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This License Agreement is a legal agreement betwear(either an indi-

vidual or a single entity) and Asylum Software I&cMaster Lock Com-

pany for the Software and associated graphic dis@ad its related docu-
mentation. By installing, copying or otherwise nggithis product, you

agree to be bound by the terms of this License.

The term Software refers to: LockerManager® copgwrizf01-2007, Asy-
lum Software Inc. & Master Lock Company. All RigiReserved.

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

Asylum Software Inc. & Master Lock Company grantiynonexclusive,
non-transferable license to use the Software iordence with the terms
hereof. This Software is licensed, not sold to,yfou use only under the
terms of this License.

TERMS:

USE: You may use the single license Softwareaosingle computer

only. The Software may not be used in a network iladtah. Should you

wish to transfer the program to a different computeu will be required

to de-install the program from the existing compuiad contact us at
www.lockermanager.masterlock.com to obtain a newvatton code.

Five license pack purchasers may install the Soévem a maximum of
five (5) computers located at a single site.

UPGRADES: If the Software is an upgrade, then yay wnly use the

Software to replace previously validly licensedsians of the same Soft-
ware. You agree that the upgrade or update ddesonstitute the grant-
ing of a second license to the Software (i.e. yay mot use the upgrade
or update in addition to the software it is rephaginor may you transfer

the Software that is being replaced to a thirdypart
RESTRICTIONS

The Software and its graphic displays and its eelatocumentation are
protected by copyright laws and international caghiyrtreaties. You may
not reverse engineer, alter, merge, modify or adla@tSoftware in any
way including disassembling or decompiling. Youymmot loan, rent,
lease, license or distribute the Software or docuaimn or any copies
thereof. However, you may transfer the Softwareagmermanent basis
provided you transfer the Software, this Softwayeeament and all docu-
mentation and you do not retain any copies.

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

You may make one (1) copy of the Software in maehimadable form
solely for backup purposes. Such copy must incthidecopyright notice.

TERM

This license is effective until terminated and waltminate without notice,
if you fail to comply with any provision of the leose. You may termi-
nate this Agreement at any time by destroying@pies of the Software.

This Agreement constitutes the entire agreementuwemtbrstanding be-
tween the parties and supersedes any prior agrégmepresentations or
understandings whether oral or written relatinghes Software.

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




LIMITED WARRANTY

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

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

i) and the magnetic or optical media is free frdefects in materials and
workmanship.

If either of these conditions is not satisfiedefund or replacement (at no
cost to you) will be offered provided that the d¢ifee materials are re-
turned with proof of purchase.

EXCEPT AS SPECIFICALLY STATED, THIS SOFTWARE IS PRO
VIDED 'AS IS'. WITHOUT ANY WARRANTIES OR REPRESENY-
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 RISKS
TO ITS QUALITY AND PERFORMANCE.

LIMITATION OF LIABILITY

Because software is inherently complex and maypaatompletely free of
errors, you are advised to verify your work andrake backup copies of
your data. In addition, you are advised to cheisksdregularly for vi-
ruses.

IN NO EVENT WILL ASYLUM SOFTWARE INC. OR MASTER
LOCK COMPANY., THEIR OFFICERS, DIRECTORS OR EMPLOY-

EES BE LIABLE FOR DIRECT OR INDIRECT, SPECIAL, INDEN-
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. Thigravdy provides you
with certain legal rights, there may be other ledghts that you have
which vary from province to province, state to stabhd country to coun-

try.
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Installing LockerManager and creating your first da ta file.

I‘Iaslgr

Lo ckerMancaer@

Install LockerManager. ’

View User's Guide
View Lock Instructions
View Readme

@ 2007, Asylum Softwate Inc. and f'.ﬂ_ii:E?lEI"LDE; |

Locker management for school
administrators and staff

Radically shorten the time necessag
il assign students to lockers
;'ﬂanage all your Igcker :

mﬁgit::"‘@ A

Install LockerManager ...........cccccceeeennne 2
Register LockerManager ...................... 5
Create Your First LockerManager
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Open Existing Database ..................... 11
ChecKIist........cevvviiiiiiiiiii e 12




Getting Started

Installing LockerManager for the First Time.

Note: This process takes a few minutes to complete.

Install LockerManager

A
nstalShield Wizard =]

Welcome to the InstallShield Wizard for
LockerManager 2007

Mastperx,

LockerManage

The Installshield(R) Wizard will allow wou ko modify, repair, or
remove LockerManager 2007, To continue, click Mext.

. . . *Locker management for school
View User's Guide “ administrators and staff "
: - 2 _Radically shorten the time necessang
View Lock Instructions assign students to locker f

nanage all your lockes

Gy
act| s
tf

tion:

e
s | |

EE._E Mext = [ Cancel ]

&

B

1. Insert thevaster Lock LockerManager 2007
product CD into the computers’ CD-ROM Dirive.
2. ClicklInstall LockerManager

3. Click Next.




Getting Started

Install LockerManager

ﬁ LockerManager 2007 - InstallShield Wizard

License Agreement

Please read the Following license agreement carefully,

LICENSE AGREEMENT H
IMPORTANT - READ CAREFULLY:

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

The term Software refers to: Lockerianager® copyright 2001-2007, Asylum M
A

L N R I P N N P e AL Tl e Tm mmoin

.@1 accept the terms in the license agreement

j!:j! LockerManager 2007 - InstallShield Wizard

Destination Folder

Click Mext toinstall bo this Folder, or click Change to install to a different Folder,

{1 do not accept the kerms in the license agreement

[ < Barck ” Mext = l l Cancel

4. After carefullyReading the.icense Agreemerntt Click the cir-
cle Next tol accept the terms in the license agreeneemtdo
not accept the terms in the license agreement

5. Click Next.

G Install LockerManager 2007 ta;
C:\Program Files\asylum SoftwareiLockerManager

[ < Back ]| Mext > l Cancel

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



Getting Started

Install LockerManager

1 LockerManager 2007 - InstallShield Wizard B

Ready to Install the Program InstallShield Wizard Completed

The wizard is ready ko begin installation,

IF wou want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

The Installshield Wizard has successfully installed
LockerManager 2007, Click Finish ko exit the wizard,

Current Settings:

Setup Type:
Typical

. Destination Folder:
C:Y\Program Files\asvlum SoftwaretLockerianager

User Informakion:

Marne: cm
Corpary'!
[ < Back ]| Install 1 l Cancel Z-Bark ricel
8. Ensure th®estination Folderselected is correct. 10. ClickFinishto complete installation.
Click Back to change
9. Clicklnstall.




Getting Started

Enter Registration Code for LockerManager.

Unregistered copies of LockerManager will expiredads from
installation. A registration code you can be oledifrom your
LockerManager dealer or by visiting www.masterlackanager.com

Register LockerManager

Master,
LockerManager®

4

Masipr, —
LockerManager®

By

To register LockerManager you must enter

your activation code in the boxes below

and click Activate.

If you do net have an actiy e o T
may obtain one from your -
dealer or by visiting \y *fou have successfully registered this installation of LockerManager.

www.masterlockermanag

| f - . Computer [dentification Number
You have 25 day(s) remaining before f : / | 1E08 |
you must register LockerManager. / ’
¥ L ' Enter Activation Code

| 25 |
| Start Demo

| <<Back ‘ ‘ Activate _|
S RS

1. ClickRegister 2. Enter youActivation Code
3. ClickActivate
4. Click Okto confirm registration.




Create New Database

Getting Started

Note: Username and Password are case sensitive.

.M’astg.r
Lo ckerMcmaaer®

Welcome!

Create a new LockerManager File

(o LY RO ET 8 lockermanager

Confirm Password:

User Name and Password are case-sensitive

Open Existing File Continue >>

1. EnterUser Name.

2. EnterPasswordhat contains at least three (3) Letters and t{8ke
numbers.

3. EnterPassword Confirmatian

4. ClickContinue.

.i\:l'astgr
Lo ckerManaaer'@

Select a name and location for
your LockerManager data file

<<Back Select File and Continue =>

5. Click Select File & Continue.



Getting Started

Create New Database

Save s
Save i |E} Sarmples ¥l = &5 Ed-

. |#) psylum Demo
m Asylum Demo-07

Y=y -i"as"ﬁ,lc'k =2
2 LockerManager®

My Computer

Enter your school information as
you would like it to appear on
printed reports.

Fliegame |Lucke|Manager Database Save

Save as lype: I LockerManager [*.dim) x| Cancel

Select a name and location for

your LockerManager data file —7. f/
- = " !

L TTHLETEHAsylum Secondary School
Street:
Zip/Postal Code: m =

[HTICH (416) 555-1234]

0}

\ / -1[-’roceed to tHe nekt step.
[}

) f_.’f' ‘

e I
‘ l Select File and Continue >> \

.

‘ Caontinue >>

6. IntheSave Asfile window select the file location 9. Type in the School Information.

7. Type the file name. 10. ClickContinue.
8. ClickXave.




Create New Database

.i\.‘l'astﬁck
LockerManaaer® :

Import Lock Contreol Chart

Insert LockerManager €D and click "Continue™

F Continue >> |
| |

OR
browse to locate your Contol Chart
in another location on your
computer.

Browse... N -|

Click "Import Later" to skip this step.

<<Back | Impaort Later }
e

ﬁ* > 3."/':
f/ Ok "
I A

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. ClickContinue

13. ClickOK to Confirm import

OR

If your Lock Control Chart is on your computer.
14. ClickBrowseto locate thd.ock Control
Chart.

OR

15. ClickImport Laterto skipthis step and import
theLock Control Chart later.



Getting Started

Create New Database

16. In theOpen file window locate the file location.
17. Click the file name

18. ClickOpen

19. ClickOK to confirm import

Laok i I (3 Samples

My Recent
Documents

Import Lo @

Desktop

Insert LockerMal P
My Documents

My Camputer

browse tof

in ano]
ty Network
Places

E] Dudley Lock Sample

[E] Master Lock Multi Cornbination
r;;] Master Lock Single Combination
[£] student Schedule

[Z] students

ré] students-grade

E] students-grade-locker

[£] Teacher scheduls

File name: |M aster Lock Multi Combination

Files of bype: | I aster Lack, [* t«t)

Click "Import Later" to skip this step.

<<Back

Import Later }
4

he ock serlainumber
mbination €hart prcmded by
r lockimanufaetirer

ﬂCREI'HﬂI’IﬂgEI‘ E

22 locks have been added,




"H # | Getting Started

Note: User Name and Password are case sensitive.

Open Sample Database

Click Open Sample

Enter the User Namkackermanager..
Type in the Passworliick123

Click Continue

PopnhPR

.i\Iastgr
Lo ckequnaaer®

Open an Existing LockerManager File

Data file: C\Prugram Files\Asylum [
e\LockerManageriSamplesiLock
erManager Database.dlm

| Browse ...

ErterUser Nare t’/ O
Enter  Passvoro I

Us eand Password are nsitive

Create a New File | | Open Sample File | ‘ Continue |




$% I Getting Started

Open Existing Database

1. ClickBrowse..to locate file

i‘tl'astgr
Lo Ckequnaaer® ; a2,

Desktop

Lack it IB Samples j - =5 B

(IS

My Documents

Open an Existing LockerManager File

®

5 i My Computer
B -0l [=5| C:\Program Files\Asylum
SoftwareiLockerM |
erManager Database.dlm
Iy Metwark, File name: Asylum Demo-07 Open
o ! [ e |
Files of type: |Locketanager (~dim] = Cancel

Al

In theOpen file window, select the file location.
Click the file name.

Click Open.

Enter User Name.

Enter the Password.

Click Continue

Enter User Name: [T
Erter a Passvord: o I

User Hame and Password are case-sensitive

Create a New File | | Open Sample | ‘ Continue

NookoN




Getting Started

Checklist for setting up your LockerManager databas e.

-

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)




Open new Database.

Create New Database

Open Exiting Database .......................

Backup Database ......




Files

&

Create new LockerManager database.

Create New Database

" & LocketManager2007 - Asylum Demo-07.dim 1. Click Files.
2. Click Create New Database.
i !E'Stﬁvak 3. Follow the instructions on Page 6 in

LockerManager* the Getting Started Section of this

4%5;_? 2 8 manual.

=—

Locks ‘ Lockers ‘ Students I Fees I I Tools
LOCK CONTROL Create New Database

Open Existing Database
Number of Locks: 42

Backup Database

Serial ~ Current  Locker ey Cal S ——

Number  Combination Humber SE 1 2

1001 310728 A1 XST 310729

1002 192503  A140  X57 192503

1003 121743 A139  X57 124713

1004 134501 A138  X57 131501

1005 222703 A137 | X571 727703

1006 170731 A136  X57 170731

1007 270333  A135 X571 270333

1008 334325 A134  X57 334325

1009 12138 A133 K57 | 112139

1010 0219:35  A121 X517 021935

101 MA721 AM31 X577 B
1012 192337  A141  X57 192337

1013 153731 A129 | X5T | 153731

1014 25-07-31 A-128 X5T 25-07-31 n Open a different LockerManager
1015 3731 A127 X5T 37131 Hala e
1016 192131 A126  XS5T 192131

07 372531 AA125 | X5T  37-2531

1018 092131  A124  X57  09-21-31

1019 192931  A123  X57 192931

1020 33.0131  A122  X57 330131

1021 354731 AA132 | XST | 35473

100021 224406  A101  F954 224406 272749 163741 562638 181830 I3 | -




$% !

Open existing LockerManager database.

Files

Open Existing Database

Locks I Lockersi Students I

Create New Databasq

LOCK CONTROL CH.

Open Existing Databag

Number of Locks: 42

31-07-29

| 31-07-29

Backup Database

1002

19-25-03

18-25-03

1003

121713

121713

1004

13-15-01

13-15-01

1005

-22.27.03

22-27-03

1006

17-07-31

17-07-31

1007

-27-03-33

27-03-33

1008

3313-25

33-13-25

1009

112139

11-21-39

1010

02-19-35

02-18-35

10M

147-21

1117-21

1012

19-23.37

19-23-37

1013

15-37-31

15-37-31

1014 2507-31 A28 X57 2507-31
1015 37-11-31 A12T X57 37-11-31
1016 19-21-31 A-126 X57 18-21-31
1017 372531 A125 X57 37-25-31
1018 05-21-31 A124 X57 09-21-31
1019 19-20.-31 A-123 X57 19-29-31
1020 33-01-31 A-122 X57 33-01-31
1021 351731 A-132 X57 3517-31
100021 224406 A101 Fas54 2244 06 272749 16-37-41 56-26-38 18-18-30 I3

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

Ertera Passvord: [N

User Name and Passwiord are case-s W

3. Click Browse to locate and select desired
file.

4. Enter User Name.

5. Enter Password.

6. Click Continue.




Co#

Save a copy of the Database.

Files

Note: Backup databases at the end of your daily
session. Backup to external source on weekly
basis.

Backup Database

Mastpr,
LockerManager*
AN TR VY
- P = %
i | WSS .
Locks Lockers Students Reports Tools Exit
LOCK CONTROL CH. Create New Database
Open Existing Datab
Number of Locks: 42 =
Backup D
Current  Locker . Ca e n Combination Combination Dial | - Menu Options
Conibination] Nomber Y 3 N s 5 Code P
Qe 1 o importControl Chart
: 181830 23 W bmpout Contipl Chant |
Savein: |9 Samples v = 3 e
I J cF B 19-27-05 ] = Add LOCk[S}
m Asylum Demo 32-03-15 S | e e S
4] sylum Demo-07 28-0040 75 M Edit Locks
100 oy B | o = e
Documents M Delete Lock(s)
100 — 20-1345 B | s s e e e
1001 @ 173420 71 M Export Control Chart
100 Desktop 324010 x| R
100 . 16-41-35 76 1
1001 _ ’} 273400 78
10001 My Documents 18-20-32 X3
100 3247407 X8
100 QJ 20-43-17 X2 EA Click on a column heading to sort
1001 [w 041042 %5 in ascending order
tdyw Computer E
1004 24127 X4 |I= Click again to sortin descending
100 0 07-2747 xr order
100 A 09-28-22 X1
1001 Mypr‘i File hame: ILDckarManager Export Save I 034612 X10
1001 Save at lupe; I Lockertd anager [*.dim) - Cancel | 15-01-37 X6
10 08-24.02 .61
100041 17-15-09 A-109 Fo54 17-15-09 40-18-02 150347 304741 28-39-33 X300

abkhwnNPE

Click Files

Click Backup Database.
Select the desired file location.
Type the-ile Name.

Click Save.



Contains the information allowing for adding, delet ing and editing of locks

Import Control Chart .............cccceeeene 18
Add LOCKS ....vvviiiiieeeeeiiiiiiiiiieeee e 19
Edit LOCKS .....uvveieieeeeeeiiiiieeee e 20
; ; T T Set Active Combination...................... 21
- g’% A " Delete LOCK(S) ...vcveeeeerererererrnnnn22
! Lockers | Students | { Reports | ] Export Lock Data...........ccccvvvvvvnnnnnnnn3. 2

LOCK CONTROL CHART
Number of Locks: 42

Serial Combination -
Humber C no 1 +
1021 3517-31 A-132 35-17-31

100021 224406 A-101 224406 27-27-49 16-37-41 56-26-38 18-18-30
100022 13-03-31 A-119 13-03-31 38-28-26 12-42-20 14-34-12 19-27-05
100023 17-2041 A-118 17-29-41 49-11-33 12-14-26 47-09-21 32-03-15

3
29
2
100024 10-26-16 AT 10-26-16 43-39-09 18-14-04 12-08-48 28-00-40 Z5
74
¥

100025 18-27-01 A-116 Fas4 19-27-01 31-20-43 14-12-36 25-07-31 12-01-25

100026 15-38-21 A-115 F954 15-38-21 00-24-16 14-28-10 16-20-02 i 20-1345

100027 121046 A-114 Fas4 12-10-46 35-33-38 10-48-34 344228 173420 il
100028 20-16-36 A-113 F954 20-16-36 05-21-31 19-05-25 IN4TAT 324010 710
100029 271711 A-112 Fas4 27171 25-19-03 12-02-46 374741 16-41-35 Fiil
100030 16-10-26 A-100 F954 16-10-26 41-15-21 254915 374107 27-34-00 8
100031 10-46-08 A-110 Fas4 10-46-08 33-19-01 18-34-46 32-28-40 19-20-32 X3
100032 234333 A-120 Fo54 234333 08-18-28 123227 14-7414 324707 X9
100033 251943 A-108 Fas4 251943 47-41-35 10-04-28 25.49.23 204317 X2

B To SEARCH in the table, click on a

100034 143618  AA107  F954 143618 270011 122406  3648.00 041042 X5 celtand type the requested vaiue.
100035 571703  A106  F954  57-17-03 481945 120238 474733 324127 X4 |= To EDIT an item, find the item,
100036 210323 A105  F954 210323 260848 104212 323404 072747 X7 then press the Enter Key.

100037 180448  A104 | FS54 180448 210741 26423 303630 087822 X1 o DELETE locks. ighight the
100038 147238 A103  F954 142238 293733 33127 350319 034612 X10 Stk thtla EISCHS Thew pres
100039 132713  A102  F954 132713 352905 181248 330743 150137 X6 the Delete key.

100040 12-00-28 A-130 Fo54 12-00-28 27-41.23 01-3817 33-31-00 08-24-02 bt
100041 17-15-09 A-109 Fa54 17-15-09 40-18-02 150347 304741 29.39.33 X3 | -




1

Add multiple locks to your database from existing |

ock data file

Locks

Note: Importing locks with existing serial
numbers will overwrite database information

Import Control Chart

L

3 Lnd{erMaﬂaqelm? - Asylum Demo-07.dIm

Mastpr,

S>ckerManager®

LOCK CONTROL CHART

&

I Lockersi Students I

Fees

Number of Locks: 42

Serial Current Locker 2 [ e
Hupnhar Arnhinating Key 4 2 A 4
1| &2 Open
10| Y
T | ;u - ‘ . <« LockerManager 2007 ... » Sample-MNew - |$’| | Search Sample-New
10 Organize » MNew folder g= =
1 B
T g Documents = MName Date modified Type 1
L Musi
1 el i || Master Lock Multi Combination bt 16/04/2007 10:02 ...  Text Docur|  EF
chy
10 = I o | Master Lock Single Combination.tt 16/04/2007 10:02 ... Text Docut el
1 B videos L 710
10| 6
1 Q@ Hornegroup 78
10] E X3
1 8 Computer X9
10 & os(c) X2
1 (s HP_RECOVERY (T %5
10 a Sterage (E:) *x4
_1 - 4 1 | i e
10| X1
it File name: - IMaster Lock (*.bd) '] X110
10| X6
—1 [ Open ] [ Cancel ] %
1 X3

n

TR >
= S W

I Reports I Tools ‘ Exit

=8 e

Menu Options

u To SEARCH in the table, click on a

cell and type the requested value.

To EDIT an item, find the item,
then press the Enier key.

To DELETE locks, highlight the
lock or range of locks, then press
the Delete key.

T

Ensure théock Control Chart is visible.
Click onlmport Control ChartunderMenu
Options.

An Openfile box will appear on screen
allowing you to select the location and file
name.

Click onOpen.

Import Locks
i 0 locks have been added,
22 locks have been updated.

Thelmport Locks box will show you how
many locks were added, and how many had
their information updated.

Click onOK to close themport Locks

box.




Locks

Add locks to your database one at a time

O N P o b oo oo 1. Ensure th&ock Control Chart is visible!
2. Click onAdd Lock(sunderMenu Options.
Mastpr, 3. Enter the.ock Serial Number.
LockerManager © 4. EnterCombinationfor this Lock.
4 6% = 2 M You can enter up to five (5) separate
: i LGRS e Il e R RS combinations for each lock Serial Number.
LOCK CONTROL CHART
Humbes ofLocks: 42 5. Enter thekey (optional)
Serial Current Locker o EE jon Combination Ci jon Combination C i ! .
umber  Combinaion orver %Y L 2 3 a0 s 6. Enter the DiaCode(optional)
1020 33-01-31 A122 X57 33-01-3 . . .
| 1021 354731 A132  X5T 351731 7. If more then one combination is entered,
e Add Lock(s) Closo window (R select which combination will be used by
1o Lock Serial Number: | T — clicking the circle next to the combination
Combination 1: I « . e desired.
: Lock serial number is a4 M Export Control Chart H
Combination 2: I i~ Selact Eequired g 8. Click onAdd Lock.
Combination 3: I— ™ Cu:ibtii:aetion ‘?;'L'izz]:'tmmam" = Z;:
| 0000 Compinations: [ ¢ ressmtione IR0 Repeatsteps 3 - 8 until all locks have been
100031 button to complete x3
100032 Combination &: I i X8 Bl Add lock serial number and entered-
T}E}Eﬂ X2 ' combinations {o the database
10003 ey | % |
I . Dial Code: | b
100036 X7 . . .
00037 - ] W Click Close Windovio exit.
100038 142238 A103 Fa54 1422 38 2927-33 3Inar 350319 034612 X10
100039 132713 A102 F954 13-2713 35.29.05 18-12-48 330743 15-01-37 X6 |

100040 12-00-28 A130 Fos4 12-00-28 2741-23 01-3917 33-31-09 08-24-02 X | -




$

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

Locks

Edit Single Lock

"B LackesManages 007 - Asylim Bermo- 07 dirn

Masipr,
LockerManager*®

IETI

Locks Lockersé Students Fees Reports Tools Exit
LOCK CONTROL CHART
Number of Locks: 42

Serial Curfent | Locker |, Combination Combination Combination Combination Dial | ~ Menu Options
% b e : L " 5 Cote
* Edit Lock Data Clemviin i (DI | |
" | 5| W mportControiChat
2: Lock Serial Number; 100023 i | z9 ® Add Lock(s)

10002; Fr]

10002 Combination 1: I17-29-41 i 75 W Edit Locks

10002 = = A R
o Combination 2: |49,1173:s g Select = M Delete Lock(s)

100 Combination 3: [12-14.26 c Co’:.lc;i'::“on b M Export Control Chart

100021 W | e

10002 Combination 4: I47-09-21 L 75 |

L] Combination 5: I32-03-15 £ £

10003° X3

10003; Key: |F954 *a

100037 . x2 Change lock combinations, key
s Dial Code: Ip:z - %5 o number, dial code or select

Save Changes E current combination

10003 ¥4 |2

100036 Tz U T Tz TS wmrTr——srsases——urzrmr | AT

100037 18-04 48 A104  F954 180448 210741 264236 303630 092822 X1

100038 14.22.38 A103  FO54 142238 39.27.33 33127 350319 034612 X10

100039 132713 A102  F854 132713 352005 181248 330743 150137 X6

100040 12.00.28 A130  Fo54 120028 274123 013947 333108 082402 X8

100041 17-15.09 A109  F954 171509 401802 150347 304741 293933 X3 |

= Een

Ensure théock Control Chart is visible.
Click on the row you'd like to change.
Click onEdit Locks.

EnsureSerial Numbers correct.

Type in the changes.

Click onSave Changes.

oOghAwWNRE

Click Close Windowio exit.

g Note: Double clicking on a row will open the
\J Edit Lock Data screen.



(

Change active lock combination

Lock

Set Active Combination

&7 LockeiManager2007 - Asylum Demo-07.dim

Mastpr,
Lo>ckerManager*

Files

LOCK CONTROL CHART

A

Locks Lockersi Students

Fees

Number of Locks: 42

=)

Reports Tools

Serial Currert  Locker Key Ci jon Combination  Ci ibination C: Dial
Humber  Combination Humber 1 2 3 4 5 ‘Code
1021 3517-31 A-132 X57 35-17-31
1 05)5)21 224406 A101 Fa54 224406 2T-27-49 16-37-41 56-26-38 18-18-30
100022 . . . Close window 5
et Active Combination e
100023 5
100024 Starting Serial Number: i100022 b
100025 5
100026 Ending Serial Number; {100030 5
100027 Sa 0
100028 PE— i}
=== Set active & ICombination 1|
it combination of ~ o i - &
108030 all locks to: Camuination2 [ " Advance Combinations o
100031 " Combination 3 2 %3
100032 ¢ Combination 4 L
10 € Coembination 5 TS
100034 2 x5
(L B8 Choose the combination in use for the x4
100036 selected range of locks e — 7T X
100037 Set Combinations 2
100038 *10
100039 132713 A102 Fa54 132713 352905 181248 33-07-43 15-01-37 X6
100040 12-00-28 A130 F954 12.00-28 2741.23 01-3947 33-11-09 08-24.02 b
100641 171509 A-109 Fa54 17-15-09 40-18-02 15-03-47 394741 29-39-33 X3

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

mn

Ensure théock Control Chart is visible
Highlight the rows you’d like to change.
Click onEdit LocksunderMenu Options.
EnsureStartingSerial Numbeis correct.
Ensureending Serial Numbes correct.
Click on circle next to desired combination.

A

Set all combinations twill set all locks to a
specificcombination;Advance Combination
will move selected locks to the next
combination in the sequence.

7. Click onSet Combination

Click Close Windowo exit.



I ) * Locks

Remove locks from the database

Note: Deleting Locks from database cannot be
undone once confirmed in Step 7

Delete Locks

" &7 LocketManagerat? - Aylum Demo-7.dim =l 1. Ensure théock Control Chart is visible.
Click on the row you'd like to delete.
Mastpy, . By highlighting desired number of rows

Lo>ckerManager® you may, delete multiple locks

@ CAUTION! 2>

n

'i 5 & =) y 3. Click onDelete Lock(s)

: Moo gl il ¢ Begoite i leots | EN 4. Ensure the Starting Serial Number; Ending
LOCK CONTROL CHART Serial Number, and the Number of Locks to
Blumbier of Locks: 42 be Deleted - is correct.
Sutll o el R o T ke SR 5. Click onDelete Lock(s).
1021 Znr S vy BSOS 0 el e . . .

100021 224406 A101 954 224406 272748 163741  56-2638 181830 I3 ___ ImportControl Chart 6. TheDelete Locksconfirmation box will

100022 4202 11 A 110 ToR4 4102 21 20 78 78 47 47 70 14417 10 37 N5 zZa Add Lock(s
10023 pelete Lock(s) Closewindow |} |5 z2 R SO appear.
| 00024 b . W EditLocks

100025 AN SRR Delete Locks X
100026 . Starting Serial Number: 1100022 5 7 .DEIEtELOCkls] _____________ 2
R e & warning: This will permanently delete these lock{s) from your database. Do you wish ko continue?
—:—gﬂ%g— Ending Serial Number: !100030 g Z?.:ﬂ -ExportControI Chart hd
100029 Number of Locks to be Deleted: !§ 5 6 f B

100030 ]
%52:12 B Locks may not be deleted if they are currently i g

assigned to a locker. If they are assigned, then H 1 1

ouiss | {ators helacks woa halockersscreon. e e B e 7. ClickYesto confirmDelete Locksor Click

100034 delete the lockers from your database. 5 X5 NO to CanCEDe|ete LOCkS
L poagiy | e EARES

100037 >

100038 142238 A103  F954 142238 293733 331127 350310 034612 X0 @ .

100039 132713  A102  F954 132713 352905 181248 330743 150137 X6 ﬁ@ Note: Select row(s) and press delete key

100040 120028  A130  FS54 120028 274123 013917 333108 082402 X8 e

100041 171509  A-109  F954  17-1509 401802 150347 394741 293933 X3 | -




$%# !

Export your lock control chart as a comma separated

value spreadsheet file

Locks

e

" 27 LockerManagera7 - Asylam Demo-07.dim

LOCK CONTROL CHART

Locks

Lockers

&

Students

m

Blusaber afl salen: 49

Fr Save As mﬁ et
m:':;i Save in: IE} Samples j = EF Ed~ 2 o]
10002 [_:3 Amencan Lock Sample 21830 73
10002 . 92705 29

by Fecent
10002 Documents 20315 2
10002 = pe-00-40 5
10002 @ 2-01- 4
1oppz|  Deskor 013
10002 ™, T-34- 1
wo2| | b240-10  Z1D
10002( My Documents 5-41-35 6
10003 p7-34-00 i)
10003 9-20-32 X3
10003] 4y Computer 21707 X9
10003 PO-43-17 X2
10003 T 41042 X5
10003 2-41-27 X4
e MypfiJ File name: ILockerManagel Exporf &I 77T X7
10003 Save az lype: IComma Separated Values [ cav] Cancel N9 2822 X1
| 10003 = = = 34612 X10

100039 13-27-13 A-102 Fo54 132713 35-20.05 181248 330743 15-01-37 X6
100040 12-00-28 A-130 Fo54 12-00-28 27-41-23 01-3917 33-31-09° 08-24-02 e
100041 171509 A-109 F954 171509 40-18-02 15-03 47 394741 259-39:33 X3

Reports Tools

S

Ensure théock Control Chart is visible.
Click onExport Control Chart.

A Save Adfile window will appear on
screen allowing you to select the location
and file name.

Type in a&ile Name

Click Save.



This Chapter contains all locker information allowi

ng for adding, deleting and editing .

Mastpr,

LockerManager®
e § &
P : b L
! Locks ‘ Lockers ‘ Tools
LOCKERS
Number of lockers: 360 [~ Show Home Room and Comments
A — o - Menuoptons
A105 21.0323  Gault, Sandra R 1stEloor West W AddLockers
A-106 100035 57-17-03  Gill, Bobby O MstFloorWest | e
A107 100034 143618  Chong, David 0 1stFloor West W Edit Locker
A108 100033 251943  Shiao, Paul O A4stFleorWest | T onrmmemn T
2 @ Reserve Lockers
A109 100041 171509  Welis, Brianna 0 eyl e
A-110 100031 10-46-08  Lau, Danielie O 1stFloorWest @ Remove Lock(s)
A1 1001 310728  George, Amara ¢ BVt il eiieiiadiadinie
AA12 100029 271741 Bartley, Philip O 1stFloorWest M Delete Locker(s)
A-13 100028 20-16-36 Khan, Andrew o 1st Floor West . Change Combinatjon(s}
A114 100027 121046  Roadhouse, Jason O AstFloorWest | e
A115 100026 153821 Chiang, Jasmine O 1stFloor West M Change Status
A116 100025 19.27-01  Chiang, Jasmine R AstFloorWest | CTTTTTTTTTTmmommmemmmmecemoecoees
AT 100024 10-26116  Poirier, Andrew 0 1stEloor West
A118 100023 172041  Gobin, Chetan 0 1stFloorWest Locker Spaces: 520
A9 100022 130331  Samuel, Veronica 0 1stFloor West Available Lockers: 426
A120 100032 23-43:33 Samuel, Veronica [a] 1st Floor West Maintenance Needed: 14
A2 1010 021935  Lock, Jenesvan 0 1stEloor West
A122 1020 33-01-31 Chung, Saira o 1s1 FloorWest Select lockers and press 'Enter’ to
A123 1018 192031  Thompson, Bryce O 1stFloor West FithckeEat
A124 1018 09.2131  Carcamo, Kiranjit O 4stFloorWest Selacticckers and press ‘Dekoie' o
A125 1017 37-2531  Leung, Michael 0 1stFloor West remove Iockers from the database
A-126 1016 19-21-31  Thurairaiasinga. Timothy O 1stFloorWest =

Add LOCKErS.....ovveeeeeeeeeeeeaen 25.
Edit Locker

ASSIgN LOCK(S) ..cooevieeeeeiiiiee e 21.
Assign a Locker .........cccoeeeinnnnen. 28.
Reserve Lockers..........cccuvvveeeennnnn. 29..
Remove Reserve from Lockers...........
Remove LOCK(S)......cuvvvvrvvvrriiirnrinnnnnnns
Delete LOCKEr(S) ....vvvvvvvrrvrrvnrinnnnnnns 32.
Change Combination(s) ............cccuevue..



Add a group of lockers to the database

Lockers

Add Lockers

Ensure théockers screen is visible.
Click onAdd Lockers.

EnterPrefix (optional).

EnterStarting Locker Number.
EnterEnding Locker Number.
EnterLocation(optional).

Lockers may be designatedMymber
Occupancyand Status

8. Click onAdd Lockers.

NogahkwhpE

Click Close Windowo exit.



$ Lockers

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

ot R —

Ensure théockers screen is visible.
Click on row to be changed.

Click onEdit Locker.

Type in desired changes.

Click Save Changes

gabrh wWNPE

Click Close Windowo exit.

9 Note: Double clicking on a row will open the
& Edit Lock Datascreen.




) * Lockers

Assign locks to a range of lockers

Note: This feature is onhavailable when a
group of lockers is selected or highlighted.

e

Ensure théockers screen is visible.

2. The group of lockers to be assigned should
. be highlighted.

3. Click Assign Lock(s).

4. Ensurestarting Lock Number; Ending Lock
Number andNumber of Locks to be Added
is correct.
Choosestarting Lock Serial Number.
Click Add Locks.

=

o o

Click Close Windowo exit.




Assign a locker to a student.

Lockers

Assign a Locker

=

Ensure théockers screen is visible.

2. Click on the row containing the locker to be
assigned.

3. Click Edit Locker

Enter theStudent Numbe6tudentast

NameandFirst Name

5. Click Save Changes

»

Click Close Windowio exit.



(

Mark a group of lockers as reserved for a home room

Lockers

=

Ensure théockers screen is visible.

2. Highlight a group of lockers, or select a
single locker.

3. ClickReserve Lockers.

4. EnsuréeStarting Locker NumbeEnding
Locker NumberandNumber of Lockers
Selected is correct.

5. EnterHome Rooninformation (optional).

6. Click onReserve Lockers.

Click Close Windowo exit.



( ( Lockers

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

Ensure théockers screen is visible.

2. Highlight a group of lockers, or select a
. single locker

3. ClickReserve Lockers
EnsureStarting Locker NumbeEnding
Locker numberandNumber of Lockers
Selected-s correct
5. ClickRemove Reservation

=

»

. Click Close Windowio return to exit.




( ) * Lockers

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

Ensure théockers screen is visible.
2. Highlight the desired group of lockers, or
. click on a single locker.
3. Click Remove Lock(s)

=

4. TheRemove Locksbox will appear on

. screen.
5. Click Yesto confirm locks to be removed,
or Click No to cancel.




| ) *

Remove a locker or group of lockers from the databa

se

Lockers

Note: Once confirmed, the deleting of
lockers cannot be reversed.

Delete Locker(s)

1.
2.

3.
4.

Ensure théockers screen is visible.

Click a single locker, or highlight a group of
lockers.

Click Delete Locker(s).

Ensure th&tarting Locker Number; Ending
Locker NumberandNumber of Lockers to
be Deleted-is correct.

Click Delete Lockers

TheDelete Lockersbox will appear on
screen.

Click Yesto confirm delete, o€lick Noto
cancel.

Click Close Windowto exit.



) * Lockers

Set lock to next available combination.

Once Confirmed, combinations cannot be undone.

Change Combinations

Ensure théockers 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.

5. Click “OK” to confirm changes made.

Note: If there is only one combination available
this feature is not available.




To add, delete and edit all student information.

Import Student LisSt .........cccceevvinnnns 5.3
Add Student..............ooooees 37
Edit Student............ccoceeiiiiiiiiii s 38
Assign Lockers by Group ................... 39
Clear Locker Assignments.................. 40
Delete Student(s)......cccceeeeeeeeeeeeennn. 41..
Student Schedules .........cccccceeiinnns 2.4
Teacher Schedules..........cccccceevinnns 4.4



# Students

Import a list of students from a file.

Import Student List

1. Ensure th&tudentsScreen is visible.
2. ClickImport Student List.
. 3. ClickLocate and Select Data File.

4. In theOpen file window select the file
location, and click the name of the file.
5. ClickOpen.

- =



- —Continued Students

Import Student List

6. Match the~ield Namesinder the
LockerManager chartwith theFile Data
rows in theStudent Import File Chart.
Click aField Namen the
LockerManager Chart
Click the emptyField Namecell next
to the corresponding field in the
Student Import File chart.
7. If the data shown in tHeockerManager
Chartare the Titles for each item, click on
the white circle next tditle for each data
. field.
- If the data shown is Student
Information, clickThe information for
the first student
. 8. Click onlmport Student List



Add a Student to the database.

Students

Add Student

1. Ensure th&tudentsScreen is visible.

Click Add Student.

3. Enter theStudent Number, Last Nanasd
First Name.

4. Enter the student§&ender, Home Form,
Grade,andLocker,if required

5. ClickAdd Student.

N

Click Close Windowo exit.



$ Students

Edit information for a selected student.

e

1. Ensure th&tudentsScreen is visible.

2. Click on the row containing student
. information requiring edit.

3. Click Edit Student.

& Note: Double Click on desired row instead of
.\4 clicking on Edit Student.

4. Make desired changes.
. 5. Click onSave Changes.

Click Close Windowo exit.

. Note: Making changes in shaded boxes
will create a new student record.




+ #

Assign lockers to a selected group of students.

Students

Assign Lockers by Group

hownPE

Ensure th&tudentsScreen is visible.
Highlight a group of rows.

Click Assign Lockers by Group.

Ensure the information in ti8elected
StudentsList is correct.

Select how to assign lockers to this group
by clicking on the white circle.

Click Assign Lockers.



Students

Remove the locker assignment for selected student(s ).

Clear Locker Assignments

1. Ensure th&tudentsScreen is visible.
2. Click on a single row or highlight a group
. of rows.
3. ClickClear Locker Assignments.
4. InClear Locker Assignmentswindow,
click Yesto confirm,_orclick No to cancel.




Students

| ) *

Remove students from the database.

Delete Student(s)

1. Ensure th&tudentsScreen is visible.
2. Click on a single row or highlight a group
. of rows.
3. Click onDelete Student(s).
4. In theDelete Studentsvindow click Yesto
confirm orclick No to cancel.

9 Note: Click on a single row or highlight a group
of rows and press the Delete key.

";,“\x‘
L6




Import Student Schedules from a file.

Students

Student Schedules

N

Ensure th&tudentsScreen is visible.
Click Student Schedules
Click Select File and Import Schedules

In theStudent Schedulesvindow that
appears onscreen clidtesto confirm
import

Click Noto cancel.



—Continued Students

Student Schedules

5. In theOpenfile window select the file
location and click the file name.
6. ClickOpen.
. 7. ClickOK to confirm import.

Click Close windowo exit.




Import Teacher Schedules into the database.

Students

Teacher Schedules

1. Ensure th&tudentsScreen is visible.
2. Click Teacher Schedules
. 3. Click Select File and Import Schedules

4.

In theTeacher Schedulesvindow that
appears onscreen clidtesto confirm im-
port

Click Noto cancel.



—Continued Students

Teacher Schedules

. 5. In theOpenfile window select the file
location, and click the file name.
6. ClickOpen.

7. Click OK to confirm import.

Click Close windowo exit.




Record of Student Fee payment

Record Payment ...........ccccceeevninnenn. 7.4
Print RECeIPt......ooovvieiiiiiiiee e 48
Edit FEES....cooieeeeeeeieeeeeeeeeeeeee, 50
Add FEES ...ovvvevieiiiiieeee e, 51
Add Rebate......cccooeeeeviiiiiiiieiieeens 52
Refund Fee ....cooooevvieiiiiiiiiiiiieeeiiin B3
Delete FEES....uuviiiiiiiiiiiiieeeeeeeee 54



+

Record a student as having paid Student Fees

Student Fees

Record Payment

Ensure th&tudent Feesscreen is visible.
Locate and select the student

Click on the desired row.
Double Click the fee being paid dick
Select Aliif all fees are being paid.



: i

Preview and/or Print a Single Student Fee receipt.

Student Fees

w

Ensure th&tudent Feesscreen is visible.
Click on the row containing the record to be
printed.

Enter theReceipt Datédmm/dd/yyyy).

Click Print Receipt



y # —Continued Student Fees

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

Click on the Printer Icon to print a
Student Fees Receipt.

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.



$ Student Fees

Edit Student Fees

- R —

Ensure th&tudents FeesScreen is visible.
Click Edit FeesunderMenu Options.
Double click on Fee to change.

Type changes to the Fee.

Click Update Fee.

g b~ WON PP

Click Close Windowo exit.




Student Fees

Add a Student Fee to the database.

Click Edit Fees.
. Type thd=ee Name.
Type the FeAmount.
Click Add Fee.

abrwnPE

Click Close Windowio exit.




Student Fees

Add a Student Fee rebate to the database.

Click Edit Fees.
. Type thd=ee Name.
Type thd=eeAmount put a minus sign (-)
before of the amount
5. ClickAdd Fee.

PowpdpPR

Click Close Windowo exit.




Student Fees

Refund a student fee.

Refund Fee

1. Ensure th&tudent FeesScreen 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.




! Student Fees

Delete a Student Fee from the database.

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

Delete Fees

1.
2. ClickEdit Fees.
. 3. Click the row containing the fee to be
removed.
4. Press th®elete Key

5. In theEdit Feeswindow click onYescon-
. firm, or click No to cancel.

. Click Close Windowto exit.




1

Create and Print reports from the LockerManager dat  abase

Lock Report........ccceevvviiiiiiiiiiine 56

Locker Reports..........cccceeevveeeennnnn, 58.
Create PDF .......uvvveeiiieie e, 59
Locker Inventory ............ccceeeee. 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........ccccvvvvvvevnnnnnnnns 68..
Create PDF .......uvvveeiiiieieeeeee, 69
Locker Assignment ..................... 70
Students Without Lockers............. 71
Home Room LiStS ........cevvvvvviinneee 72

Student Fee Reports ......ccccceeeeeeeeeeennn. 73
Create PDF ..., 74
Student Fee Summary .................. 75
Fees by Activity ............occoeeeee. 76

' Student Fee Receipts .................... 77

No Student Fees Paid ................... 78




Reports

H

Preview and/or print a list of all lock information

Lock Report

1. Ensure théock Control Chart is visible.

in database.

2. ClickReportson the top menu bar
. . 3. To save.ock Control Chart as a PDF file
click Yes To printLock Control Chart
click No.

4. IntheSave Aswindow that appears on screen se-
lect the desired file location and type the name of

the file.
5. ClickSave.

- =



# —Continued Reports

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

Lock Report

Click on the printer icon to print
LockerManager Lock Control Chart.

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.



i

Preview and/or print all locker information in the

database.

Reports

Locker Reports

Ensure théockers screen is visible.

Click Reports.

Click Locker Reports.

UnderReport 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

PobpPR

The following pages show an example of each
report:

Click Close Windowo exit.



# —Create PDF Reports

Save Locker information in Portable Document Format (PDF).

Create PDF

6. IntheSave Aswindow that appears on
screen select the desired file location and
type the name of the file.

7. ClickSave.




# —Locker Inventory Reports

Preview and/or print a list of all lockers inthe s  chool.

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

Locker Inventory

Click on the printer icon to print
Locker Inventory .

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowto exit.




# —Available Locker Spaces Reports

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

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

Available Locker Spaces

Click on the printer icon to print
Available Locker Spaces

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.




# —Unreserved Lockers Reports

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

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

Unreserved Lockers

Click on the Printer Icon to print
Unreserved Lockers

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.




# —Locker Maintenance Required Reports

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

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

Locker Maintenance Required

Click the printer icon to print
Locker Maintenance Required

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.




# —Lock Assignment Reports

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

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

Lock Assignment

Click on the printer icon to print
Lock Assignment

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.




# —Lockers Without Locks Reports

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

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

Lockers Without Locks

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 labels for issuing lockers.

Reports

Locker Assignment Labels

Ensure théockers screen is visible.
From menu that appears clicticker
Assignment Labels.

Click the circle next to the desiredbel
Type.

Click the circle next to the desirédbel
Size/Format.

Click the circle next to the desir&brt
Order.

Click the circle next to the desir&dint
Range.

If printing Selected Students Only
select thestarting NamendEnding
Name

Click Print.



—Continued Reports

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

Locker Assignment Labels

Click on the printer icon to print
Locker Assignment Labels

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.
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Preview and/or print Student Reports

Reports

Student Reports

1. Ensure th&tudentsScreen is visible.
Click Reports
3. Select desired format f&eport
Rendering.
4. Click desired report
Locker Assignment
Students without Lockers
Home Room Lists

N

The following pages will show examples of
each report:

Click Close Windowto exit



H —Create PDF Reports

Save Student Reports in Portable Document Format (P DF)

Student Reports

4. In theSave Aswindow that appears on

- . screen select the desired file location and

type the name of the file.
5. ClickSave.




# - Locker Assignment Reports

Preview and/or Print a list of all lockers assigned

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

Locker Assignment

Click on the Printer Icon to print
Locker Assignment

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.




# - Students Without Lockers Reports

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.

Students Without Lockers

Click on the Printer Icon to print
Students Without Lockers.

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.




# - Home Room Lists Reports

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

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

Home Room Lists

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.
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Preview and/or Print reports of Fees Collected

Reports

Fees Collected

1. Ensure th&eesscreen is visible.
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

N

The following pages will show examples of
each report:

Click Close Windowio exit.



# —Create PDF Reports

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

Create PDF

5. In theSave Aswindow that appears on
screen select the desired file location and
type the name of the file.

6. ClickSave.




# —Student Fee Summary Reports

Preview and/or print a summary of Student Fees.

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

Student Fee Summary

Click on the Printer Icon to print
Student Fee Summary.

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.




# —Fees by Activity Reports

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

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

Fees By Activity

Click on the Printer Icon to print
Fees by Activity.

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.




# —Student Fee Receipts Reports

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

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

Student Fee Receipts

Click on the Printer Icon to print
Student Fee Receipts

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.




i —No Student Fees Paid Reports

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.

No Student Fees Paid

Click on the Printer Icon to print
No Student Fees Paid

To view specific entry (Zoom) click the
magnifying glass.

Click Close Windowo exit.




Maintain your database
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Edit school information.

Tools

Edit School Information

PopbhPR

Click Tools.

Click Edit School Information
Type the required changes.
Click Save Changes.



) Tools

Change database Password.

Change Password
ClickTools.

Click Change Password.

Type Current Password.

Type New Password.

Retype new password to confirm.
Click Save Changes.

o0 kswNPE




Search for errors in the database.

Tools

Validate Database

1. ClickTools.

Click Validate Database.

3. UnderCheck for Problem<Click in the

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

Click Validate.

Click Print to print the results of validation

as shown onscreen. (optional)

N

S

6. In thePrint Window that appears
onscreen, Cliclerint to print reportpr

click Cancelto exit.
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Import data from SIS to LockerManager.

Tools

S5 o ———— I ———

hwnPE

Click Tools.

Click SIS Import.

Click Locate and Select Data File

In theOpen window select the file location,
and click the file name.

Click Open.



# - Continued Tools

55 mor e’

6. Match thd~ield Namesainder the
LockerManager chartwith theFile Data
rows in theSIS Import File Chart.

- Click aField Namein the
LockerManager Chart
Click the emptyField Namecell next to
the corresponding field in tH&lS
Import File chart.

7. If the data shown in tHeockerManager

Chartare the Titles for each item, click on
. the white circle next tditle for each data
field.
If the data shown is Student
Information, clickThe information for
the first student
8. ClickImport Student List

9. In theSIS Import window click OK to

acknowledge import.




$%#

Export LockerManager data to be used in SIS.

Tools

-

N e

w

.J>|O
Py

o

Click Tools.

Click SIS Export..

In theSIS Export window click the white
box next to each item to export;

Click the white box next tBelect All
Fields
UnderSort Export click the round circle to
select sorting method.
Locker Number
Lock Serial Number
Student Number
Student Name
Click Create File.



$%# —Continued Tools

1S Export L ————

5. IntheSave Aswindow, select the desired
file location.

6. Type therile Name.

7. ClickSave




(

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

Tools

Advance Grade

N

Click Tools.
Click Advance Grade.

In the Edit Students Box, clitkesto
confirm.

Click Noto cancel.



#H# Q- # it

LockerManager is very flexible in its requiremefasdata files. Most student
information systems will be able to produce datsfivith little difficulty. If you
are unable to extract data from your district’stsgg please contact the technical
support staff in your district for assistance.

Student Data Import

Field Type Maximum Length

Student Number Text 12 Requirgd
Last Name Text 30 Requireg
First Name Text 20 Required
Gender Text 1 Optional
Home Room Text 10 Optiona
Grade Text 10 Optional
Locker Number Text 12 Optiona

Text will be truncated from the left at the maximiength. Gender: M/F.
Data may be presented in any field order. Addéidields will be ignored. Data
must be presented one line per student in a conatiaited file.

Example student import file with header row:

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

Lock Import

LockerManager will recognize control charts proddsy Master Lock, American
Lock and Dudley Lock. See the sample files inSaenplesfolder. If you are
provided with a Dudley lock file as a .xIs spreaatstfile, it must be saved as a
comma separated value (.CSV) file for import.

Other comma separated files may be used to impcks! See the section below
on Importing from your student information system.

Student Schedule Import

One record per student with fields as follows:

Field Type Maximum Length

Student Number Text 12 Required
Field 2 Text 50 Required
Field 3 Text 50 Required
Etc.

The student schedule import is extremely flexiblevo to sixteen fields can be
used in each student’s record and the number lo&figer student may vary
within the file depending on the amount of datailatée. The first field must be
a student number but the remaining fields may hyetext data string in a format
similar to:

1-1 DST3A1B 212 Smith

(i.e. Semester-Period, Course Code & Section, Rdaacher)

_— =



#H# Q- # it

Follow the schedule fields with other useful infation items such as home
phone number, mother’s work phone number, fatheoik phone number, medi-
cal information, date of birth, etc. When designihis file, inserted text like “H”
for Home, “FW” for Father’'s Work, and “MW” for Mo#ir’'s Work may be in-
cluded. A hard return, indicating the end of teeard, must follow the last field
for each student.

Fields may be left blank (null) and each recorthifile may have a different
number of fields if necessary. Fields are to beroarseparated. Three records
from the sample student schedule import are shaxe. h

The record order is not important. LockerManag#ramtomatically sort and
display the data in order.

Data will be displayed as entered — no further @ssing occurs. To see how this
data is presented visually in LockerManager, batld@esktop screens and on
handheld devices, see the images in sections&s16,

See theschedules.txffile in the Samplesfolder.

Teacher Schedule Import

One record per teacher with up to thirty field§a®ws:

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.

The teacher schedule file specification is sinmtidathe student schedule file. If
the teacher doesn’'t have a Home Room in fieldsd5aimnsert the word “none”.
Use each of the display fields 6 to 30 for anyiinfation you wish. For example,
choose to show the semester-period, course-seatiom and number of students
as a single field in a format such as

1-4 SCH4A1B 104 20
Fields must be comma separated. Double spacesammended within fields
6 through 20. Keep the character count of eathexfe fields below 35. Follow-
ing the schedule fields, one could include homenphtumbers and other useful
items as shown in the following example of the rddor one teacher.

The record order is not important. LockerManag#éramtomatically sort and
display the data in order by teacher Last Name sémhow teacher schedule data
is presented visually in LockerManager, look atithages in section 8 and 9.
LockerManager allows the user to update any teasttterdule.

- =
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Importing Student Data from the student information
system

Data extracted from your student information systexm be imported into Lock-
erManager. The data must be saved in a comma $egardue format (.CSV).

If student information is to be imported, studeniniber must be included. If lock
combinations are to be imported, lock serial nundrdocker number must be
included. If lock serial numbers are not includin, locker number will be used
as a lock serial number.

Fields shown at right may be imported. Additionialds will be ignored

Data fields longer than the lengths shown will umtated automatically.

Exporting Data from LockerManager to the student
information system.

You may select any or all of the fields listed helo

Locker Number Lock Serial Number Student Number

Locker Location Current Lock Combination Studennida
Locker Comment Combinations 1-5 Home Room
Key Number Grade

Dial Code
Student name will be exported as two fields—Lask Binst Name

Data will be exported as a .CSV file with a heaasv.

_— =

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
C_:urrent Combina- Text 12
tion

Combination 1 Text 12
Combination 2 Text 12
Combination 3 Text 12
Combination 4 Text 12
Combination 5 Text 12




