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Overview

The Lockers area provides access to several options for maintaining and reporting on
student lockers. It allows you flexibility in managing your lockers. You have the ability to
create and track built-in or external locks (built-in locks are locks that are part of the
individual locker). You also have the ability to print locker information on schedules and
locker information can display in Family/Student Access.
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You can find Lockers by going to Student Management>Office>Lockers.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Codes

Lock Makes
Lock Codes
Import Locks
Locker Areas
Locker Codes
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You can find the Locker Codes by going to Student Management>Office>Lockers>Setup>
Codes.
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The following Locker Codes are available:
* Lock Codes - Information about external locks such as: serial number,
combination, owned by, and whether the lock is checked out.
 Lock Makes - Information on the type or brand of the lock.
 Locker Areas - Where the locker is located.
« Locker Codes - Contains all locker information for each locker.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Lock Makes
Lock Make Maintenance N I
Lock Make Maintenance Check
Spelling
* Lock Make: ML
.. Save
* Description: [Master Lock] *
Back
Asterisk (%) denotes a required field

Lock Makes is the reference to the manufacturer of the lock and is used for external locks. If
you create a Lock Make code, it will be available in all entities. You can maintain Lock Make
codes by going to Student Management>Office>Lockers>Setup>Codes.

Lock Codes
Lock Maintenance Ao T o5 (2
Lock Maintenance Check
Spelling
* Building: | 002 |v Building (002)

Save

* Make: ML |+ |Master Lock —

aCK

* Serial Number: | 15353515 =

Combination: |25-13-18 Defaults

Owned By: ® School (O Student
Availablility: ® Check In O Check Out
Student: -
Entered By: amys
* Date:[07/16/2013  |[::g]

Asterisk (%) denotes a required field

Lock Codes allow you create a lock inventory for external locks. You have the ability to
assign locks to students in this location. You can find the Lock Codes by going to Student
Management>Office>Lockers>Setup>Codes.

Lock Maintenance

+ **Building - Select the Building in which the lock is located.

« **Make - Select the manufacturer of the lock.

+ **Serial Number - Enter the Serial Number of the lock. You have the ability to
enter a 13 digit value.

+ **Combination - Enter the combination of the lock.

+ Owned By - Indicates whether the lock is owned by the school or the student.

+ Availability - Allows you to determine if the lock has been assigned to a student. If
you select the option of “"Check Out,” it will allow you to attach the lock to a student.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Defaults Button

Lock Defaults A@ T S5 2

Lock Defaults 3
Building: |002 |+ Building (002) Back
Make: ML |v Master Lock
® School O Student
) Check In ) Check Out

You can set up defaults for Building, Make, Owned By, and Availability. These defaults will
be used when creating a new Lock Code.

Importing Locks
A utility exists that will import locks and combinations. The imported lock records are

created in the District Entity.

Import Locks Utility

Locker Areas
Locker Area Maintenance A @ U S 2
Locker Area Maintenance Check
Spelling
* Building: | 002 |" Building (002)
Save
* Locker Area:|1 FL =
Back

* Locker Area Description: |1st Floor Lockers
Lock Type: ® Built In O External
[ allow 2 Students per Locker
[ allow Co-ed Lockers

Asterisk (%) denotes a required field

The Locker Areas define the area of the building in which the locker is located.

+ Examples - West Wing, Gym, Band Room
Locker Areas must be set up in order to create a Locker Code or add lockers in the Locker
Master. You can create Locker Areas by going to Student Management>Office>Lockers>

Setup>Codes.

Locker Area Maintenance
+ **Building - Select the building in which the locker area is located.
+ **¥Locker Area - Enter a unique five-character code for the locker area.
+ **]ocker Area Description — Enter a description for the Locker Area; 20
characters are the maximum.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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* Lock Type - Select either Built-In or External. Built-in locks are locks that are part
of the individual locker. You cannot change the Lock Type if a student has been
assigned to a locker within the Locker Area.

+ Allow 2 Students per Locker - Select this option if students can share lockers in
this Locker Area.

« Allow Co-ed Lockers — This option will only be available if you selected to “Allow 2
Students per Locker.” Select this option if a male and female can share lockers in
this Locker Area.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.



LOCKERS GUIDE

Locker Codes

Locker Codes are used to identify the lockers in the district. Lockers are assigned to
buildings within the district, as well as locker areas within the selected building. It will also
display the student(s) attached to the locker. You can create Locker Codes by going to
Student Management>Office>Lockers>Setup>Codes.

Creating a Locker Code for Built-In Locker

Locker Maintenance A @ 15 2
Locker Maintenance Check
Spelling
* Building: | 002 |v Building (002)
Save
* Area: |1 AL |* |15t Floor Lockers —

Back
* Locker: |01

Lock Type: |Built In
Allow 2 Students: No
Allow Co-ed: No
Locker Description: |001
v Active
L] pamaged

Built In Combination Information
Combination 1:{12-28-01
Combination 2:|02-15-13
Combination 3:|15-24-03
Combination 4:|10-02-17
Combination 5:|20-03-27
Combination 6:{13-19-05

Combination In Use (1-6): 1

Asterisk (%) denotes a required field

The above is a sample of creating a Locker Code for a Built-In Locker.

Locker Maintenance

+ **Building - Select the building in which the locker is located.

+ **Area — Choose the area of the building in which the locker is located. The
selection of the Locker Area determines whether you will be creating a Built-In or
External Locker.

+ **Locker - Enter the number of the locker; the maximum is six digits.

* Lock Type, Allow 2 Students and Allow Co-ed - The information displayed pulls
from the selected Locker Area.

+ Locker Description — Enter a description of the locker; the maximum character
length is 30.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Active - Allows you to determine whether the locker is active. If a locker is assigned
to a student, you cannot mark the locker as “Inactive.”

Damaged - Allows you to determine whether the locker is damaged. This field can
display on Locker Reports.

Built-in Combination Information - Enter the combinations for this locker; you
can enter a maximum of six combinations. After you enter the combinations, you can
determine the current combination that is being used.

After entering the required locker fields, you will click Save.

Creating a Locker Code for an External Lock

Locker Maintenance A @ T 5 (2
Locker Maintenance Check
Spelling
* Building: | 002 |v Building {002)
Save
* Area: \west |v west wing —

Allow 2 Students: Mo

Locker Description: |003

Asterisk (%) denotes a required field

Back
* Locker: |003

Lock Type: Extermal
Allow Co-ed: No

[V Active
[ Damaged

The above is a sample of creating a Locker Code for an External Lock Type.

Locker Maintenance

**Building - Select the building in which the locker is located.

**Area — Choose the area of the building in which the locker is located. The
selection of the Locker Area determines whether you will be creating a Built-In or
External Locker.

**Locker — Enter the number of the locker; the maximum is six digits.

Lock Type, Allow 2 Students and Allow Co-ed - The information displayed pulls
from the selected Locker Area.

Locker Description — Enter a description of the locker; the maximum character
length is 30.

Active - Allows you to determine whether the locker is active. If a locker is assigned
to a student, you cannot mark the locker as “Inactive.”

Damaged - Allows you to determine whether the locker is damaged. This field can
display on Locker Reports.

After entering the required locker fields, you will click Save.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Edit Locker Codes
The Edit allows you to make modifications to the Locker. You can change the following
fields:

* Locker Description

» Active

+ Damaged

« Built-In Combination Information — You will only see this field if the Lock Type is

Built-In.

Delete Locker Codes
You can Delete Lockers only if no student is assigned to the locker. You will highlight the
Locker and click on Delete.

:] Are you sure you want to delete Locker 004577

0K ] [ Cancel

After clicking Delete, you will receive the above message. You will click OK to remove the
locker.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Locker Details
The Locker Details allow you to view the student attached to the locker. You do not have the
ability in the Locker Codes area to maintain the students attached to the locker.

Locker Codes LN A N

Locker Codes - General &,
Options

Building Area Locker .'I‘.wm'f Sﬂmfs é::if"d Locker Descripfion Active | Damaged |Combinalic | pga |

1 k001 10 00454 B N N 00454 Y N [ Edit |

12121217

( |

Expand All Collapse All  View Printable Details

w Students
Name Gender Grade Grad Year Dfit Ent Home Room Combination Primary
LOLITA FOLAMASCR F 12 2013 001 11
3 » 001 10 00456 B N N 00456 Y N
4 b 001 10 00457 B N N 00457 Y N
5 k001 10 00458 B N N 00458 Y N
6 b 001 10 00459 B N N 00459 Y N
7 b 001 10 00460 B N N 00460 Y N
8 b 001 10 00461 B N N 00461 Y N
9 b 001 10 00462 B N N 00462 Y N
10 b 001 10 00463 B N N 00463 Y N
11 bk 001 10 00464 B N N 00464 Y N
12 » 001 10 00465 B N N 00465 Y N
13 bk 001 10 00466 B N N 00466 Y N
14 b 001 10 00467 B N N 00467 Y N
15 bk 001 10 00468 B N N 00468 Y N
16 » 001 10 00469 B N N 00469 Y N
17 » 001 10 00470 B N N 00470 Y N
18 b 001 10 00471 B N N 00471 Y N
19 » 001 10 00472 B N N 00472 Y N
20 » 001 10 00473 B N N 00473 Y N

You will expand by the Locker to view the student(s) attached to the locker.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Creating Lockers

Lockers can be created in multiple locations:
+ Lockers
* Locker Codes
e SkyBuild
+ Mass Create/Delete Lockers

Lockers

s/f"‘ Entity (002) Grades 7 to 12 (002) = Msien Andenpscr . Accossl | Pralersnces
KTWARD

2 Student  Food i Educator  Advanced  FederalTtale  Custom
HmvSl‘udqrﬂ;Fmaaﬂ'Si S'Mnnsnicm! Plus . F Re qu

< al # Student Managemant Setup
=  Office - OF Setup » Discipline - D1 Setup ¢ Curriculum & Assessment-CA  Setup
+ Attendance - AT Setug * Health Records - HR Setup = Lockers - LO frtup
Lockerss - LM Lr
» Grading - GR Satup » Activities - AC Entry by Studant - LO L n
Reports - RE T
¢+ Current Scheduling - C5 Setup
» Guidance - GU Setup
¢+ Future Scheduling - FS Setup

» Year End - ¥E

You can create Lockers by going to Student Management>Office>Lockers>Lockers.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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M i WARD

= Student Food o 9 Educator  Advanced Federal/State = Custom
Home « Students Families Staff 5 A EMmlmsﬁ'aﬁon A N Reporting Reporis Q
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Building .a Area Locker Lock Aliae2 L) Locker Descripfion Active Damaged | Combination Avail "$I

Students Co-ed
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6 » 002 Gym 0005 B N N 0005 Y N ]
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16 F 002 Gym 00463 B N N 00463 Y N 4]
17 » 002 Gym 00464 B N N 00464 Y N Al
18 Pk 002 Gym 00465 B N N 00465 Y N 4]
19 » 002 Gym 00466 B N N 00466 Y N Al
20 Pk 002 Gym 00467 B N N 00467 Y N Al

< >

4 4 » W 20 records displayed Locker:l:l

You will click on Add to create a new locker.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Creating a Built-In Locker

Locker Maintenance A @YU TS |2
Locker Maintenance Check
Spelling
* Building: | 002 |v Building {002)
Save

Locker Description: |123457

Built In Combination Information

Asterisk (%) denotes a required field

=Area: 1A |v 1st Floor Lockers
* Locker: |123457
Lock Type: Built In
Allow 2 Students: Mo
Allow Co-ed: Mo

Eack

v Active
L] Damaged

Combination 1:|15-20-12
Combination 2:|20-24-03
Combination 3:|10-19-08
Combination 4:|13-22-09
Combination 5:|18-20-05
Combination 6:|16-23-05
Combination In Use {1-6): 1

The above is a sample of creating a Locker Code for a Built-In Locker.

Locker Maintenance

**Building - Select the building in which the locker is located.

**Area — Choose the area of the building in which the locker is located. The
selection of the Locker Area determines whether you will be creating a Built-In or
External Locker.

**Locker — Enter the number of the locker; the maximum is six digits.

Lock Type, Allow 2 Students and Allow Co-ed - The information displayed pulls
from the selected Locker Area.

Locker Description — Enter a description of the locker; the maximum character
length is 30.

Active - Allows you to determine whether the locker is active. If a locker is assigned
to a student, you cannot mark the locker as “Inactive.”

Damaged - Allows you to determine whether the locker is damaged. This field can
display on Locker Reports.

Built-in Combination Information — Enter the combinations for this locker; you
can enter a maximum of six combinations. After you enter the combinations, you can
determine the current combination that is being used.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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After entering the required locker fields, you will click Save.

Creating a Locker Code for an External Lock

Locker Maintenance A @ T 5 (2
Locker Maintenance Check
Spelling
* Building: | 002 |v Building {002)
Save
* Area: \west |v west wing —
Back

* Locker: |020
Lock Type: Extermal
Allow 2 Students: Mo
Allow Co-ed: Mo
Locker Description: |020
[l Active
[ Damaged

Asterisk (%) denotes a required field

The above is a sample of creating a Locker Code for an External Lock Type.

Locker Maintenance
+ **Building - Select the building in which the locker is located.
« **Area — Choose the area of the building in which the locker is located. The

selection of the Locker Area determines whether you will be creating a Built-In or

External Locker.
« **Locker - Enter the number of the locker; the maximum is six digits.

* Lock Type, Allow 2 Students and Allow Co-ed - The information displayed pulls

from the selected Locker Area.

* Locker Description — Enter a description of the locker; the maximum character

length is 30.

+ Active - Allows you to determine whether the locker is active. If a locker is assigned

to a student, you cannot mark the locker as “Inactive.”

« Damaged - Allows you to determine whether the locker is damaged. This field can

display on Locker Reports.

After entering the required locker fields, you will click Save.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Edit Lockers
The Edit allows you to make modifications to the Locker. You can change the following
fields:

* Locker Description

» Active

+ Damaged

« Built-In Combination Information — You will only see this field if the Lock Type is

Built-In.

Delete Lockers
You can Delete Lockers only if no student is assigned to the locker. You will highlight the
Locker and click on Delete.

|0| Are you sure you want to delete Locker 004577

0K ] | Cancel

After clicking Delete, you will receive the above message. You will click OK to remove the
locker.

Locker Codes

You can also create Lockers in the Locker Codes area, which is found by going to Student
Management>Office>Lockers>Setup>Codes.

Locker Codes

SkyBuild

You can create a SkyBuild import to mass create built-in lockers. SkyBuild imports can be
found by going to Student Management>Administration>SkyBuild>Imports. The import file
must have at least one combination for each locker. You can find more information
regarding how to import a file in the SkyBuild guide.

Mass Create/Delete Lockers

The Mass Create/Delete Lockers utility performs a mass create of new lockers or a mass
delete of existing lockers. You can find this utility by going to Student Management>Office>
Lockers>Utilities.

Mass Create/Delete Lockers Utility

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Maintaining Lockers and Locks for Students

You can maintain lockers and locks for Students using:
+ Lockers
« Entry by Student
* Mass Assign Lockers Utility
* Mass Unassign Lockers Utility

Lockers
L Entity (002) Grades 7 to 12 (002) (= Mates Adramer  Aecowd | Protesnces | €t | |2
SETWARD
: Student Food o Educator Advanced FederadState  Custom
Homa ~ Students Families  Staff Servi Service m Administrafion | Plas | Foutiares Reporting Reports o
- CIJ .|" Student Managemant Setup o
= Office - OF Setug » Discipline - DI Setup » Curriculum & Assessment-CA  Seup
+ Attendance - AT frtup + Health Records - HR Setup ~ Lockers - LO Sertup
Lockers - LM L
» Grading - GR Setup » Activities - AC Enilry by Swudent - LO Ln|
Repors - RE LA
» Current Scheduling - C5 Setup
¢ Guidance - GU Setup
+ Future Scheduling - F5 Setug
» Year End - YE

You can assign lockers to students in the Lockers screen. The Locker screen is located by
going to Student Management>Office>Lockers>Lockers.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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‘W‘ Entity (002) Grades 7 to 12 (002) = Mardos Ancrssecr - Accout | Prlssaces | Bt | |2
WARD

Student | Food Educator  Advanced | FodoraliState | Custom
Home w Students Families Staff ol 0% BBHHMM i P | el ot irtagea|

4l Lockers W § A 3wl Faveciene T b Window £y Print Quew
Views: [General w| Fers:[*211 Records Y & A
Buldng o | Afea Licker !rﬁ m “md Liockes Descriphion Acve | Damaged | Combinalion ol =
BLCEE 1A 123456 8 M 123456 2 fat
Expand All Collapse All View Printable Details
w Students Assgnio
There are o Shudenls sssgned by B
2 * 002 1A 123457 B N N 12457 ¥ N 153012 %
3 k002 Gym 0001 B N N 000 Y N ]
4 k002 Gym oz B N L} 0002 ¥ N ]
5 b 002 Gym 0003 B N N 0003 ¥ N L/
& ¥ 002 Gym L] B N L} 0004 Y N ]
7 ¥ 002 Gyt [iLir] 1 N N D005 Y H 4
B ¥ 002 Gym 054 1 N N D05 ¥ N %
9 k002 Gym iy B N H 00455 ¥ M W
10 * 002 Gym 0058 B N N DO458 ¥ N %
11 * 002 Gym L LT B N N sy ¥ H k|
12 * 002 Gym 00458 B N L} 0458 Y N 3
13 * 002 Gym L] B N N D55 Y ] k|
14 * 002 Gym D050 B N N [Lis ] Y ] |
15 ¥ 002 Gym (61 - N H D061 Y H |
16 ¥ 002 Gym 122 B ] N [0 ¥ N ¥
17 » 002 Gym L e 8 N N 00483 ¥ N %
18 * 002 Gym Oupied [:} N L} D0 ¥ N W
e P e~ - ~um e . 2 e
40 Wi WMl 4 F WM 30 records displiyed Losckr:
You will expand by the locker and click on Assign to Student.
Assign to Student N e~ EE
Assign to Student |  Save |
* Student: | ARYSCCAROO0 |+ |ARYSCR, CARL | | Back |
Building: (002 [Building (002) |
Locker Area: |1 FL |15t Floor Lockers |

Locker: [123456 123456 |
Locker Category: ® Primary/Academic O Secondary/Athletic

Asterisk (*) denotes a required field

Assign to Student
+ **Student - Select the student being assigned to the locker.
+ Locker Category — Specify whether this locker is the student’s primary or
secondary locker.

After selecting the student and the locker category, you will click Save.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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<4l | Lockers i

Views: ‘ General V| F|Iter5:|*1u1 Records v|

Y o E & | ad

[ Edit
Building o | Area Locker #;';; $"WI fs éﬂi}"d Locker Description Active | Damaged | Combination Avail ID—T
elete
122456 122456 Y 12-28-01
B 1R 12 B [ ~ | ~ [ | v [~ | .
Expand All Collapse All View Printable Details
v Students Assign o Student
Name Gender Grade Grad Year Dfit Ent Home Room Combination Primary
Edit Remove CARLARYSCR M 08 2017 002

12-23-01 J

] l . {?Favori'tmv {D New Window lE'My Print Queue

Above you will find an example of what the Lockers screen will look like after a locker is
attached to a student.

Edit
Assign to Student A0 BREE B
Assign to Student | Save
Student: [ARYSCCAR00D |CARL ARYSCR | ok
Building: (002 Building (002) |
Locker Area: |1 FL |15t Floor Lackers |

Locker: [123456 (123456 |
Locker Category: {8% primary/Academic O Secondary/Athletic

Edit allows you to switch between Primary and Secondary Lockers.

Remove

The Remove allows you to unassign the locker from this particular student. It does not
delete the locker from the system.

Do you wish to remove this student (CARL ARYSCR) from Locker
1234567

| ok | [ Cancel

After clicking Remove, you will receive the above message. You will select OK to remove
the locker from the student.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Entry by Student
f— Entity (002) Grades 7 to 12 (002) = e Resdrmeca Mo estarwmenn | B
WARD
Student | Food [ . Educalor  Advanced FederalState  Cusbom
Home - Students Families Staff Sarvices | Serdce poil Administration Arrars s 1 Pk Reporting Reports Q
< al 4 Student Managemant Satup e
E  Office - OF ferlup » Discipline - DI Setup * Curriculum & Assessment - CA Setup
+ Attendance - AT Setup » Health Records - HR Setup ~ Lockers - LO Setup
Lockers - LM T
» Grading - GR sewp b Activities - AC Setup Eniry by Student - LO €
Rapaoris - RE Ln|
» Current Scheduling - CS Setup
» Guidance - GU Setup
¢+ Future Scheduling - F§ Selug
* Year End - YE

You can maintain lockers and locks in the Entry by Student area. The Entry by Student area
is found by going to Student Management> Office>Lockers>Entry by Student.

‘ H | Enlry b}" Student ﬁ | » A @ o {}Fa\mrﬁ&ev ’tl New Window 'E‘My Print Queue ‘
Views: [Student Details v| Fiters:[*Only Active Students  w v & ‘ Print |
Locker
Last Name o First Middle ‘S GY|Gr |[DE Cldr Schi Birthdate Age| G | Other ID Student Key

5 ¥ ARGYLESCR PEARLENE Fa A 2015 10 D41 o2 o2 R 16 F 521488 e

6 P ARMENDAREZSCR MARGURITE S A 2015 10 041 002 002 10/30/1997 15 F |521496 ARMEHMAR A

7 b ARMSTONGSCR PAUL z A 2015 10 041 002 002 04/10/1997 16 M 521499 RRMSTERU
E . ARYSCR A 08/29/1998 M (24000000001 A

Expand All Collapse All  Modify Details (displaying 3 of 3) View Printable Details

b Student Details

b Lockers Add Primary Locker Add Secondary Locker

9 P BELLONSCR DENVER T A 2015 10 002 002 ooz 07/26/1996 16 M 521575 BELLODEN
10 » BENWAYSCR RANDALL H A 2015 10 103 002 002 03/16/1897 16 M 521584 BENWARRN
11 P BORGESCRE MARGHERITA E A | 2015 10 103 002 o002 06/26/1937 16 F 521622 BORGEMAR.
12 » BORGMANNSCR NEVILLE I A 2016 09 041 002 002 05/02/1996 17 M 521627 BORGMNEV
13 » BOSSERTSCR ISIAH C A 2015 10 041 00z ooz 01/01/1857 16 M 521636 BOSSEISI
14 » BRADEENSCR ANGIE Y A | 2015 10 103 002 002 01/14/1997 16 F 521644 BRADERNG
15 P BRAKEFIELDSCR EDWARD C A 2015 10 041 00z ooz 02/09/1957 16 M 521649 BRAKEEDW
16 » BROESCR BOBBIE D A 2015 10 041 002 002 08/16/1997 15/ F 521672 BROESEOB
17 P CASTILLASCR HARRIS M A 2015 10 103 002 ooz 11/05/19%96 16 M 521758 CASTIHAR
18 P CHALLISSCR CRISTINE ] A 2015 10 041 002 oo2 10/04/1996 16 F 521769 CHALLCRT
19 P CONNIFFSCR CHIEKQ o] A 2015 10 041 o002 ooz 04/05/1957 16 F 521833 CONNICHI
20 P COWENSSCR JESSE A A 2015 10 041 002 002 05/24/1997 16 M 521857 COWENJES

< >
44 4 » MM 20 records displayed LDOkuﬂil:ll\Aﬂ_CJ

You will expand by the student to see the Student Details, Lockers, and Locks.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Student Details

w Student Details

Full Mame: CARL ARYSCR Age: 14
Student Status: A - Active Gender: M - Male
Grade: 08 Other ID: 240000000014
Graduation Year: 2017 Student Key: ARYSCCARODDOD
Default Entity: 002 - Entity (002) Grades 7 to 12 Primary Phone # (555) 595-2770
School: 002 - 5chool (002) Advisor:

Birthdate: 08/29/1998

Address: 1096 B Scramble avenue AUSTIN TX 55555

Student Details displays demographic information for the selected student.

Lockers

w Lockers Add Primary Locker Add Secondary Locker

Building Area Locker # Primary? Condition Lock Make Lock Serial # Owned By
Edit Remove 002 - Building (002) 1 FL - 1si Floor Lockers 123456 Yes MNA

Lock Type
Built In

Combination
12-28-01

The Lockers area allows you to maintain the lockers attached to the student.

Functionality described here may vary in availability depending upon your district/entity configuration.

** Denotes Required Field to save screen.
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Add Primary Locker

The Add Primary Locker option allows you to select the primary locker that will be attached
to the student. A primary locker would be the student’s main locker where books and items
are stored. A student can only have one primary locker per locker area.

Locker Codes 2@ s ?

Locker Codes - General: ARYSCR, CARL (Selecting: Primary Locker) @1,

Building a Area Locker .II'.DEm'f S?mis é‘::i: Locker Descripfion Active Damaged | Combination | select |

I S =2 O B B A R A T o

Expand All Collapse All View Printable Details | Edit |

w Students | Delete |

| There are no Students assigned to this Locker. | | EBack )
2 b 002 Gym 00454 BE N N 00454 Y N
3 k002 Gym 00455 BE N N 00455 Y N
4 k002 Gym 00456 B N N 00456 Y N
5 k002 Gym 00457 B N N 00457 Y N
6 P 002 Gym 00458 B N N 00458 Y N
7 k002 Gym 00459 B N N 00459 Y N
8§ Pk 002 Gym 00460 B N N 00460 Y N
9 Pk 002 Gym 00461 B N N 00461 Y N
10 » 002 Gym 00462 B N N 00462 Y N
11 » 002 Gym 00463 B N N 00463 Y N
12 b 002 Gym 00464 B N N 00464 Y N
13 b 002 Gym 00465 B N N 00465 Y N
14 » 002 Gym 00466 B N N 00466 Y N
15 » 002 Gym 00467 B N N 00467 Y N
16 » 002 Gym 00468 B M N 00468 Y N
17 » 002 Gym 00469 BE N N 00469 Y N
18 » 002 Gym 00470 B N N 00470 Y N
19 » 002 Gym 00471 B N N 00471 Y N
20 » 002 Gym 00472 B N N 00472 Y N

< >
M 4 » W 20 records displayed anker:l:l

After clicking Add Primary Locker, you will receive a list of lockers. You will locate the
locker you want to assign and click Select.

Filter Options | Apply Filter |
Destination Browse: |General v | Reset Filter |
Building: | 002 — Building (002) v| [ Back |
Locker Area: |All Locker RAreas W | ) )
Display Status Condition
O all ® Active O Damaged
® Available O Inactive O Mot Damaged
) Not Available O Both ®) Both

You can determine the lockers that display by clicking on the Filter Options button.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Add Secondary Locker
The Add Secondary Locker option allows you to select the secondary locker that will be
attached to the student. A secondary locker might include a gym or band locker.

Locker Codes B I
Locker Codes - General: ARYSCR, CARL (Selecting: Secondary Locker) @J & 0::‘3::'8
Building a Area Locker .\I'.;Cpl; S’?ll.::‘]l:nzts CN(E: Locker Description Active Damaged | Combination Select
I O X 2 O N B = A R A N -
2 b 002 Gym 00454 B N N 00454 Y N Edit
3 k002 Gym 00455 B N N 00455 Y N ==
4 b 002 Gym 00456 B N N 00456 Y N
5 b 002 Gym 00457 B N N 00457 ¥ N Back
6 F 002 Gym 00458 B N N 00458 Y N
7 b 002 Gym 00459 B N N 00459 Y N
8 P 002 Gym 00460 B N N 00460 Y N
9 002 Gym 00461 B N N 00461 Y N
10 » 002 Gym 00462 B N N 00462 Y N
11 ¥ 002 Gym 00463 B N N 00463 Y N
12 b 002 Gym 00464 B N N 00464 Y N
13 » 002 Gym 00465 B N N 00465 Y N
14 » 002 Gym 00466 B N N 00466 Y N
15 b 002 Gym 00467 B N N 00467 Y N
16 ¥ 002 Gym 00468 B N N 00468 Y N
17 » 002 Gym 00469 B N N 00469 Y N
18 » 002 Gym 00470 B N N 00470 Y N
19 » 002 Gym 00471 B N N 00471 Y N
20 b 002 Gym 00472 B N N 00472 Y N
< >
4 4 » W 20 records displayed anker:l:l

After clicking Add Secondary Locker, you will receive a list of lockers. You will locate the
locker you want to assign and click Select.

Filter Options Apply Filter
Destination Browse: |General v | Reset Filter
Building: | 002 - Building (002) v| Back
Locker Area: |21l Locker Areas v|

Display Status Condition

O Al ® Active O Damaged

® Available O Inactive () Not Damaged

O Not Available O Both (®) Both

You can determine the lockers that display by clicking on the Filter Options button.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Edit Lockers

Student Locker Maintenance A @ T g (2
Student Locker Maintenance Save
Building: 002 Building (002) Back
Locker Area: |1 FL 1st Floor Lockers Lock: Built In
Locker Number: 123456 123456

Condition: C) Damaged @ Not Damaged

Lock Information
Lock Make:
Lock Serial #:
Owned By:
Lock Type: Built In
Combination: 12-28-01

Edit allows you to switch between Primary/Secondary Locker and Damaged/Not Damaged.
Remove Locker

The Remove allows you to unassign the locker from this particular student. It does not
delete the locker from the system.

:I Do you wish to remove Locker 123456 from this student?

| ok || cancel

After clicking Remove, you will receive the above message. You will select OK to remove
the locker from the student.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Locks

w Locks Maintain Locks

Building Make Serial # Owned By Combination Attached
002 - Building (002) ML - Master Lock 123456789012 SCHOOL 25-13-18 Mo

The Maintain Locks area allows you to add a lock to a student. You also have the ability to
attach the lock to the locker.

Locks Assigned to Student (gonazalezscr, Selena) A @0 S 2
Views:[Main | Filters: [*Skyward Default v Y ire} Add
Building Make Serial Number Combination | Owned By Aftached Edit

1| » 002 - Building (002) 123456789012  |25-13-18  |schooL | N [JRERCAN

Back
Aftach

Unattach

>

<
1 records displayed Serial Number: :

The above shows the options available in the Maintain Locks button.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Add Locks
Lock Codes A @MU G2
Lock Codes: School owned locks available [Bld: 002] @,
ons
Building & | Make Senal Number Combination Owned By Checked Qut | Student Select
1foo2 15 [1234se789123 (123212 schooL | N[ ik
Add
Edit
Delete
Back

>

L4
1 records displayed Serial Number: :

Add Locks allows you to select the lock being added to the student’s locker record.

Edit Locks
Lock Maintenance A ISR I
Lock Maintenance Check
Spelling
* Building: |002 + | Building (002)
Save
Make: ML Master Lock =

Back

Serial Number: |123456789012

* Combination: [25-13-18 |

Owned By

: @ School O Student

Availablility
Student

* Date

Entered By:

: O check In @ Check Out
: IGOMAZSELOOD  Selena gonazalezscr

amys

[wns2s

Asterisk (%) denotes a required field

You can edit a lock by highlighting the record and clicking on Edit. The Edit allows you to
modify the Building, Combination, and Date for the lock record.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Check In
The Check In allows you to return an external lock to be assigned to another student. You
will highlight the lock and click Check In.

y 1 Are you sure you want to check in this lock (MAKE: ML, SERIAL 2
" 123456789012)7

0K ] [ Cancel

After clicking Check In, you will receive the above message. You will click OK to remove
the lock from the student.

Attach
The Attach allows you to link an external lock to a specific locker. You will highlight the lock
and click on Attach.

Available Lockers A @UO S (2
Views: |General w| Filters: [*A11 Lockers w| o[ = &y [ Seec
Building . Locker Area Locker Mo Primary Back
oz fwest w2 | v | |
< >
1 records displayed Locker No: :

Lockers will only display in the Available Locker if you have attached a locker that uses an
external lock. Also the locker must belong to the same builing as the selected lock. You will
highlight the locker and click Select.

w Lockers Add Primary Locker Add Secondary Locker

Building Area Locker & Primary? Condition Lock Make Lock Serial # Owmed By Lock Type Combination
Edit Remove 002 - Building (002) west - west wing ooo2 Yes NA ML - Master Lock 123456789012 SCHOOL Exiemnal 25-13138

After attaching the lock to the locker, you will be able to see the lock information when
viewing the locker.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Unattach

The Unattach is used to remove the link between a lock and locker. You will highlight the
lock and click Unattach.

I.-"'_"“-. Are you sure you want to unattach Lock ML - 123456789012

&Y' from Locker 00027

0K ] [ Cancel

After clicking Unattach, you will receive the above message. You will click OK to unattach
the lock from the locker.

Print Locker

-« ﬂ Entr:.-' b'!l' Student | i '} W i ravores T New Window r‘zl-r.-e_. Prind Giosue

Wiews: [ Stiadent Details w| Filers:| "Only Actiwe Stodents | T i 3 & Prind
L 4 Locker

GY Gr DE Bathdade Age G | Othes 1D

E—E-_EIEEIEIEEEE-EIIHE 180002

2 V¥ Gonzalezscr Merneos 2009 06 103 oz 12 M 19000]
3 F GOYASCR LOPG H A 2004 11 041 oz 002 33T/ L00E 17 M 523591
4 ¥ GROBESCR ROGER ] A 2005 10 D41 o0z 002 d3S S 1937 15 M 523616
5 F GRUNDENSCR MERYL H A 045 10 041 o2 002 35,5 04/1957 16| F 523605

The Print Locker allows you to generate the “Locker Assignment Card Report” for the
selected student.

Locker Assignment Card Report

Mass Assign Lockers

The Mass Assign Lockers utility will compile a list of all students and lockers within the
ranges. It will then assign students to lockers according to the constraints of the respective
locker areas and the locker assignment setting. You can find the Mass Assign Lockers utility
by going to Student Management>Office>Lockers>Setup> Utilities.

Mass Assign Lockers Utility

Mass Unassign Lockers

The Mass Unassign Lockers process will cycle through all lockers within the specified range
and only unassign lockers from students within ranges. Lockers with external locks attached
will not be unassigned unless you select to unassign the appropriate lock type with the
locker.

Mass Unassign Lockers Utility

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Locker Reports

Lock Report

Locker Assignment Card Report
Locker Report

Student Locker Report

Entity (002) Grades 7 to 12 (002) (= phesie Sodrsincy i hocomi | Eresrveces i 1D
’/I TWARD
. Student  Food S Educator Advanced  Federal'State  Custom
bt bt B ] o B Sammm““*““““ Access Plus  Featwes  Reporing  Reports
| al & Student Managemant Satup =
= Office - OF fetup + Discipline - DI Setup v Curriculum & Assessment - CA Setup
» Attendance - AT Setup » Health Records - HR Setup = Lockers - LO Satup
Lockers - LM L1
» Grading - GR S b Activities - AC Setup | | Eniry by Studant - LO
Reports - RE Ln|
» Current Scheduling - C5 Setip
¢+ Guidance - GU Setup
¢+ Future Scheduling - F5 Selup
» Year End - ¥YE

You can find the Locker Reports by going to Student Management>Office>Lockers>Reports.

< Reports ¢

=3 Locker Reports - RE
- Lock Report - LE
{] Locker Assignment Card Report - LC
{7 Locker Report - LR
{1 Student Locker Report - SL

» B8 rFavoritesw ] New Window FoMy Print Queue

The following Locker Reports are available:
 Lock Report
* Locker Assignment Card Report
* Locker Report
+ Student Locker Report

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Lock Report

The Lock Report generates a report of locks and the students, lockers, and combinations
associated with them. This report will also display if the lock is student or school owned. The
Lock report is found by going to Student Management>Office>Lockers>Reports.

Lock Report Ranges AN IR
Template Settings Check
Spelling

* Template Description: [Lock Report |

(] Share this template with other users in entity 002 —
U Print Greenbar Sa;v.;natnd
Back
Lock Report Ranges S
Low High
Lock Make:[ | zZ ]
Serial #: | | |zzzZZZZZZZIZZ |
Building:[ |
Entered By: | | |zzz777777777 |
Student: | | |zzZZ777777Z |
Date:p1/o/1000 |[5  [12/31/09%9 [

Owned By
(O school O Student @ Both

Availability
O checked In O Checked Out ® Both

Lock Attached
O attached O Unattached ® Both

Printing Options
sort:

[] Break Report on First Sort Sequence.

Asterisk (*) denotes a required field

Lock Report Ranges
The Lock Report Ranges allow you to determine the locks that will print on the report.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Printing Options

Sort Order AT S 2
Views: | ESma v | m @, | Save

Filters: | *Skyward Default w

Back
Select & Sort Order Sort Field

Deszelect All
BLENENETT N
2 [ Date _

Entered by :
Lock Make Move Do
Lock Serial #

Lock Type

Locks Attached to Lockers

Locks Checked In/Out

Student

Oooooodd

{
4 4 » W 9 records displayed

The Print Options allow you to choose how the report is sorted.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Locker Assignment Card Report

The Locker Assignment Card Report prints instructional and contractual information for the
student to sign and understand the responsibilities of the locker. You could use this report
at the beginning of the school year to inform students and parents of locker information and
responsibilities. The Locker Assignment Card Report can be found by going to Student
Management>Office>Lockers>Reports.

Locker Assignment Card Report Ranges A @YU S |2
Template Settings Check
Spelling
* Template Description: |Locker Assignment Card Report X | S
ave
(] Share this template with other users in entity 002 S = .
. dve dan
[ print Greenbar Print
Back

Locker Assignment Card Report Ranges

Low High
Building: | |  [zzzzzZ |
Locker Area: | | |z7zzZZ |
Locker: | | |zzzZ222 |

Student Selection

(See Student Range Selections)
(® Range

() Individual

Shared Lockers
Shared

O Unshared

(®) Both

Locker Category Special Education Students
O primary/Academic O only

O Secondary/Athletic O Exclude

{® Both (® Both

Printing Options
Sort:

Locker Assignment Card Report Ranges

The Locker Assignment Card Report Ranges allow you to determine the students and lockers
that will print.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Printing Options

Sort Order A RE -
views: S v m @ Save

Filters: | *Skyward Default s

Back
Select a Sort Order | Sort Field

(1% for [swdenthame S
2

Grade
3 Homeroom

{
4 4 b W 3 records displayed

The Printing Options allow you to determine how the report will sort.

Student Range Selections by Range

= Student Range Selections
Low High
Student: | | |ZzZZZZZZZIZ |
Grad Yr/Grade: 9999
Homeroom:[ |
Advisor: | | |zzzzZZZZZZZ |
Race:[ |
Gender:|Both W
Status:| Both v
[+ all schools
[+ all Calendars

If you select the option of Range under “Student Selection,” you will be able to set the
range of students for whom the report will be generated.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Student Range Selections by Individual

Student Range Selections

* Seledt Students: (Students have NOT been selected)

Low High
Grad Yr/Grade:
Homeroom:| |
Advisor: | [FZzz7777777 |
Race:[ |
Gender: Both ~
Status:| BEoth “

[+ All 5chools
[+ All Calendars

If you selected the option of Individual in the “Student Selection,” you will be able to
select individual students by clicking on the Select Students option.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Locker Report

The Locker Report prints locker information, which includes the student(s) assigned. You
have the ability to print the locker combination(s) on the report. You could use this report
as a master list of Lockers. The report is sorted based on the Locker Area. You can find the
Locker Report by going to Student Management>Office>Lockers>Reports.

Locker Report Ranges R R
Template Settings Check
Spelling

* Template Description: | Locker Report

(] Share this template with other users in entity 002 =
[ print Greenbar SESEI_ind
Heset
Locker Report Ranges Back
Low High
Building: ZZ777
Locker Area: 77777
Locker: 777777
Availability: | Both v|
Shared:|Both v
Locker Status: |Both v|
Locker Condition: | Both v]

Print Options: [_] Print Locker Description
Print Locker Combination
| Current Combination LV
! Print Student Information
] print Student's Combination

Asterisk (*) denotes a required field

Locker Report Ranges
The Locker Report Ranges allow you to determine the locker that will print on the report.

Print Options

+ Print Locker Description - Select this option if you want the Locker Description to
display on the report. If your Locker Code and Description are the same, it will print
the same Locker Number twice on the report.

* Print Locker Combination - If you select to print the Locker Combination, you can
select to print the Current Combination or All Combination Sets.

* Print Student Information - If you select this option, the student name, alphakey,
gender, homeroom, grad year, and default entity will print on the report.

* Print Student’s Combination - This option will print the student’s combination for
both Built-In and External Locks.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Student Locker Report

The Student Locker Report lists all students within the specified range along with the
pertinent locker information. You could use this report to determine the student with or
without lockers, students who share lockers, and lockers flagged as damaged. This report
can be found by going to Student Management>Office>Lockers>Reports.

Student Locker Report Ranges O I
Template Settings Check
Spelling

* Template Description: |Student Locker Report |

(] Share this template with other users in entity 002 Save
[ Print Greenbar Sa;ﬁnat"d
Back
Student Locker Report Ranges
® py Range O By Individual Ranges
Low High
Building: | | |zzZZZ |
Locker Area: | | |zzzZZ |
Locker: | | |2zZZ22 |
Student Lockers:| Both M
Shared Lockers:|Both v
Locker Category:|Both v
Locker Condition:|Both v
Locker Status: |Both v

Print Locker combination
Print external Lock information

Asterisk (%) denotes a required field

Student Locker Report Ranges
The Student Locker Report Ranges allow you to determine the students and the lockers that
will print on the report.

Print Options
+ Print Locker combination - This option allows you to print the locker combination
on the report.
+ Print external Lock information - If you select this option, it will print the Make,
Serial Number, and Combination for External Locks.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Locker Utilities

Delete Orphaned Student Lockers

Import Locks (only available in the District Entity)
Mass Assign Lockers

Mass Change Current Locker Combination In Use

Mass Change Numeric Locker Numbers to Uniform Length
Mass Create/Delete Lockers

Mass Move Lockers to New Locker Area

Mass Unassign Lockers

Move Locks to Student’s Default Entity

r Entity (002) Grades 7 to 12 (002) (= o i L iz
SEYWARD
Student Food |y ran Educator  Advanced FederalState  Custom
Hoame » Shedents Families Stafl G Sarvice Administration A S s R § R " 0
4 .{' Student Managemant Setup
= Office - OF Setup ¢ Discipling - DI Setop k Curriculum & Assessment - CA Fetup
» Attendance - AT Setup + Health Records - HR Sebus ~ Lockers - LO
Lockers - LM Fodes - CO
» Grading - GR Setup » Activities - AC Setu Enry by Studant - LO dities - UT
Repons - QM
» Current Scheduling - C5 Setup
¢ Guidance - GU
» Future Scheduling - F8 Setup
* Year End - YE

?

You can find the Locker Utilities by going to Student Management>Office>Lockers>Setup>

Utilities.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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< jd |- Utilities v& 1

i ﬂ .7 Favoritesw ] Mew Window T My Print Queue

63 Utilities - UT

{1 Delete Orphaned Student Lockers - DO

i Import Locks - IL

[ Mass Assign Lockers - MS

i~{ ] Mass Change Current Locker Combination In Use - CL

{1 Mass Change Numeric Locker Numbers to Uniform Length - NL
J Mass Create/Delete Lockers - MC

-{] Mass Move Lockers to New Locker Area - ML

{] Mass Unassign Lockers - MU

i} Move Locks to Student's Default Entity - DE

The following Locker Utilities are available:
 Delete Orphaned Student Lockers
+ Import Lock (only available in the district entity)
+ Mass Assign Lockers

+ Mass Change Current Locker Combination In Use
+ Mass Change Numeric Locker Numbers to Uniform Length

« Mass Create/Delete Locker
- Mass Move Lockers to New Locker Area
+ Mass Unassign Lockers

*+ Move Locks to Student’s Default Entity (only available in the district entity)

Functionality described here may vary in availability depending upon your district/entity configuration.

** Denotes Required Field to save screen.
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Delete Orphaned Student Lockers

The Delete Orphaned Student Lockers utility reads the student-locker records for the
current entity. Records will be removed if no student could be found to match the record.
You will be able to view the student-locker records to be removed before processing. This
utility can be found by going to Student Management>Office>Lockers>Setup> Utilities.

Delete Orphaned Student Lockers A @Y o |7

Delete Orphaned Student Lockers Fun

This process will oyde through the student-locker records of the current entity. Back
Records will be removed if no student could be found to match the record. This
process does allow you to view the student-locker records to be removed

You will click Run to process this utility.

l . Mo records found to update.

After the Delete Orphaned Student Lockers utility completes, you will either receive a
message stating that there were no records found to update or you will receive a processing
screen displaying the student-locker records.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Import Locks

The Import Locks utility will allow you to import a tab-delimited list of lock serial numbers
and combinations. The imported lock records are created in the district entity which makes
them viewable in all entities until they are checked out to students. You will find the Import

Locks utility by going to Student Management>Office>Lockers>Setup>Utilities; you need to
be in the district entity to access it.

Import Locks A @ T o ?
Import Locks Imipart
This process will import lock records from a tab delimited file. The imported lock records Back

should be created in building 000 and will be visible to all entities until they are checked out
to students. At that point the lock will be unassigned from building 000 and assigned to an
entity-specific building of the user's choosing. The import file's format should be:

Serial Number <tab> Combination <enter=

Serial Number <tab> Combination <enter=

Building: 000 Building (000)
Make: ML |v |Master Lock
Owned B\J.r:l Student kv |

Awvailability: Check In
Entered By: amys

Upload File Path
Import File: C:\Users\amys\Doouments\lockers. csv Browse...

Filename: lockers.csv View

Import Locks
+ Make - Select the Make of the Locks being imported.
« Owned By - Select if the locks are owned by the student or school.

Upload File Path
Click on Browse to locate the import file.

After the lock import information has been entered, you will click on Import.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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@uest Cnmglete

Import Locks has finished processing.

J View Report — Back h

After the Import Locks utility completes, you will receive a message stating that the process
has finished. You can click View Report to view the Lock Imported or the reason the locks
couldn’t be imported.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Mass Assign Lockers

The Mass Assign Lockers utility will compile a list of all students and lockers within the
ranges. It will then assign students to lockers according to the constraints of the respective
locker areas and the locker assignment settings. You can find the Mass Assign Lockers utility
by going to Student Management>Office>Lockers>Setup> Utilities.

Mass Assign Lockers to Students MmO S 2

Check
Spelling

| Save

Template Settings

= Template Description: |Mass Assign Lockers
[ Share this template with other users in entity 002

Save and
Process

Back

Mass Assign Lockers to Students

This process will compile a list of all students and lockers within the ranges. It will then assign students to lockers
according to the constraints of the respective locker areas and the Locker Assignment settings entered on this
screen. A report of the lockers to be assigned will print prior to processing.

Locker Selection Options

* Building: |002 |+ |Building (002)
[ All Locker Areas Locker Areas
Low High
locker:[ |
Locker Assignment 2l
Locker Categuw:| Primary/Lcademic v| @

[ assign students randomly

[l Assign two students per locker

[ Allow COED lockers

[ allow students in different grade levels to share lockers

Student Selection

® Range O Individual Ranges

Additional Student Ranges

Spec Ed Students:
Graduated: B ]
T E—

] Only process students who have the current entity as default

Locker Selection Options
+ **Building - Select the Building of the lockers being assigned.
« All Locker Areas - If this option is unchecked, you will be able to pick the specific
locker areas being assigned.
+ Locker Range - This allows you to determine the range of lockers being assigned.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.



LOCKERS GUIDE

Locker Assignment
If a locker area has more restrictive settings than the selected fields in the Locker
Assignment, the locker area’s setting will supersede those entered here.
* Locker Category - Allows you to determine whether the locker being assigned is
the student’s primary or secondary locker.
« Assign students randomly - If this option is not selected, it will assign the
students alphabetically.
+ Assign two students per locker - Allows you to assign two students per locker
when running the utility.
 Allow COED lockers — This option will only be available if you selected the option to
“Assign two students per locker.”
+ Allow students in different grade levels to share lockers - This option will only
be available if you selected the option to “Assign two students per locker.”

Student Selection
The Student Selection allows you to determine the students who will be processed when
running the Mass Assign Lockers utility.

Additional Student Ranges
This area allows you to select additional student ranges of Special Education Students,
Graduated, and Full Time.
+ Only process students who have the current entity as default - If this option
is unchecked, it will allow you to assign lockers to students with other default
entities.

After verifying the options and range, you will click Save and Process.

Template Description: |Mass Assign B

Processing Messages

Preview process has completed and has found records to process.
Select the "Preview Data to Process’ button to continue.

Process Options

Preview Data to Process \

You will click Preview Data to Process.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Preview Mass Assign Lockers to Students Preview MA@ T S 7

Views;|General v| MPS]{?&E:‘& Default v| hid w @_] & F}l}e;gg:fde
Building & | Locker Area Lock Built In 2 Per Locker Co-ed | Locker Last Name First Middle Gender Grade

(o2 man | v | v | v ooz fvewns levie e [F oo [Ereen

Wiew
Exceptions

Back

After clicking Preview Data to Process, you will see a list of students who will be included
in the Mass Assign Lockers process.

Remove Record
The Remove Record will remove the highlighted record from the Mass Assign Locker
process.

Report

If you click on the Report button, it will generate a report of the data you see listed on the
browse screen.

View Exceptions
The View Exceptions will display any students who would fall into the range of the utility,
but were not included in the process.

After verifying the students on the preview screen, you will click Back.

EN R~ DK
Template Description: Mass Assign Back

Processing Messages

Preview process has completed and has found records to process.
Select the 'Preview Data to Process’ button to continue.

Process Options
Preview Data to Process

Run the Update

You will then click on Run the Update.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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% By clicking OK the update process will be run, making permanent
" changes that cannot be undone!

The update process will be run on the print queue and the status can be
viewed there.

Are you sure you want to run the update?

0K ] ’ Cancel

After clicking Run the Update, you will receive the above message. You will click OK to
complete the Mass Assign Lockers process.

Report Finished Processing

The report Process Mass Assign Lockers has finished
processing.

Dizplay Report Back

Once the utility completes in the Print Queue you can click on Display Report to view the
students who were assigned lockers.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Mass Change Current Locker Combination In Use

The Mass Change Current Locker Combination In Use utility is used to set a range of lockers
to a specific combination number or increment all combinations in use by one. You would
typically run this utility before the beginning of the school year. This utility can be found by
going to Student Management>Office>Lockers>Setup> Utilities.

Mass Change Current Locker Combination In Use Am U S 2

Mass Change Current Locker Combination In Use

This process allows you to mass change Lodker combinations in use for all Lockers induded in the selected Back
Building, Locker Area, Locker number, and current combination in use ranges. A report of the changes will be
printed prior to processing.

Mass change method: ® Increment O Enter new number [?]

Low High
Locker: | | |ZzzIZIZ |
Current Combination In Use: Ij|
Mew Combination In Use:
All Buildings and Locker Areas
Views: Mhskyward Default v| hig M @_1 &
Building & Description
(1|Moo2 _lBuidno00)
2 F 041 Building (041)

20 “ | 2 records displayed Building: I:I ABcC

Mass Change Method
You can select to either Increment the combinations or Enter new number. The Enter
new number will change all of the combinations in use to the same number.

Current Combination
The Current Combination indicates which combination in the rotation is currently in use.

New Combination
The New Combination field will only be available if you select the option to “Enter new
number.” You will enter the value to which you want all of the combinations changed.

All Buildings and Locker Areas

The buildings that display at the bottom of the screen are the buildings that will be affected
when running this utility. If you want to pick the specific building and locker area, you will
uncheck the “All Buildings and Locker Areas.” After unchecking the option, you will then
click on the Maintain Selected Buildings and Areas.

Maintain Selected Building and Areas

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Select Locker Areas A @ T & 2
Locker Areas [?] dﬂq
Options
- - 2 Students Lock M
Building & | Area Locker Area Descripiion per Locker Co-ed Type el Save
III:IEI_ 15t Floor Lockers -_-_E-- Back
Basketball Gym
3 |:| 002 Maln Main Office Y Y Select All
4 [ o002 west west wing N N E =_——=
Deselect All

The Locker Areas that display are for a specific building and only built-in lockers. If you
need to change the building, you will click on the “Filter Options” button.

After you have verified the mass change method and building/lockers areas, you will click
on Run.

Preview Mass Change Locker Current Combination In Use e A
Views: [General | Filters: [*Skyward Default v| Y W =) @Q _ Process
Building o e Leckegbio Caged FETE Cnrnhcl:r:fsn; Coﬁ:‘lb?::ilinn Comb InrlJJesu; Comr:x?:aiinn &
nm—-:-——!—
2 Main 0003 N 1 2
3 002 Main 0004 N 1 2
4 002 Main 0005 N 1 2
5 002 Main 001 N 2 3
6 002 Main 00454 N 1 2
7 002 Main 00455 N 1 2
8 002 Main 00456 N 1 2
9 002 Main 00457 N 1 2
10 002 Main 00458 N 1 2
11 002 Main 00459 N 1 2
12 002 Main 00460 N 1 2
13 002 Main 00461 N 1 2
14 002 Main 00462 N 1 2
15 002 Main 00463 N 1 2
16 002 Main 00464 N 1 2
17 002 Main 00465 N 1 2
18 002 Main 00466 N 1 2
19 002 Main 00467 N 1 2
20 002 Main 00468 N 1 2
< >
4 4> W 20 records displayed Locker:l:l ABc

You will then receive a preview screen displaying the lockers affected by running the Mass
Change Current Locker Combination In Use utility. After verifying the lockers, you will click
Process.

Clicking the Yes button will change the current combination in use
for all lockers listed.

Are you sure you would like to continue?

|, Yes )| | Mo

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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You will then click Yes to have the Mass Change Current Locker Combination In Use
complete in the Print Queue.

@uest Comglete

Process Mass Change Current L ocker Combination In Use
has finished processing.

J View Report — Back h

After the utility completes in the Print Queue, you can click View Report to see the lockers
with the combinations changed.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Mass Change Numeric Locker Numbers to Uniform Length

The Mass Change Numeric Locker Numbers to Uniform Length will add leading zeros to any
“short” locker number. The utility first checks existing locker numbers and allows you to
specify the length which should be used for all locker numbers. You can find this utility by
going to Student Management>Office>Lockers>Setup>Utilities.

Mass Change Numeric Locker Numbers to Uniform Length B R
Mass Change Numeric Locker Numbers to Uniform Length Run
This process will change all Locker numbers to a uniform number of characters according to the value entered in the New Length field. Back
Zeros will be added to the beginning of the Locker number to achieve the spedfied length. The New Length value cannot be less than the
value in the Smallest Length field and cannot exceed 6.

Smallest Length: 4 Largest Length: 5 MNew Length:
Lockers - Building: 002 / Locker Area: Gym E._j @l
Options
Building & Area Locker ‘IF;;lé 5’:::3;"“?5 Mlow Active Damaged | Combination Refresh
lm-m_-:-n“—
2P0 0002 B N N Y N
3 k002 G‘,fm 0003 B N N Y N
4 F 002 Gym 0004 B N N Y N
5 b 002 Gym 0005 B N N Y N
6 b 002 Gym 00454 B N N Y N
7 » 002 Gym 00455 B | N Y N
8 k002 Gym 00456 B M N Y N
9 k002 Gym 00457 B N N Y N
10 » 002 Gym 00458 B N N Y N
11 » 002 Gym 00459 B M N Y N
12 » 002 Gym 00460 B N N Y N
13 k002 Gym 00461 B N N Y N
14 » 002 Gym 00462 B M N Y N
15 » 002 Gym 00463 B N N Y N
16 F 002 Gym 00464 B N N Y N
17 » 002 Gym 00465 B M N Y N
18 » 002 Gym 00466 B N N Y N
19 F 002 Gym 00467 B N N Y N v
0 0n? Gvm 00468 B M N Y N
M4 4 b W 20 records displayed Locker: |:\

You can determine the building and locker area by clicking on Filter Options.

Filter Options Apply Filter
Bu||d|r|g DDZ = Bu:l.ldlng ({O02) Reset Filter
Locker Area:[Gym - Basketball Gym Back

After selecting the building and locker area, you will click Apply Filter.

The Smallest and Largest locker code length will display. You will enter the New Length
for the locker area. The New Length value cannot be less than the value in the “Smallest”
length field and cannot exceed 6.

After verifying the building/locker area and the new length value, you will click Run.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Preview Mass Change Numeric Locker Numbers to Uniform Length A®@T S (2
Views:[General | Filters: [*Skyward Default v| i g {0, [ Process
Old New EBack
Building & | Area Locker Mo | Locker No Status Damaged | Combination Exceplion MNote

IJEEE!---___

2 002 0002 00002 N

3 002 G\{m 0003 00003 N

4 002 Gym 0004 00004 N

5 002 Gym 0005 00005 N

6 002 Gym 1110 01110 N 22-22-22

7 002 Gym 1111 01111 N 44-44-44

g 002 Gym 1112 01112 N

9 002 Gym 1113 01113 N

10 002 Gym 1114 01114 N

< >

20 ~ | 10 records displayed Old Locker No: I:I

I:‘f Indicates Lockers that will not be processed due to Locker number conflicts. See the Exception Note column for details.

A screen displays the new locker numbers. After verifying the new locker numbers, you will
click Process.

d% Would you like to continue?

Clicking the OK button will update the listed Locker numbers from the
value shown in the

'Old Locker Mo’ column to the value shown in the "Mew Locker Me'

column.

Records highlighted in gray will not be processed.

oK |[ —— ]

You will click OK to have the process complete in the Print Queue.

uest Complete

Process Mass Change Numeric L ocker Numbers to Uniform
Length has finished processing.

i View Report _ Back i

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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After the utility completes in the Print Queue, you can click View Report to see a list of
locker numbers modified by running this utility.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Mass Create/Delete Lockers
The Mass Create/Delete Lockers utility performs a mass create of new lockers or a mass
delete of existing lockers.

Mass Create

ch

Mass Create/Delete Lockers A @ T

Mass Create/Delete Lockers
This process allows you to mass create or mass delete Lockers within the selected Building, Locker Area, and Back
Locker number ranges. This process will only perform mass actions on Lockers with numeric Locker numbers. A
report of the changes will be printed prior to processing.
Mass change method: ® Create O Delete [?]
Low High
Locker: | 1| | 100|

Locker number length:

Fill Locker description with: @ Lacker Number O Blank

O a Buildings and Locker Areas

Views: | General v | Filters: [ *Skyward Default wv| Y (), | Maintain
[ Selected
Building & Description aEls'll:jiliiPeg:s
v |eukdng (002 —
Expand All Collapse All View Printable Details Refresh

w Locker Areas
Area Description 2 per Locker Co-ed ¥ of Lockers
1FL 1st Floor Lockers 2

1 records displayed Building: a@c

« Mass Change Method - You will select Create for the Mass Change Method.

* Locker Range - Enter the range of lockers you wish to create.

* Locker number length - Enter the length of the locker number.

« Fill Locker description with - You can either have the locker description be the
locker number or it can be left blank.

- All Building and Locker Areas - The buildings that display at the bottom of the
screen are the buildings that will be affected when running this utility. If you want to
pick the specific building and locker area, you will uncheck the “All Buildings and
Locker Areas.” After unchecking the option, you will then click on the Maintain
Selected Buildings and Areas.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Select Locker Areas A @ T S
Locker Areas & Filter
Options
- - 2 Students Lock M
Building & | Area Locker Area Descriplion per Locker Co-ed Type e Save

(1]% Joo2 1A [istFloorlocers | N | N _[B | | Back
2 O N B 1

002 Gym Basketball Gym N
3 [ o002 Main Main Office A Y B i Select Al
4 [0 002 west west wing N N E E—

Deselect All

?

The Locker Areas that display are for a specific building. If you need to change the
buildng, you will click on the “Filter Options” button.

After you have verified the mass change method and building/lockers areas, you will click

on Run.
Preview Mass Create Lockers A @O S (2
\,.'iews;|Genera1 v| Ml*Skward Default v| hig @ & Process
Building & |Area Locker Locker Descripfion Status Damaged |Combination &
(o2 1A Jo0 oot | [~ | |
2 002 1AL 002 002 N
3 002 1R 010 010 N
4 002 1R 011 011 N
5 002 1R 012 012 N
6 002 1R 013 013 N
7 002 1AL 014 014 N
8 002 1R 015 015 N
9 002 1R 016 016 N
10 002 1R 017 017 N
11 002 1R 018 018 N
12 002 1AL 019 019 N
13 002 1R 020 020 N
14 002 1R 021 021 N
15 002 1R 022 022 N
16 002 1R 023 023 N
17 002 1AL 024 024 N
18 002 1R 025 025 N
19 002 1R 026 026 N
20 002 1ML 100 100 N
< >
44 4 ¢ M 20 records displayed LockerNo:\:l

A screen displays the new lockers created. After verifying the new lockers, you will click
Process.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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=% Would you like to continue?

WY Clicking the OK button will CREATE the locker records shown,

oK ] [ Cancel

You will click OK to create the lockers.

ﬂuest Cumglete

Process Mass Create Lockers has finished processing.

‘ View Report _ Back h

After the utility completes in the Print Queue, you can click View Report to see a list of
locker numbers created by running this utility.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Delete Lockers
You can only delete the locker if students are not attached to the locker.

Mass Create/Delete Lockers AN e R
Mass Create/Delete Lockers Run
This process allows you to mass create or mass delete Lockers within the selected Building, Locker Area, and Back

Locker number ranges. This process will only perform mass actions on Lockers with numeric Locker numbers. A
report of the changes will be printed prior to processing.

Mass change method: O Create @ Delete [7]
Low High
1] | 100|

Locker:

Use Locker number length: O ves 8% Mo

[ All Buildings and Locker Areas

VJ'EWS.' Filters: |*S]r;ywar:1 Default vl hig m @,_] & Maintain
Selected

Building & Descripfion Buildings
and Areas

I R T N

Refresh

1 records displayed Building: |:| aflc

+ Mass change method - You will select Delete.

* Locker - Allows you to determine the range of lockers to be deleted.

 Use Locker number length - If you select yes, you can specify the locker number
length.

« All Building and Locker Areas - The buildings that display at the bottom of the
screen are the buildings that will be affected when running this utility. If you want to
pick the specific building and locker area, you will uncheck the “All Buildings and
Locker Areas.” After unchecking the option, you will then click on the Maintain
Selected Buildings and Areas.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Select Locker Areas A 8T S (2
T B
Options
_— - 2 Students Lock M
Building & | Area Locker Area Description per Locker Co-ed Type Lock Save
(1[® Jooz  J1A_[1stFloor Lockers N | n B | | Back
2 [ ooz Gym Basketball Gym N N B 1
3 O ooz Main Main Office ¥ Y B 1 —
4 [ o002 west west wing N N E ==
Deselect All

The Locker Areas that display are for a specific building. If you need to change the
buildng, you will click on the “Filter Options” button.

After you have verified the mass change method and building/lockers areas, you will click
on Run.

Preview Mass Delete Lockers AT S 2
Uiews:|General v| MPSkward Default v| hig Im & Process
Building . | Area Locker Locker Descripfion Status Damaged | Combination &
(1o pA_Jor o0 | | N | |
2 002 1F 002 002 N
3 002 1F 010 010 N
4 002 1F 011 011 N
5 002 1FL 012 012 N
6 002 1R 013 013 N
7 002 1F 014 014 N
8 002 1F 015 015 N
9 002 1F 016 016 N
10 002 1F 017 017 N
11 002 1FL 018 018 N
12 002 1R 01a 019 N
13 002 1F 020 020 N
14 002 1F 021 021 N
15 002 1F nz22 022 N
16 002 1F 023 023 N
17 002 1FL 024 024 N
18 002 1R 025 025 N
19 002 1F 026 026 N
20 002 1F 100 100 N
< >
4 4 b M 20 records displayed Locker No:|:|

A screen displays the lockers being deleted. After verifying the lockers, you will click
Process.

4% Would you like to continue?

WY Clicking the OK button will DELETE the locker records shown.

oK | [ Cancel

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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You will click OK to delete the lockers.

uest Complete

Process Mass Delete Lockers has finished processing.

i View Report _ Back i

After the utility completes in the Print Queue, you can click View Report to see a report of
the lockers that were deleted.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Mass Move Lockers to New Locker Area

The Mass Move Lockers to New Locker Area will move lockers from one locker area to
another. Both locker areas must share the same lock, multiple student and co-ed settings.
The range screen allows you to select how to handle locker number conflicts and lockers
assigned to students. You can find this utility by going to Student Management>Office>
Lockers>Setup>Utilities.

Mass Move Lockers to New Locker Area A @ e ?
Mass Move Lockers to New Locker Area Hun
This process allows you to mass move Lockers from one Locker Area to another within the same Eack
Building. Both selected Locker Areas must have the same Lock type, Students per Locker
restriction, and co-ed setting. A report will print prior to any changes being processed.

* Building: |002 |v Building (002}
* From Locker Area: |1 FL |+ |15t Floor Lockers

* To Locker Area: | Gym |v Basketball Gym

Locker Number Selection @

Select Locker numbers by: O Range @ Individual

L] All Lockers Lockers

Processing Options
Move Lockers currently assigned to Students
If Locker number already exists in destination Locker Area:

' Assign new Locker number to Locker being moved
') Do not move Locker to destination Locker Area

Asterisk (*) denotes a required field

Mass Move Lockers to New Locker Area
+ Building - Select building of the locker areas.
From Locker Area - Select the locker area being moved.
+ To Locker Area - Choose the locker area to which the lockers are being moved.

Locker Number Selection - Select either the option of by Range or Individual Locker. If
you select Individual Locker, you may choose specific lockers or all lockers.

Processing Options
*+ Move Lockers currently assigned to Students - Unchecking this option allows
you to move only the lockers not assigned to Students.
« If Locker number already exists in destination Locker - This option allows you
to choose how duplicate locker numbers will be handled in the locker area.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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After verifying the range and processing options, you will click Run

Preview Mass Move Lockers to New Locker Area

BN e ]
Views: [General w/| Filters: [*Skyward Default w|

(i (&, [ Process |
Locker No Mew Locker No Damaged Combination |.&.'

Expand All Collapse All View Printable Details

Building & | FROM Area TO Area

w Students
Name Gender Grade Grad Year Dfit Ent Home Room Combination Primary
ARYSCR, CARL M 03 2017 ooz 12-28-01 Vs
2 » 002 1R Gym 123457 M 15-20-12

You will receive a preview screen to verify the lockers being moved. After verifying the
lockers, you will click Process.

Would you like to continue?

Clicking the OK button will move all the Lockers below from the Area

listed in the 'FROPM Area’ column to the Locker Area listed in the
'TO Area’ column.

| ok || cancel

You will click OK to complete the move of the lockers to a new area

WRequest Complete

Process Mass Move Lockers to New Locker Area has finished
processing.

| ViewReport || Back |

After the utility completes in the Print Queue, you can click View Report to see a list of
lockers moved to a new area.

Functionality described here may vary in availability depending upon your district/entity configuration
** Denotes Required Field to save screen.
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Mass Unassign Lockers

The Mass Unassign Lockers will cycle through all lockers within the specified ranges and only
unassign lockers from students within the ranges. Lockers with external locks attached will
not be unassigned unless you select to unassign the appropriate lock type with the locker.
This utility is typically run at the end of the school year to unassign lockers from students.
You can find the Mass Unassign Lockers by going to Student Management>Lockers>Setup>
Utilities.

Mass Unassign Lockers A @ T S |2
Mass Unassign Lockers Run
This process will cycle through all Lockers within the spedified ranges and only unassign Lockers Eack
from Students who fall within the specified Student ranges. Lockers with external Locks attached
will not be unassigned unless the user selects to unassign the appropriate Lock type with the
Locker.

* Building: | 002 |v Building {002}

All Locker Areas

Processing Options
Low High
Locker: ZIIIiT
Locker Category: O Primary/Academic O Secondary/Athletic ®) Both
Spec Ed Students: ®) Indude O Exclude O Only

External Lock Processing 2]

Unassign and delete student owned locks associated with selected lockers
') Unassign school owned locks associated with selected lockers

(®) Both

Mass Unassign Lockers
+ Building - Select a building from the drop-down list.
- All Locker Areas - You can select all lockers or pick specific locker areas. You will
click on Locker Areas, if you uncheck the “All Locker Areas.”

Processing Options
* Locker Range - Allows you to determine the lockers that will be unassigned from
the students.
 Locker Category - Choose the locker category from which to unassign the lockers.
+ Special Ed Students - Choose how special education students should be processed
when running this utility.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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External Lock Processing

Lockers with external locks will not be unassigned unless the appropriate external lock

processing method is selected.

+ Unassign and delete student owned locks associated with selected lockers -
This option will delete student owned locks. It will only affect locks with the owned

by set to “Student.”

+ Unassign school owned locks associated with selected lockers - This option
will unassign school owned locks. If this option is selected, it will only affect locks
with the owned by set to “School.”

+ Both - If this option is selected, it will delete student owned locks and unassign

school owned locks.

Student Range Selections

Grad Yr/Grade

Gender

Status

MY Status

Current Year Member
Graduated

Full Time

Student Range Selections

Student:

Homeroom:
Advisor:
Race:

Low

» 0000
:|Both v |
;|E:t'.1 v|
;|E:t'.1 v|
:|Both v |
;|E:t'.1 v|
:|Both W |
i1 All Schools

1 all calendars

High
LEFTTiviiiy
9999
LiFiE
FEFTTiTiiiy

The Student Range Selections allow you to determine the students who will be affected by
running the Mass Unassign Lockers utility.

After verifying the ranges and processing options, you will click Run.

Functionality described here may vary in availability depending upon your district/entity configuration.

** Denotes Required Field to

save screen.
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Preview Mass Unassign Lockers A0 ISR I
\,.'iewg:|General v| MPSkward Default v| T [ & Process
Building &« | Locker Area Locker No Students Assigned Locks Aftached _ Back

Cho om

2 b 002 Gym 00002 1 0

3 b 002 Gym 00003 1 0

4 » 002 Gym 00004 1 0

5 » 002 Gym 00005 1 0

6 » 002 Gym 01110 1 0

7 » 002 Gym 01111 1 0

g » 002 Gym 01112 1 0

9 b 002 Gym 01114 1 0

10 b 002 Gym 123456 1 0

You will receive a preview screen to verify the lockers that will be unassigned. After
verifying the lockers, you will click Process.

4% Would you like to continue?
W Clicking the OK button will unassign Students from all the Lockers

shown below. Any Locks listed under a Locker will also be checked in.

oK | [ Cancel

You will select OK to unassign the lockers from the students.

ﬁuest ComBIete

Process Mass Unassign | ockers has finished processing.

i View Report _ Back h

After the utility completes in the Print Queue, you can click View Report to see the
students with lockers unassigned.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Move Locks to Student’s Default Entity

The Move Locks to Student’s Default Entity utility will move each student’s personal lock to
the first building in his/her default entity’s default school. If a lock is attached to a locker, it
will be listed in an exception report of locks that could not be processed. You should run this
utility after all entities have completed the Student Year End process. This utility can only be

found in the district entity by going to Student Management>Office>Lockers>Setup>
Utilities.

Move Locks to Student's Default Entity A @ S 2
Move Locks to Student’s Default Entity Run
This process will move each student's personal locks to the first building in his or Back

her default entity's default school. If a lodk is still attached to a locker, it will be
listed in an exception report of locks that could not be processed. A preview will
be generated prior to processing.

WARNING: This utility should only be run after the Student Year End
process has been run for all entities. This will ensure that all students’
default entities are correct for the new school year.

Low High
Student: | | \ZZ777777777 |
Grad Yr/Grade: [0000 |
Moved By: amys

After setting the student and grade ranges, you will click Run.

Preview Move Locks to Student's Default Entity A @D S 2
Views: | General v| Filters: |*P_l'_ Lock Results v| hig M Eﬂ & Process
Last Name a First Middle Dfit Ent k“’aﬁ? Serial Number glld"dm . Eﬁn\ém . Exception Back
| 1] AHRENDTSCRC/ m_ﬂ 123456 I!E__ * No Buildings
2 ZEGERSCR, JR. DONOVAN 001 d 262888168616 002

You will then see a preview screen display students with locks being moved to their default
entity. If a student’s lock will not be moved to the default entity, you will see the reason
why in the “Exception” column. After verifying the students and locks, you will click
Process.

| ok || Cancel

You will click OK to move the locks to the student’s default entity.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.



LOCKERS GUIDE

uest Complete

Process Move Locks to Student Default Entity has finished
processing.

lesicubcnora NN O ]

After the utility completes in the Print Queue, you can click View Report to see a list of
locks moved to the student’s default entity.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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