window to exit. 
 

Preview and/or print all locker information in the database.  

Locker Reports 

Reports  ���������#���
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6. In the Save As window that appears on 
screen select the desired file location and 
type the name of the file. 

7. Click Save. 

Save Locker information in Portable Document Format  (PDF). 

Create PDF 

Reports  ���������#���
 —Create PDF 
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Preview and/or print a list of all lockers in the s chool.  

Locker Inventory 

Reports  ���������#���
 —Locker Inventory 

Click on the printer icon to print 
Locker Inventory . 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 

Note: Ensure your printer is connected, 
loaded with paper, and working. 

�
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Click on the printer icon to print 
Available Locker Spaces. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 
 
 

Preview and/or print a list of all available locker s or spaces  

Available Locker Spaces 

Reports  ���������#���
 —Available Locker Spaces 

Note: Ensure your printer is connected, 
loaded with paper, and working. 

�
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Click on the Printer Icon to print 
Unreserved Lockers. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 
 
 

Preview and/or print list of all available or unres erved lockers or spaces  

Unreserved Lockers 

Reports  ���������#���
 —Unreserved Lockers 

�
����

Note: Ensure your printer is connected, 
loaded with paper, and working. 
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Click the printer icon to print 
Locker Maintenance Required. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 

Preview and/or print a list of lockers requiring re pair.  

Locker Maintenance Required 

Reports  ���������#���
 —Locker Maintenance Required 

�
����

Note: Ensure your printer is connected, 
loaded with paper, and working. 
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Click on the printer icon to print 
Lock Assignment. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 
 
 

Preview and/or print a list to show lockers, lock s erial numbers and combinations.  

Lock Assignment 

Reports  ���������#���
 —Lock Assignment 

�
����

Note: Ensure your printer is connected, 
loaded with paper, and working. 
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Click on the printer icon to print 
Lockers Without Locks. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click on Close Window to exit. 
 

Preview and/or print a list of lockers which have n ot had a lock assigned.  

Lockers Without Locks 

Reports  ���������#���
 —Lockers Without Locks 

�
����

Note: Ensure your printer is connected, 
loaded with paper, and working. 
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1. Ensure the Lockers screen is visible. 
2. From menu that appears click Locker 

Assignment Labels. 
3. Click the circle next to the desired Label 

Type. 
4. Click the circle next to the desired Label 

Size/Format. 
5. Click the circle next to the desired Sort 

Order. 
6. Click the circle next to the desired Print 

Range. 
·  If printing Selected Students Only 

select the Starting Name and Ending 
Name. 

8. Click Print. 

Preview and/or Print labels for issuing lockers.  

Locker Assignment Labels 

Reports  ��������

�
	��	�������
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Click on the printer icon to print 
Locker Assignment Labels. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 
 
 

Locker Assignment Labels 

Reports  ��������

�
	��	�������
 —Continued 

�
����

Note: Ensure your printer is connected, 
loaded with desired labels, and working. 
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1. Ensure the Students Screen is visible. 
2. Click Reports 
3. Select desired format for Report 

Rendering. 
4. Click desired report 

· Locker Assignment 
· Students without Lockers 
· Home Room Lists 

 
The following pages will show examples of 
each report: 
 
 
Click Close Window to exit. 

Preview and/or print Student Reports  

Student Reports 

Reports  �����	����#���
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4. In the Save As window that appears on 
screen select the desired file location and 
type the name of the file. 

5. Click Save. 

Save Student Reports in Portable Document Format (P DF) 

Student Reports 

Reports  �����	����#���
 —Create PDF 
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Click on the Printer Icon to print 
Locker Assignment. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 
 
 

Locker Assignment 

Reports  �����	����#���
- Locker Assignment�

Preview and/or Print a list of all lockers assigned . 

�
����

Note: Ensure your printer is connected, 
loaded with paper, and working. 
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Click on the Printer Icon to print 
Students Without Lockers. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 
 

Students Without Lockers 

Reports  �����	����#���
- Students Without Lockers�

Preview and/or print a list of all students in the database not  assigned a locker.  

�
����

Note: Ensure your printer is connected, 
loaded with paper, and working. 
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Click on the Printer Icon to print 
Lockers by Home Room. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 
 
 

Home Room Lists 

Reports  �����	����#���
- Home Room Lists�

Preview and/or print a list of lockers grouped by h ome room  

�
����

Note: Ensure your printer is connected, 
loaded with paper, and working. 
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1. Ensure the Fees screen is visible. 
2. Click Reports. 
3. Click the circle next to the desired type of 

Report Rendering. 
4. Click desired report 

· Locker Assignment 
· Students without Lockers 
· Home Room Lists 

 
The following pages will show examples of 
each report: 
 
 
Click Close Window to exit. 

Preview and/or Print reports of Fees Collected  

Fees Collected 

Reports  �����	�� �����#���
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5. In the Save As window that appears on 
screen select the desired file location and 
type the name of the file. 

6. Click Save. 

Save Student Fee information in Portable Document F ormat (PDF).  

Create PDF 

Reports  �����	�� �����#���
 —Create PDF 

��
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Click on the Printer Icon to print 
Student Fee Summary. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 
 
 

Student Fee Summary 

Reports  �����	�� �����#���
 —Student Fee Summary 

Preview and/or print a summary of Student Fees.  

�
����

Note: Ensure your printer is connected, 
loaded with paper, and working. 
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Click on the Printer Icon to print 
Fees by Activity. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 

Fees By Activity 

Reports  �����	�� �����#���
 —Fees by Activity 

Preview and/or print report of Student Fees Paid gr ouped by Activity.  

�
����

Note: Ensure your printer is connected, 
loaded with paper, and working. 



 ���

Click on the Printer Icon to print 
Student Fee Receipts. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 
 
 

Student Fee Receipts 

Reports  �����	�� �����#���
 —Student Fee Receipts 

Preview and/or print receipts for all students that  have paid Student Fees.  

�
����

Note: Ensure your printer is connected, 
loaded with paper, and working. 
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Click on the Printer Icon to print 
No Student Fees Paid. 
 
To view specific entry (Zoom) click the 
magnifying glass. 
 
 
Click Close Window to exit. 
 
 

No Student Fees Paid 

Reports  �����	�� �����#���
 —No Student Fees Paid 

Preview and/or print report of all students in data base that have not  paid Student Fees  

�
����

Note: Ensure your printer is connected, 
loaded with paper, and working. 
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Maintain your database  

Edit School Information ..................... 80 
Change Password ................................ 81 
Validate Database ............................... 82 
SIS Import ........................................... 83 
SIS Export ........................................... 85 
Advance Grade ................................... 87 
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1. Click Tools. 
2. Click Edit School Information. 
3. Type the required changes. 
4. Click Save Changes. 

Edit school information.  

Edit School Information 

Tools  

	�  
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1. Click Tools. 
2. Click Change Password. 
3. Type Current Password. 
4. Type New Password. 
5. Retype new password to confirm. 
6. Click Save Changes. 
 

Change database Password.  

Change Password 

Tools  ���	
��,�

����  


�

��

��

��

�� ��



 	��

1. Click Tools. 
2. Click Validate Database. 
3. Under Check for Problems, Click in the 

white box to select item to validate. 
· Multiple items may be selected 

4. Click Validate. 
5. Click Print to print the results of validation 

as shown onscreen. (optional) 

Search for errors in the database.  

Validate Database 

Tools  .��������!�����
�  
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�� �� 6. In the Print  Window that appears 
onscreen, Click Print to print report, or 
click Cancel to exit. 
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1. Click Tools. 
2. Click SIS Import. 
3. Click Locate and Select Data File 
4. In the Open window select the file location, 

and click the file name. 
5. Click Open. 

Import data from SIS to LockerManager.  

SIS Import 

Tools  ������#���  
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6. Match the Field Names under the 
LockerManager chart with the File Data 
rows in the SIS Import File Chart. 
· Click a Field Name in the 

LockerManager Chart  
· Click the empty Field Name cell next to 

the corresponding field in the SIS 
Import File chart. 

7. If the data shown in the LockerManager 
Chart are the Titles for each item, click on 
the white circle next to Title for each data 
field. 
· If the data  shown is Student 

Information, click The information for 
the first student. 

8. Click Import Student List. 

SIS Import 

Tools  ������#���- Continued 
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9. In the SIS Import window click OK to 
acknowledge import. 



 	��

1. Click Tools. 
2. Click SIS Export.. 
3. In the SIS Export window click the white 

box next to each item to export; 
OR 
4. Click the white box next to Select All 

Fields. 
5. Under Sort Export click the round circle to 

select sorting method. 
· Locker Number 
· Lock Serial Number 
· Student Number 
· Student Name 

6. Click Create File. 

Export LockerManager data to be used in SIS.  

SIS Export 

Tools  ����$%#���  
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SIS Export 

Tools  ����$%#��� —Continued 

��
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5. In the Save As window, select the desired 
file location. 

6. Type the File Name. 
7. Click Save. 

��
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1. Click Tools. 
2. Click Advance Grade. 
3. In the Edit Students Box, click Yes to 

confirm. 
· Click No to cancel. 

Move all Students in database one (1) grade level h igher.  

Advance Grade 

Tools  ��(�	��������  
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LockerManager is very flexible in its requirements for data files.  Most student 
information systems will be able to produce data files with little difficulty.  If you 
are unable to extract data from your district’s system, please contact the technical 
support staff in your district for assistance. 
 

Student Data Import 

 
Text will be truncated from the left at the maximum length.  Gender: M/F. 
Data may be presented in any field order.  Additional fields will be ignored.  Data 
must be presented one line per student in a comma-delimited file. 
 
Example student import file with header row: 

 

Field Type Maximum Length   

Student Number Text 12 Required 

Last Name Text 30 Required 

First Name Text 20 Required 

Gender Text 1 Optional 

Home Room Text 10 Optional 

Grade Text 10 Optional 

Locker Number Text 12 Optional 

The header row is optional. Home Room is a designator of the grouping to which 
that student belongs.  Other fields may be present such as the ID field in this ex-
ample.  These may be ignored when importing. 

 
Lock Import 
LockerManager will recognize control charts provided by Master Lock, American 
Lock and Dudley Lock. See the sample files in the Samples folder. If you are 
provided with a Dudley lock file as a .xls spreadsheet file, it must be saved as a  
comma separated value (.CSV) file for import. 
 
Other comma separated files may be used to import locks. See the section below 
on Importing from your student information system. 

 
Student Schedule Import 

One record per student with fields as follows: 

The student schedule import is extremely flexible.  Two to sixteen fields can be 
used in each student’s record and the number of fields per student may vary 
within the file depending on the amount of data available.  The first field must be 
a student number but the remaining fields may be any text data string in a format 
similar to: 

1-1  DST3A1B  212  Smith 
(i.e. Semester-Period, Course Code & Section, Room, Teacher) 
 

Field Type Maximum Length  

Student Number Text 12 Required 

Field 2 Text 50 Required 

Field 3 Text  50 Required 

Etc.    

 		�
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The teacher schedule file specification is similar to the student schedule file.  If 
the teacher doesn’t have a Home Room in fields 4 and 5, insert the word “none”.  
Use each of the display fields 6 to 30 for any information you wish.  For example, 
choose to show the semester-period, course-section, room and number of students 
as a single field in a format such as 
 1-4  SCH4A1B  104  20 
Fields must be comma separated.  Double spaces are recommended within fields 
6 through 20.  Keep the character count of each of these fields below 35.  Follow-
ing the schedule fields, one could include home phone numbers and other useful 
items as shown in the following example of the record for one teacher. 
 
The record order is not important.  LockerManager will automatically sort and 
display the data in order by teacher Last Name.  To see how teacher schedule data 
is presented visually in LockerManager, look at the images in section 8 and 9.  
LockerManager allows the user to update any teacher schedule. 

 

Follow the schedule fields with other useful information items such as home 
phone number, mother’s work phone number, father’s work phone number, medi-
cal information, date of birth, etc.  When designing this file, inserted text like “H” 
for Home, “FW” for Father’s Work, and “MW” for Mother’s Work may be in-
cluded.  A hard return, indicating the end of the record, must follow the last field 
for each student. 
Fields may be left blank (null) and each record in the file may have a different 
number of fields if necessary. Fields are to be comma separated. Three records 
from the sample student schedule import are shown here. 
 

The record order is not important.  LockerManager will automatically sort and 
display the data in order. 
 
Data will be displayed as entered – no further processing occurs.  To see how this 
data is presented visually in LockerManager, both on desktop screens and on 
handheld devices, see the images in sections 8, 9, & 10. 
See the schedules.txt file in the Samples folder. 

 
 

 

Teacher Schedule Import 

One record per teacher with up to thirty fields as follows: 
 

�##�	��%-��#���� �����#����������	
  

Field Type Maximum Length  

Last Name Text 20 Required 

First Name Text 20 Required 

Employee # Text  20 Required 

Home Room 1 Text  20 Required 

Home Room 2 Text  20 Required 

Field 6 Text  50 Required 

Field 7 Text  50 Required 

Etc.    

 	
�
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Importing Student Data from the student information  
system 

Data extracted from your student information system can be imported into Lock-
erManager. The data must be saved in a comma separated value format (.CSV). 
If student information is to be imported, student number must be included. If lock 
combinations are to be imported, lock serial number or locker number must be 
included. If lock serial numbers are not included, the locker number will be used 
as a lock serial number. 
 
Fields shown at right may be imported. Additional fields will be ignored 
 
Data fields longer than the lengths shown will be truncated automatically. 

Exporting Data from LockerManager to the student 
information system. 

You may select any or all of the fields listed below 

Student name will be exported as two fields—Last and First Name 
 
Data will be exported as a .CSV file with a header row. 

�##�	��%-��#���� �����#����������	
  

Field Type Maximum Length 

Student Number Text 20 

Last Name Text 30 

First Name Text  20 

Gender Text  1 

Home Room Text  10 

Grade Text  10 

Locker Number Text  12 

Location Text  50 

Comment Text  50 

Lock Serial #  12 

Current Combina-
tion 

Text 12 

Combination 1 Text  12 

Combination 2 Text  12 

Combination 3 Text  12 

Combination 4 Text  12 

Combination 5 Text  12 

Locker Number Lock Serial Number Student Number 

Locker Location Current Lock Combination Student Name* 

Locker Comment Combinations 1-5 Home Room 

 Key Number Grade 

 Dial Code  
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