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CONVENTIONS USED IN THIS MANUAL

Bold Text - Indicates a button or menu or other text on the screen to

Bold Text )
click, or text to type.
Tip — Suggests advanced techniques or alternative ways of
H’ y approaching the subject.

Note — Provides additional information or expands on the topic at
hand.

Reference — Refers to another source of information, such as
another manual or website

L)
Caution —Warns of potential problems. Take special care when
W

reading these sections.

BEFORE YOU BEGIN

Before installing any of the Edupoint family of software products, please be sure to review
the system requirements and make sure the district's computer hardware and software
meet the minimum requirements. If there are any questions about the system
requirements, please contact an Edupoint representative at (877) 899-9111.

. Caution: The Edupoint family of software does not support the use of
@ pop-up blockers or third-party toolbars in the browser used to access
A Synergy SIS. Please disable any pop-up blockers (also known as pop-

up ad blockers) and extra toolbars in the browser before logging into
any Edupoint product.

At any point, if there are any technical difficulties, please contact the Edupoint technical
support team at support@edupoint.com or by phone at 1-877-899-9111 option 1.
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Chapter One Locker Guide

Chapter One:
LOCKER SETUP & OVERVIEW

In this chapter, the following topics are covered:
» What lookup tables need to be setup for the Locker screen

» The lookup tables to configure for the Locker Mass Assignment
screen

» Additional Configuration Options

Copyright© 2013 Edupoint Educational Systems, LLC 7



Locker Guide Chapter One

OVERVIEW

This manual illustrates how to setup and configure the screens contained in the Locker
folder, where locker information is recorded and lockers are assigned to students. For each
locker, the district can record multiple combination number and location information, and
also track the student(s) assigned to the locker. It also outlines the security options
available for these screens, explains how to enter and modify locker information, and shows
how to print related reports.

The screens that are configured and explained in this guide are:

e The Locker screen, which captures the location and combination of each school
locker. It also lists the students assigned to the locker for the current school year.

Locker
Lowker Mrnbsr 100 Tri Baik

Loches |

Lociesr Murmbser Type Comdilion Mol Lhsed Riessarved
L B ¥ [ w r -
Kczma inluematan £,
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Figure 1.1 — Locker Screen

e The Locker Mass Assignment screen, which assigns lockers to students based on
the criteria defined.

Locker Mass Assignment [
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Figure 1.2 — Locker Mass Assignment Screen

Student Locker assignments can be tracked in Synergy SIS either by locker or by student.
For this setup, gather a list of the types of lockers that will be tracked in Synergy SIS.
The district also needs to decide if the lockers will be assigned in bulk, assigned
individually by locker, or assigned individually by student.
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Several lookup tables related to Lockers can also be modified by the school district. The
values for these tables should be gathered as well. These tables are:

Locker Type — a list of the types of lockers, such as gym lockers or book lockers
Locker Condition — the list of words used to describe the condition of the locker

Vertical Location — for vertical lockers, this list can indicate the locker’s location in
the stack

Students in Locker — a list of numbers indicating the total number of students that
can use a single locker

LOOKUP TABLES FOR LOCKER

On the Locker screen, there are several drop-down lists, where pre-populated values may
be selected from these lists. The values in each drop-down list are stored in a lookup table.
The lookup tables may be modified by using the Lookup Table Definition screen, found
under Synergy SIS > System > Setup. Some lookup tables are considered “product-
owned”, meaning the values have been hard-coded into the Synergy SIS programming, and
consequently cannot be changed. The other tables may be modified to match the needs of
the school district. To modify a lookup table’s values:

1.

Go to the Lookup Table Definition screen, found under Synergy SIS > System >
Setup.

Find the table that needs to be changed by clicking on the triangles for each node.
All the lookup tables for the Locker screen are found under the node
K12.Lockerlnfo.

Once the table is located, click the Add button to add a new code.

Mame: LocKker Type Namespace: K12.Lockerinfo  Locked: H
[~ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Cod
Lookup Values Add

v v Py v v v Py
e < < < < < < < %‘ =
I 1 1 Book v v
[ 2 2 PE v

Figure 1.3 — Locker Type Lookup Table

The order in which the values are displayed can be set by entering the order
number in the ListOrder column. If the numbers in the ListOrder field are the same
or are all blank, the Code is used to sort the list and then the Description.

Enter a code for the item in the Code column. This value must be unique since it is
used internally to link the tables in the database and it is displayed in the drop-down
list.

Enter the description of the code in the Description column.

The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code used in the old system in this
column.
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8. If appropriate, a start date and end date may be entered for the code in the Status
column to activate or deactivate the code for a particular year. If a code is inactive,
it shows in data already entered but it is no longer available for selection for new

records. For example, if a code is no longer valid for records beginning FY2011,
select 2011 for the end year.

9. The State Code, Alt Code 3, and Alt Code SIF are not needed since this

information is not uploaded to the state. The checkbox at the top of the table Use
Code as the State Code is not used as well.

10. Click the Save button at the top of the screen to save the changes.

To delete a code:

1. Click the box under the X column, and click the Save button at the top of the screen.

The Locker screen, found under Synergy SIS > Locker, has the following lookup tables:

Locker
Lo K FimbET T80 Ty Book
. Locker | e —

Liocker Humber| ondRon ol Lsed Resenved
00 Boak o L. r r
e [e
Crepiice Combination Cammation 1 |
Comoination 1 SL-20R-31L Combination 2
Comiinalion 3 ComBinalion 4
Comination 5 Lock Humber
| Lication kabeamitlsn ¥
Lotamon Weal hal IM!::IL\:\:HII:TITlp b I
T el [+
Caerckor Rpstrichion Al
Grade Range Resiriclion w w I
Stmdent Imboematinn )
Humber of studenis St can be in e locker "
Humber of sludents in a kckes will defauk & one when blark
Studants in Lockar Chaomer |}
0
Anbiit Fily & s fa] Wi iz

Figure 1.4 — Locker Screen

o Type — a list of the types of lockers, such as gym lockers or book lockers. The
lookup table is located under K12.LockerInfo, and the table name is Locker Type.
This table is also used in the Locker Mass Assignment screen.

Name: Locker Type Namespacs: K12Lockerinfo Locked: H

I~ Use Code as the State Code - all walues reported to state will be used from the lookup code and not evaluate to the State Cod

Lookup Values Add (]

1 1 Book
2 2 PE

Figure 1.5 — Locker Type Lookup Table

10 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter One Locker Guide

e Condition — the list of words used to describe the condition of the locker. The
lookup table is located under K12.Lockerinfo, and the table name is Locker
Condition.

Hame Looker KiZL Lechet B
[ Usa Code as Fe Stale Code - 3l vakes reporied 1o state wil B2 used Trom e kokup (ooe and iof evakiate 1o e Stale Code unkess 1

Uriisable u - -

Figure 1.6 — Locker Condition Lookup Table

e Override Combination — a list of the combinations assigned to the locker. The
lookup table is located under K12.Lockerinfo, and the table name is Override
Combination. This table is a product-owned table and cannot be changed.

Hame Dwarride C K11l Product Camed

Lise Code 85 e Slale Code - & vakes reporied (o siate will De wsed from (e Kokup cooe and nol evakeate o e Siele Code unkess 1

Prouc] Cwned Kokups can be vewssd Eul mol updated. excepl (e Omer S5 colmn. Tre Oiner S5 colunm is used for asa impoing
NOTE The Other 515 column for Proguct Swned Sokips is cleared after a new instalaticn,

1 Comination 1 1
2 Comiinalion 2 2
g 3 Comiinalion 3 3
4 Comiination 4 4
5 Comiinalion 5 §

Figure 1.7 — Override Combination Lookup Table

o Vertical Location — if the lockers are stacked vertically, this list can indicate the
locker’s location in the stack. The lookup table is located under K12.LockerInfo,
and the table name is Vertical Location.

Mame Vertical LoCation  Hesssoscs K1Tlockerisfo  Lockes 0
[ Lige Cioide 85 e State Cide - 2l values reparted io siate wil o ised from the ip0iap code and nol evaluate 10 the Stale Cooe uriess 1

|_|_ z Middia b =

] El 3 3 Boiam - -
Figure 1.8 — Vertical Locatlon Lookup Table

e Gender Restriction — a list of gender abbreviations. This is the same list of
abbreviations that is used through Synergy SIS, and the setup of the list is outlined
in the Synergy SIS — State Data Reporting Guide.

e Grade Range Restriction — a list of possible grade levels. This is the same list of
grade levels that is used through Synergy SIS, and the setup of the list is outlined in
the Synergy SIS — State Data Reporting Guide.

e Number of student that can be in the locker — a list of numbers indicating the
total number of students that can use a single locker. The lookup table is located
under K12.LockerInfo, and the table name is Students in Locker.

MAMS SEUGEMS N LOCKEr nersspice KILackeinds Lioksl &
| Use Code as @ Stale Code - ail values reporied o stale will be used from the: loolup code and not evaluale 1o the State Code unless |

Lookep Values. 3d ]

1 1 1 1 - -
2 P I F - -

Figure 1.9 — Students In Locker Lookup Table
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LOOKUP TABLES FOR LOCKER MASS ASSIGNMENT

The lookup tables used for the Locker Mass Assignment screen, found under Synergy SIS
> Locker, are:

Locker Mass Assighment («
0ptions| .
Mame |Assign Seniors IF'rDCESS TyPe  Assign students to lockers v I
Options 0|
Assign Students To Lockers @

Mass assignment of students ta lockers will occur hased an the sudent and locker arder (hased on the arder options selected below) far
the selected students to process (based on the filter options selected below). NOTE: Individual locker restrictions are enforced during
mass assignment

Reserved Status  Don't use reserved lockers V|I

I~ Only process students without a locker assignment

¥ Assign students only one locker

Locker Assignment Order @
Student Ordenalpha A2 | JLocker Assignment Order| ~ |

[~ Treat Locker number as numeric

Filters (%]

ender | ﬂ Grade | v
Locker Range Restrictior| [ Laocker Type v

ounseln ~ I
Students Chooser |

Figure 1.10 — Locker Mass Assignment Screen

Process Type — the type of assignment process. The lookup table is located under
K12.LockerInfo, and the table name is Process Type. This table is a product-
owned table and cannot be changed.

hame: F Type LLFT Praduct Cwned

e Cooocher s 1 Saae Coke - BN values rapomed i S1ate will be used fom e ook code and nol evaluate o

Prouct O I00KUES L3 D2 viewed Dul nol updated, escept e Jiher SIS oolumn. The Ciner S5 colamn B
g for dala mpomng. NOTE: The Cther $15 codumn for Prodisct Cowmned Moku pe i chearsd afer & new
installasan

Azsign sludenis o lockers
2K 2 CHIBT IHRET Ssnments
Figure 1.11 — Process Type Lookup Table

Reserved Status — a list of how to deal with the reserved status of lockers during
the process. The lookup table is located under K12.LockerInfo, and the table
name is Locker Mass Asg Options. This table is a product-owned table and
cannot be changed.

Flamie Lesin r Mads A8 OPUGnS  lswapsos Hi3Lookerinio  Broduct Gwaned
Use Code a5 the State Code - all values reporisd B0 stale wil be used from e lookup code and nol evaluale 1o

Product Owned Inokups can be viewed bul nol updaled, escept e Other 313 column. The Cffer SIS colamn 5
used for dala mpoming. HOTE: Tha Cihar 518 codumn for Prodwset Cwnad Moku ps is claared afier a new

Insdallatan.
L oxiny
o o] U reserved Intkers
2 1 LG Cly Faperved ICRErs
2 Ignone ressrved slalus

Figure 1.12 — Locker Mass Asg Options Lookup Table

12
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e Student Order — the order in which students are processed. The lookup table is
located under K12.LockerInfo, and the table name is Student Order. This table is
a product-owned table and cannot be changed.

Hame: Student Order HilL [
e Code &3 he Sate Cocke - Al values rpemed 1o Siale wil be ussd from M ieokup code and nol evaluale o

Frodut O I00kugs Cam e viewed DUl nol updated, astept e Other SIS column. The Cifes 55 colmn &
:.IE&J n:f dala mpomng. RITE: The Citer $15 columm for Prod st Owind Bokups is chared afer & new
nalallatan

Figure 1.13 — Student Order Lookup Table

e Locker Assignment Order — the order in which lockers are assigned. The lookup
table is located under K12.LockerIinfo, and the table name is Locker Order. This
table is a product-owned table and cannot be changed.

Mame Locker QRSer lvwssosos HiZLoerinin  Produt Cwaed
Lse Code as e Stale Code - 2l vakes reporied |oostate wil be used from e ookup code and nof et i

Product Camed lockups can be viewsed buf nof updated. excepl the Cffer SIS colamn, The Other 313 column is
wsed for data imporing HOTE The Othar 818 columsn for Product Owned |cokups |s cleared after 3 naw

Law b2 High
]z 1 High fo Low
3 2 Random

Figure 1.14 — Locker Order Lookup Table

e Gender — a list of gender abbreviations. This is the same list of gender
abbreviations that is used through Synergy SIS, and the setup of the list is outlined
in the Synergy SIS — State Data Reporting Guide.

e Grade — a list of possible grade levels. This is the same list of grade levels that is
used through Synergy SIS, and the setup of the list is outlined in the Synergy SIS —
State Data Reporting Guide.

e Locker Type — a list of the types of lockers, such as gym lockers or book lockers.
The lookup table is located under K12.LockerInfo, and the table name is Locker
Type. This table is also used in the Locker screen.

Mame. Lecker Type narespice KIZLOERSINSG  Lioisd 0
L Code 2% the Siate Ciode - 2l values Fepotsd 5o stale will be ussd from e inokap code and not evaluaie 1o the State Code unless the State Code 1S fon-blank for a given

Figure 1.15 — Locker Type Lookup Table

e Counselor — a list of all staff assigned to the school and year in focus. For more
information, please see the chapter on Staff in the Synergy SIS — System
Administrator Guide.
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ADDITIONAL CONFIGURATION OPTIONS

DISTRICT SETUP
To have a locker assignment stay intact when inactivating a student:

1. Navigate to System>Setup>District Setup> System tab.

[ District Setup |

District Setup

_Options [System] Grade Setup TeacherVUE Labels Auto-Sequence Reports |
Enroliment Options

New Student Add Type Permanent ID Update Type
Svneray ~ Manual update of permanel v
v/Allow "No Show"
vIRequire Summer Withdrawal Code/Date For "No Show"
|_IDo Not Clear Summer Withdrawal Code and Date
[_IShow SASIxp Enroliment History
[_Validate SASIxp Enroliment History
lv!Show Emergency Contact as Lookup

|Show User Code As Lookup
|_Show User Num As Lookup

[/ Show Advanced Options On Inactivate Student |

Figure 0.16 — District Setup Screen System Tab

Check Show Advanced Options On Inactivate Student.
Click Save.

Inactivate Student

You are about to inactivate 'Abbott, Billy C.". Fill in the leave date, enter the

leave code and press the Inactivate button to complete the Inactivation or
Cancel to abort.

Leave Date Leave Code
I? v

Withdrawal Reason Code

This is a Withdrawal Reason Text Message

Advanced Options Q)

IDrop Classes On Inactivation]

Course requests will be removed and not added back based on the
student's schedule

Next Year Enroliment Action Summer Withdrawal Code

v v

Summer Withdrawal Date
i

The student has enroliment information in the new year. Please specify how

you would like to address the enroliment in the new year.

Figure 1.17 — Inactivate Student Screen

When inactivating the student, on the Inactivate Student screen, make sure NOT to
check Drop Classes On Inactivation.

14
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NEW YEAR ROLLOVER
To retain student locker assignments during New Year Rollover:

1. Navigate to New Year Rollover Setup>Execute tab.
2. Check Process Students.
3. Click Save.

SLUDDT

DO CUon e SCT Wroiimer

Figure 1.18 — New Year Rollover Setup Screen Execute Tab

4. Click Configuration Files tab.

Copyright© 2013 Edupoint Educational Systems, LLC
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[Line[Process Type [Name
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2

b
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Figure 1.19 — New Year Rollover Setup Screen Configuration Files Tab

5. Check Process Student; Student Locker.
6. Click Save.
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ScHooL SETUP
To indicate a default locker combination:

1. Navigate to System>Setup>School Setup>Basic Info Tab.

School Setup
School Name; Hope High School School Year 2042-2013
: . ~
nition 0[1‘,rp-e Information e |
Grade Selection Q|| Grading Options | Roll Over Defautts o
Tarm Definition Add | Show Detd 3|
Track Begin and End Dates -
[ Track Selection o
Policy Code . &
.| Meads Values
OCther Info o
. |Exclude from State Reporting Valhidate Student Classes Scheduling Options
" |Report Sub Schools Show Warning and Allow Data to be Saved if ~ Traditional Schedule Tracking ([ ~
/|Enable College Credt [Default Locker Cmnbhathﬂ Improvement Status
Charter School o '
Figure 1.19 — New Year Rollover Setup Screen Configuration Files Tab
2. Select a Default Locker Combination from the drop-down.
3. Click Save.
17
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Chapter Two:
VIEWING & EDITING LOCKERS

In this chapter, the following topics are covered:
» How to review and edit locker records
» How to add locker records
» How to assign lockers to students in bulk
» How to modify existing locker mass assignment definitions

18 Copyright© 2013 Edupoint Educational Systems, LLC
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VIEWING LOCKER RECORDS

The Locker screen searches for lockers by locker number. It includes locker type, locker
condition, access information, location information and student information. To access the

Locker screen:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of

the page.

0|l »synergy s|lceos mo
[ Limn] _ ogeer
X

Figur 2.1 — Synergy SIS Navigation Tree

™

¥

2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to

the word Synergy SIS.
downward.

»Synergy SIS

.
S )
AR

OpaneaA0n
Figure 2.2 — Synergy SIS Folder

Once clicked, the triangle will turn green and point

" Synergy SIS
P Attendancs
P Ca
P Course
P Course History
» Discipline
P Discpline Incdent

Figure 2.3 — Synergy SIS Folder
Expanded

Under the Synergy SIS folder, open the Locker folder by clicking on the blue
triangle pointing right, next to the words Locker. Once clicked, the triangle will turn

green and point downward.

b Attendance

b Az .

P Course
B Course Histary
b Discipline
B Discipline Incident
P Fees
P Grade Book
B Grading
P Health
Locker

P Mass Scheduling
Figure 2.4 — Locker Folder

P Health
= Locker
P Repors

3 [Coveer]
r

. Locker Mass Assighment
P Mass Scheduling
Figure 2.5 — Locker Folder Expanded

4. Click on the Locker icon. The locker screen will appear in the content pane on the

right-side of the screen.

3 [Losker]

Figure 2.6 — Locker Screen Icon

Copyright© 2013 Edupoint Educational Systems, LLC
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To find a Locker record, there are two methods: Scroll or Find mode. To scroll through
the locker records to find the locker:

1. Click on the right Scroll button, at the top of the page, to advance to the first locker
record. Records are sorted numerically starting with the lowest locker number.

Il ~synergy 818 - = @ (D)= e

syrengy S8 QD)) | w] |
PAL Locker
:ff::um Locker Namber Tyse

Figure 2.7 — Right Scroll Button

2. To scroll in reverse descending order, starting with the highest locker number click
the left Scroll button at the top of the page.

Locker

A P tiem | [Loxher Number: - Type
Figure 2.8 — Left Scroll Button

3. Continue clicking on the scroll button until the desired locker record appears.

To switch to the Find mode to look for the Locker records:
1. Click on the Find Mode button.
<@g
Figure 2.9Ffnd Mode Button
2. Enter the locker number in the Locker Number box.
o] @ @@ [ 55| L | e | _aso ] o |
Locker

Locker Mumber: 100 Type:

_ Locker |

ocker Nurmsr Type Condition Mot Used Reserved
[10] )| v|| vl O r
= —

Figure 2.10 — Locker Screen, Finding

3. Click the Find button or press the Enter key. The locker matching the criteria
entered into the Find screen is displayed.

Note: In the Find Mode, lockers can also be found by searching by any
of the yellow fields on the screen. Entering anything in any box but the
first one brings up a pop-up window with a list of lockers matching the
criteria entered. To select a locker, click on their number and their
record appears in the Locker screen. Close the pop-up window after
selecting the record. For more about finding records in any screen,
please refer to the Synergy SIS — Student Information User Guide.

The information displayed for each locker is as follows:

20 Copyright© 2013 Edupoint Educational Systems, LLC
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Locker («

Locker Mumber: 100  Type: Book

Locker |

Locker Mumber Type Condition Mot Used Reserved
|1DD— Book ¥ Good b, r r

Access Information Q)
Cwverride Combination Combination 1 4

Cormbination 1 [pLzoraie Carmhination 2 [

Combinztion 3 I— Combination 4 I—

Cormbination & |— Lock Murnber |—

Location Information (%]
Locationfwest hall | ertical Location Top v

Student Restrictions Q)
Gender Restriction v

Grade Range Restriction v v

Student Information (%]
Mumber of students that can be in the locken v

Mumber of students in & locker will default to one when blank

Students in Locker Chooser |
X \ gl & g
l Ahbott, Billy C 905483 Male 12

Figure 2.11 — Locker Screen

e The Locker section includes the locker number, type, condition and whether the
locker is not used or reserved.

e The Access Information section includes an override combination dropdown box
that displays which combination is the override combination, five additional
combination text boxes and one text box for the lock number.

e The Location Information section includes the locker location in the building and
the vertical location of the locker.

e The Student Restrictions section includes the gender restriction and the grade
restriction for the locker.

e The Student Information section includes the number of students that can be
assigned to the locker.

e The Students in Locker grid lists all of the students that are currently assigned to
the locker, with their name, Perm ID, gender and grade.

Srudaris i Lo bt

[ i = =

FUBE] acexa gin G548

| choossr |

[AFT

Figure 2.12 — Students in Locker Grid
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EDITING LOCKER RECORDS

To edit the information for a locker:

1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right-hand corner of the screen.

Figure 2.13 — Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

o] [ @ @ P | 55 D v |

Figure 2.14 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

]| @ B |5 e s |
Figure 2.15 — Current Form Status

3. Click on the data to modify in the boxes with the white background and change the
information as desired. Boxes with a gray background cannot be changed.

Locker

Locker Humber 108 Type Bock

 Lockar |
Loz ker Mumbar Type Condion Mot Lised Resaned

100 Book w Good L I J

Acress Indormation =]
Crvemide Combinafion Camenation 1 -

Comeination 1 SL-20R-31L Cpmbingiom 2

Comoination 3 ‘Combinaton 4

Comsingtion 5 LOCk Numier

Logation knfcemation @
Loca8on Ve hol Wertical Location Top -

Eowdies ]
Cerwder Riesiiciion -

Grade Range Resiriction - -
Snptans bedormatinn o]
humber of students Sai can be in S Iocker -

Humber of students in a ko ker wil defaull fo one when blank:

P 1D [
Figure 2.16 — Locker Screen, Editing

4. The student Gender and Grade restrictions, the number of students that can be in a
locker, and the Not Used/Reserved status are only used during the mass
assignment of lockers. When assigning students individually, these restrictions are
not enforced.

5. Once the changes have been completed, click the Save button or click the Undo
button to cancel the operation without saving the changes.
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6. To edit the top row of information such as the Locker Number, Type, Condition,
Not Used, or Reserved status, click on the Menu button at the top of the screen
and select Edit Locker Data.

o] @@ | 5 |
Edit Locker Data |

|views Audit Detail For Lacker
Figure 2.17 — Menu Options

7. The fields in the top row turn white and can then be modified.

I| ®®®|§J| Save | Unidao | Add | Delete|
Locker

Locker Mumber: 100  Type: Book

Lockerl
Locker Mumber Type Condition Mot Used Reserved

100 [Book ~ | [Good v O r
Figure 2.18 — Locker Screen, Editing the Top Row

8. Once the changes have been completed, click the Save button or click the Undo
button to cancel the operation without saving the changes.

9. To assign a student to a locker, click on the Chooser button in the Students in
Locker grid at the bottom of the screen.

U scecm ain B54) g 12

Figure 2.19 — Students in Locker Grid

10. The Chooser screen pops-up in a separate window. Enter the criteria to be used to
select the students in the Find Criteria section and click the Find button.

Find m

Chooser
Find Criteria (o]
Last Name First Name Middle Name  Suffix ~ Gender Perm ID Grade
First Name Last Name
AddSciecedRons) > | AddalRen(s) >> |
. Search Results|
Find Result Selected ltems

o e o O e el

Figure 2.20 — Chooser Screen
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11. The students matching the criteria entered are then listed in the Find Result grid.
Click on a student name to select them, and then click the Add Selected Row(s)>
button. To add multiple students at a time, hold the CTRL button down while
clicking on multiple student names to select them. To add all the students matching
the criteria, click the Add All Row(s) > button.

Find Select
Chooser

Find Criteria ("]
Last Name First Name Middle Name  Suffix Gender Perm ID Grade First Name

v v

Last Name

I AddSelected Row(@) > | Add AllRaw(s) >> |I
Search Resullﬁ|
Find Result "] Selected ltems "]
[vme| e | umlcender [pormio fvme] <[] e e | Senr ™ forace |
| Abbott Billy Male 90548312
AbbottIrene Female 997015/09

Figure 2.21 — Chooser, Find Results

12. The student names are moved to the Selected Items grid. To remove a student
from the Selected Items grid, click the box in the X column. When all the students
needed are in the Selected Items grid, click the Select button to add them to the
Students in Locker grid.

s ()
Chooser
Find Criteria Q)
Last Name First Name Middle Name  Suffix Gender Perm ID Grade First Name
v -
Last Name
Add Selected Ronis) > add Al Ron(s) >> |
_ Search Results |
[ Find Result ) [Salasted ltems @
| | [ x Josmfcosefromn ) e e
| AbbottIrene Female 997015 09 ™ Abbott Billy Male (90548312

Figure 2.22 — Chooser Screen, Selected Items

13. To unassign a student from a locker, click on the box in the X column in the
Students Assigned to Locker grid and click the Save button at the top of the screen.

ShusSits i Loncboid | choosar |
* ] =] =) =
- hal 1;

| At ity BS54RS

Figure 2.23 — Students in Locker Grid

Note — Students can also be assigned to lockers using the Other Info
tab of the Student screen. Lockers can also be assigned in bulk
using the Locker Mass Assignment screen, as explained later in this
chapter.

To delete a Locker:

1. Make sure no students are associated with the locker by deleted them from the
Students in Locker grid.

2. Click the Delete button at the top of the screen.
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ADDING LOCKER RECORDS

To add a new locker record:

1. Check to make sure the current focus is set to a school and not the district. The
focus is indicated in the top right-hand corner of the screen.

E‘;u ps:glipgrsi

Figure 2.24 — Checking Current Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

@B | Si(Cex e |

Figure 2.25 — Edit Button
The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

rene]| @ @ B [ 59 | [eat | e |
Figure 2.26 — Current Form Status

3. Click the Add button at the top of the screen.

D :«}:L{}:») _.':::) Find | Llndn| Add Bl | Ferm Scaves: Find @%q
Locker —

Lockar Numbar  Type:

7
=

Loeker |
Lockar Mumber  Type Condition Mot Used Reserved
- o r
Figure 2.27 — Locker Screen, Adding

4. The new Locker screen pops-up in a separate window. The Locker Number is a
required field and must be filled in to create the new locker record. The Type,
Condition and check boxes for Not Used and Reserved can be filled in on this
screen, but are not required. The type of locker can be customized at the district
level, and indicates the type of locker such as gym locker or book locker.

Save Close

Locker

Locker Number Type Condition Mot Used Reserved
| v v r

Figure 2.28 — New Locker Screen

5. Click the Save button to save the new locker record or click the Close button to
cancel the operation without adding a new locker record.
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LOCKER MENU OPTIONS

The Menu button provides access to additional locker information.

venu~] | (€9 @ ()
1Edit Locker Data

Wiew Budit Detail For Locker
Figure 2.29 — Locker Menu Options Screen

et
& |

The options available under the Menu button are:

o Edit Locker Data — this option allows the top row of data to be edited, as outlined in
the Editing Locker Records section in this chapter.

e Screen Audit Detail for Locker — the Audit Trail History screen lists all of the
changes made to the locker records, what was changed, who changed it, and the
date and time the change was made.

Audit Trail History
Properties Shaw Detail | @
LockerStudent StudentSchoolvearcl Delete =Link= User, Admin (01192010 13:51:23

StuLckAsgnU Delete =Link= User, Admin (01192010 13:51:23
Lockersl Delete «Link= User, Admin (01192010 135123
LockerStudent StudentSchoolvearGl Insert <Link= User, Admin (01192010 135118
StuLckAsgncU Insert <Links= User, Admin  |01/19/2010 13:51:18
LockerGL Insert <Links= User, Admin  |01/19/2010 13:51:18
Locker GenderRestrict Update ] User, Admin  |01/19/2010 13:51:01

Figure 2.30 — Locker Audit Trail History Screen

ASSIGNING LOCKERS TO STUDENTS IN BULK

The Locker Mass Assignment screen offers a way to assign multiple lockers to multiple
students at the same time, or to clear locker assignments at the end of the year. A
separate definition can be created for each situation and saved so it can be used each
year. For example, one definition may assign lockers to seniors, another to incoming
freshmen, and another definition clears the assignments at the end of the year. To create a
new definition to be used to assign lockers to students:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of
the page.

M Quick Launch |
P Synergy

Figure 2.31 — Synergy SIS Né-vigation Tree
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2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to

the word Synergy SIS.
downward.

__|| »Synergy SIS

—

Figure 2.32 — Synergy SIS Folder

Once clicked, the triangle will turn green and point

7 Synergy SIS
P Aftendance
P Ca
P Course
P Course History
P Discipline
® Disapline Incident
Figure 2.33 — Synergy SIS Folder
Expanded

3. Under the Synergy SIS folder, open the Locker folder by clicking on the blue
triangle pointing right, next to the words Locker. Once clicked, the triangle will turn

green and point downward.

P Atendance

b AZ T Lodker

P Course b Reports

P Caourse History -

P Digcipline f"'°| Lo

b Discipline Incident @l Locker

b Fees ;-’L

b Grade Book '$;j|LndcerhﬂassAssignment|
b Grading

Figure 2.35 — Locker Folder Expanded

Health
Qucker
ass Scheduling
Figure 2.34 — Locker Folder
4. Click on the Locker Mass Assignment icon.
'lr-i
'i?_flL-:ud{er M asz Assignmentl

Figure 2.36 — Locker Mass Assignment Icon

5. The Locker Mass Assignment screen will appear in the content pane on the right-
side of the screen. Click the Add button to add a new definition.

| (@ (CD (9 ] Find | Undo (Add) Delete | | Assign |

Locker Mass Assignment T («

. |
Form Status: Find | e % 7

Optiunsl
Name |

Process Type v
Figure 2.37 — Locker Mass Assignment Screen

6. The new Locker Mass Assignment screen pops-up in a separate window. Enter a
Name for the definition, and select the type of process to use from the Process
Type drop-down list. The definition can either Assign Students to Lockers or
Clear Locker Assignments.

< Save D Chose |

Locker Mass Assignment

[Mame Assign Sophmores Frocess Type Assign students to lockers| »

Assign students to lockears

Clear lacker assignments

Figure 2.38 — Locker Mass Assign

7. Click the Save button to save the new locker mass assignment definition or click the
Close button to cancel the operation without adding a new definition.
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10.

11.

12.

13.

14.

15.

16.

17.

Once the new definition has been created, the criteria used to assign the lockers to
the students needs to be setup.

Locker Mass Assignment

| Opricaa |
MName Vemsign Seniars Process Thpe  Assign siudenis b lockers L.
P 2
Aszsigm Students To Lockems =
Mg ssagnment of sludents 1 lotkens wil oCCur Based on [he shudenl and Iocker order (Dassd of T OFder GEBoNS Selecled Dew) 1oF Ihe Seedhad sludents B process (Dased of T Bles Gl
Sechad BEow]. HOTE: Rdvidual Itker fesiiclions ane eniorted during mass assigament
Reserved SIS Dol use resarsd lockers e
Onby process shodents mInoul 8 ockes as3igamen|
4 Assign studenis only ore Incker
Lockar Aasignment Ordes i
SBUSETl Order Alpha A-F b Lotker Assigrmen| Croer
Treal Locker ramber &5 numesic
Filieay o
(Gender - Grade -
Locker Hange Restriclion Locker Type -
(Corselon i
A —
Soudenn (| cicosar I?
T o
B | ] [ N

Figure 2.39 — Locker Mass Assignment Screen, Editing Definition

Specify how the process deals with reserved lockers by selecting an option from the
Reserved Status drop-down list. Reserved lockers can either be set to Ignore
Reserved Status, Use Only Reserved Lockers or Don’t Use Reserved Lockers.
If nothing is selected, reserved lockers are not assigned.

To only assign lockers to new students, check the box labeled Only process
student without a locker assignment.

By default the Assign students only one locker box is checked. To have the
process assign more than one locker to a student, uncheck this box.

To specify the order in which students are assigned a locker, select either Alpha A-
Z, Alpha Z-A or Random from the Student Order drop-down list. If nothing is
selected, it assigns the lockers to students in A-Z order by the student’s last name.

To specify the order in which the lockers are matched to a student, select either
Low to High, High to Low, or Random from the Locker Assignment Order drop-
down list. If the locker numbers entered are all numeric, check the box Treat
Locker Number as Numeric.

Select the criteria used to choose the students to be processed by this definition
from the Gender, Grade, and Counselor fields. For example, to use this definition
to assign lockers only to sophomores, select 10 from the Grade drop-down list..

Choose the lockers to be assigned using the Locker Range Restriction and
Locker Type fields. For example, to only assign lockers 1-200 to the students,
enter 1 in the first box for Locker Range Restriction and enter 200 in the second.

After all of the criteria has been defined, click the Save button at the top of the
screen to save the definition.

The defined criteria will be applied to all students at the school in focus. To only
process specific selected students, click on the Chooser button in the Students grid.

28
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18. The Chooser screen pops-up in a separate window. Enter the criteria to be used to
select the students in the Find Criteria section and click the Find button.

D Select
Chooser

Find Criteria (%]
Last Name First Name Middle Name Suffiix ~ Gender  Perm ID Grade

v i3

First Name Last Name

AddSclectedRon(s) = || Add AlRow() >= |

. Search Reﬁultsl
Find Result [%] Selected Items (%]

im0 "™ 66 e M 1 4 S ™61 me

Figure 2.40 — Chooser Screen

19. The students matching the criteria entered are then listed in the Find Result grid.
Click on a student name to select them, and then click the Add Selected Row(s)>
button. To add multiple students at a time, hold the CTRL button down while
clicking on multiple student names to select them. To add all the students matching
the criteria, click the Add All Row(s) > button.

Find Select
Chooser
Find Criteria (@]
Last Name First Name Middle Name  Suffix Gender Perm ID Grade First Name
v v

Last Name

I 1

I Add Sclected Row(s) > | Add AllRow(s) 5> \I
SearchReﬁultsl
Find Result %) Selected Items %)

e e pormmosse 5, T e e e [ cenc ™ o,

| Abbott Billy Male [90548312
Abbottirene Female[997015/09

Figure 2.41 — Chooser, Find Results

20. The student names are moved to the Selected Items grid. To remove a student
from the Selected Items grid, click the box in the X column. When all the students
needed are in the Selected Items grid, click the Select button to add them to the

s (=)
Chooser
Find Criteria Q)
Last Name First Name: Middle Name  Suffix Gender Perm 1D Grade First Name
v -
Last Name
Add Selected Ronls) > Add AllRon(s) >> |
_ Search Results |
[ Find Result ) [Salagted Items @
| | [ x e e s ==
|| AbbottIrene Female/097015 09 ™ Abbott Billy Male (90548312

Figure 2.42 — Chooser Screen, Selected Items

21. Click the Save button at the top of the screen to save the selected students to the
definition. To remove a student from the definition, check the box in the X column
and click the Save button.
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22. Once the definition is complete, the assignment process can be run by clicking the

Assign button at the top of the screen. The Job Queue screen then pops-up to
show the progress of the process.

weru] | (<) (@D D | 555 || e || vndo add | Delete Assign Form Stetus: Ready (Updste Mode) | (2 o
meru~]| (9 QD D | 55 & G w0
Locker Mass Assignment

Optiunsl

Mame |Assign Sophomares Process Type  Assign students to lockers v

Figure 2.43 — Locker Mass Assignment Screen, Assigning Lockers

23. When the assignment process is complete, a window pops-up summarizing the
number of students assigned a locker. Click the OK button to close the box.

Message from webpage ﬂ

Assignment results:
! ! Students:4
Mot Assigned: 1042

Figure 2.44 — Message Box

24. A second box also pops-up that lists the logs created in the process. To see the
errors encountered, click the Locker Assignment Error Log. To see a list of the
students assigned to a locker with the locker number, click the Locker Assignment
Processed Log. Close all boxes once the log review is complete.

Close Form Status: Ready |F
Job Result
_ Resulis |
Job Detail Q)
Job ID Description

'!..;;5 |LI<R Create As: |Creates the locker assignments

NOTE: [T this window Is closed, you can review the resulfs in the view, Job Quele \Wiewer.

Job Result Files - Click icon to open the result file

| €]

Creates the [ocker assignments
Locker Assignment Errar Log

Locker Assignment Processed Log

Figure 2.45 — Job Result Screen

25. Schools can create as many locker mass assignment definitions as needed.
However, the definitions will need to be recreated for each school year.
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MODIFYING EXISTING MASS ASSIGNMENT
DEFINITIONS

To modify an existing locker mass assignment definition, first find the Locker Mass
Assignment record using either Scroll or Find mode. To scroll through the definitions:

1. Click on the right Scroll button, at the top of the page, to advance to the first
definition. Records are sorted alphabetically by the definition name.

e oo I |
I‘ooltm 'SM SIS ‘ i | Daee || on
’rmg L 00@)S | | w o] ]
Locker Mass Assignment

Figure 2.46 — Right Scroll Button

2. To scroll in reverse descending order, starting with the highest definition name click
the left Scroll button at the top of the page.

'\

)‘odbal vSymmy SIS H ¥ " | &5 | I &
D lnmmu
Locker Mass Assignment

Figure 2.47 — Left Scroll Button

3. Continue clicking on the scroll button until the desired definition appears.

To switch to the Find mode to look for the Locker Mass Assignment definition:
1. Click on the Find Mode button.
9
Figure 2.48 =Find Mode Button

2. Enter either the whole locker mass assignment name or the first part of the locker
mass assignment name in the Name box.

=) @@ ® | 5| rrd | vnto | ada | oelee || sson | pom s ot | (@ B2 o
Locker Mass Assignment («

options |

Nama [ Process Type v

Figure 2.49 — Locker Mass Assignment Screen, Finding

3. Click the Find button or press the Enter key. The first locker mass assignment
definition matching the name entered into the Find screen will appear. If needed,
use the scroll buttons to find the exact locker mass assignment definition.

4. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

o] | @ @ D | e5(Cee D v |

Figure 2.50 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it

says Form Status. ©
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| @ @ @ | g | Edit Undo Form Status: Ready (nguiry bode) |

Figure 2.51 — Current Form Status

5. Click on the data to modify in the boxes with the white background and change the
information as desired. Boxes with a gray background cannot be changed.

Locker Mass Assignment [=
| Dgtisaa |
Hame  [Assign Seniars Frocess Type  Assign siudents to lackers ~
Oiplientcs g
Assign Students To Lockers (o]

Wi asnmend of Sludents b lockers mi GECuT Besed on e Studend and locker oroer (Dassd on e Grler OpBons Sekcled below) K INe sebeched Sludenls b process (based on e Rer opliors|
S e Etow ). NOTE. Idnidual locker resiiic|ions. are erlorisd during mass. asaigrmen|

Reserved Slalus Do use resarad Iockers ot
Onty process studerts mihoul 8 kxcker assigrment
ri mm!lllﬂl’!lﬂimﬂ'&lﬂkﬂl’

Locknr Assignman Ordes =

Shudert Ordes Alpha A.7 H' Locker Assigrmen| Crder -

Treal LOCKES mamber &5 numesic

Fiiltery. =
Gender - Grade bl

Locker Range Resfriclion Locker Type w

Courseion -

Srudentn Thowsar |

Figure 2.52 — Locker Mass Assignment Screen, Editing

6. Once the changes have been completed click the Save button or click the Undo
button to cancel the operation without saving the changes.

@D | (oo | e Ty | o || [ | Fom e ey im0 | @) g B
Locker Mass Assigrmment

Y

ET T |assign Seniors Process Type  Assign students to lockers -
options Q=
Assign Students To Lockers ("]

Mass assignment of students o lockers will occur based on the sudent and locker order (based on the order options selected below) for the
selected students to process (based on the filler options selected balow). NOTE: IndiMdual locker resticbons are enforced durng mass
assignrmant

Resened Status jUse anly raserved lockers| v:

™ Only process sfudeants without a locker assignrmeant

I¥ Aszign shudents only one locker

Figure 2.53 — Locker Mass Assignment Screen, Saving

7. To edit the Name or Process Type of the definition, click on the Menu button at the
top of the screen and select Edit Locker Mass Assign Data.

]| @ QB [£5[[ =e | owe
Edit LockerMassassign Daka
Wi Sudit Detail For Locker Mass Assignment nme nt

Figure 2.54 — Menu Options
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8. These fields then turn white and can be edited. To save the changes, click the
Save button at the top of the screen.
| (@ (CD (@ ;“;‘:}‘ Save !Undu Add Delete | Assign Form Status: Ready (Updste Mode) | @-“ Em'?;
Locker Mass Assighment («
Optiunsl
Marne IAssign Sophomores Process Type  |Assign students to lockers b
Figure 2.55 — Locker Mass Assignment Screen, Editing the Top Row

9. To delete a Locker Mass Assignment definition, click the Delete button at the top of

the screen.

QAP | 3 |
Locker Mass Assignment

. s 8. )
Form Status: Ready (Update Woda) {;J Eﬂ 72

I3
"

| fdd ﬁ!leh Assnnl
\ v A

Options |
MName

Frocess Type Assign studens 1o lockers b

Figure 2.56 — Locker Mass Assignment Delete Screen

[zzign Juniors

LOCKER MASS ASSIGNMENT MENU OPTIONS

The Menu button provides access to additional locker information.

I W= W -
e - | lﬁ:{) l\\CD lki—}) | * JJ Save | Inda
1Edit LockerMassassign Datka
Wiew Audit Dekail For Locker Mass Assignment nme nt

Figure 2.57 — Locker Mass Assignment Menu Options Screen

The options available under the Menu button are:

o Edit LockerMassAssign Data — this option allow the top row of data to be edited,
as explained in the previous section of this chapter.
e Screen Audit Detail for Locker Mass Assignment — the Audit Trail History screen

lists all of the changes made to the locker mass assignment records, what was
changed, who changed it, and the date and time the change was made

Audit Trail History -
Properties [ stombatan |3
LockerdassAssign Mama Inzen Assign Juniors Llzar, Adrman 1101372009 16:41:02
LockenssgGl) Iriser =Link= Lig@r, Admin 111202009 16:41:0%
Orgieansl) Inzen “Link» Liser, Admin 111372009 16:41:03
FrocessTme Inzert 1 LIsar, Admin 11132009 16:41:03

Figure 2.58 — Locker Mass Assignment Audit Trail History Screen
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Chapter Three:
LOCKER REPORTS

In this chapter, the following topics are covered:
» What reports are available for lockers
» How to customize the reports prior to printing
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The available reports for Lockers are found under the Synergy SIS Locker menu. Individual
reports print out information about a single student per page, but can be printed for multiple
students at one time. List reports generate a list of all the students and their information as
specified by the description of the list report.

7 Locker
= Repors
- List

L4017 - Student Locker Assignments
Lk402 - Students With Mo Lockers

LiZk403 - Linassigned Lockers
Figure 3.1 — List of Locker Reports

To access the available Locker reports:
1. Open the Synergy SIS Navigation Tree by clicking on the Tree button.

Good marning. Test User
P BTN

| [Edupor Schoct
Districl

Figure 3.2 — Synergy SIS Navigation Tree

2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to
the word Synergy SIS. Once clicked, the triangle will turn green and point
downward.

T Genesis
b Attendance
b AZ
b Course

| P Course History
Figure 3.3 — Synergy SIS Folder Figure 3.4 — Synergy SIS Folder
Expanded

3. Under the Synergy SIS folder, open the Locker folder by clicking on the blue
triangle pointing right, next to the words Locker. Once clicked, the triangle will turn
green and point downward.

b Attendance S ——
b Az

b Course - P Reports

P Course History %

P Discipline n Locker

: E;sezmmemmdent % Locker Mass Assignment
b Grade Book Figure 3.6 — Locker Folder Expanded
P Grading

P Health

P Locker

P Mass Scheduling
Figure 3.5 — Locker Folder
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4. Under the Locker folder, open the Reports folder by clicking on the blue triangle
pointing right, next to the word Reports. Once clicked, the triangle will turn green
and point downward.

= Locker 7 Locker
P Repors ‘ = Reports
' .
@ Locker b List
N £l
F Locker Mass Assighment @ Lacker

g
#- Locker Mass Assignment
Figure 3.8 — Locker Reports Folder Expanded

Figure 3.7 — Locker Reports Folder

5. To access the List reports, click on the blue triangle next to the word List.

- Locker = Locker
= Reports
¥ Reparts o "
b List = List
|15 Iy
g LCK401 - Student Locker Assighments
,?’ EoEhes? LCK402 - Students With Mo Lockers
@ Locker Mass Assignment LCK403 - Unassigned Lockers
Figure 3.100 — Locker List Folders Figure 3.9 — Locker List Folders Expanded

6. Click on the name of the report to open the report and select the options to be
used in printing the report.

7. Once the report options have been set, click on the Print button to print the report.
The report will be printed as a PDF file to the screen, which can then be sent to the
printer.
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LCK401 — STUDENT LOCKER ASSIGNMENTS

The Student Lockers Assignments report contains the names of those students who have a
locker. For each student, it lists the student’s name and Perm ID, and the locker number,
location, and combination.

pduRDing Hope High School Wear:  2008-2009
. m . Student Locker Assignments Rapart: LCKA01
Fohaol DT
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Figure 3.10 — Student Locker Assignments Report
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This report can be also customized using the following options:

Report Interface [«
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Figure 3.11 — Student Locker Assignments Report Interface

An individual student or group of students can be selected by filtering on the Last
Name, First Name, Perm ID, or Grade. For example, if grade 12 is selected the
report prints an individual report for each student in grade 12.

The report can also be filtered by Locker Location, Locker Number, and Access
Method. The Access Method is the method, or lock humber, used to gain access to
the locker. An Access Method must be specified to run this report.
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LCK402 — STUDENTS WITH NO LOCKERS

The Students with No Lockers report contains the names of those students who do not
have a locker. The report includes the student’s name, Perm ID, and grade.

eauPOlny Hope High School Ve 00B.2010
kel Students With No Lockers Raport: LCKA0Z
Fhasent Hame Farm ID Grade Canader
Abbolt, Ely C. k] 1z Maie
Abarmethy, Anne E. SooeT L Femaie
Arevedo, Andnew BEsE30 1z bz
Acmyvedo, Ashisy 01830 L5 Femals
Ackiey, Brian R 213338 Maie
Amsty, Eugens A grasn Maie
Aross John A 1=smes iz Maie
Arunky, Kenneth O, 110842 M bz
Adair, Man W, - . 1z (L
Sdair, Diare M. g2 1 Femaie
Adair, Timothy 5. e 1z Kz
Adams, Alberi L BEcaad iz Maie
Aodars, Howand T. grises bz
Adarms, Lamy A BEEaa 1z Maie
#Adams, Martin . BETEI3 1z Maie
Adams, Soolt M. 22008 Kz
Mo, Sean B, grraan bz
M, Siepien 01832 1" bz
HAdarmskl, Alan M. B35 1 Maie
Addngion, Paula kL ET1EBE Femaie
Ambvcest Jesse J 344733 Maie
Agusdo, Bobly J. 543832 M bz
Agusdo, Karen . 135398 Femals
Agullar, Carohyn G. OCeE2 1 Femaie
Aguilar, Roger F. F310T1 Maie
Agullar, Stepien A 10237 iz Maie
Aguime, Jarson FL 952357 bz
Aguime Mary 5 352375 1z Femals
Ahisrom, Jack M. BEE12 1z Maie
Ahisiroe, Linda K. 120451 L Femaie
Albchizon, Allce E -raby] Femais
Aibcrizon, Kanen L. S0ISs8 1" Femais
Akagae, Adam HL 155823 1z Maie
Ak, Josiem J. BEETE 1z Maie
ARin, Andrea £ SOoETs L Femaie
Alarcon, Frank BESEE] M bz
Alcazar, Eugens 141668 L5 iz
A, Eugene A 11517 1 Maie
Ader, Brenda | SETEED 1 Femaie
Aider, Lawrence & S1002< [XEN
Mider, Sarah C. 952496 Femais
Sidrich, Sheve B griais (L
Aleyander, Fred D. arsiad Maie
MAlmander, Qeorge WL grsid Kz
Mecander, Joseph J HMEXS L Maie
Miger, Nicole C. BT4433 Femais
Miger, Priylis A 145882 1 Femaie
Allen, Aarn L JR Fa0938 1 Maie
Allen, Andresi 204934 L Femaie
Teirind by Aakran Dear o 1 1OS000 4 54 P Tzt Soteed Db Tage 1 05

Figure 3.12 — Student With No Lockers Report
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This report can be customized using the following options:

Report Interface
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Figure 3.13 — Students With No Lockers Report Interface
°

An individual student or group of students can be selected by filtering on the Last

Name, First Name, Perm ID, or Grade. For example, if grade 12 is selected the
report prints an individual report for each student in grade 12.
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LCK403 — UNASSIGNED LOCKERS

The Unassigned Lockers list report lists all lockers currently available, the type of locker
and whether or not the locker is reserved.
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Figure 3.14 — Unassigned Lockers Report
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This report can be customized using the following options:

Report Interface =]
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Figure 3.15 — Unassigned Lockers Report Interface

e The lockers shown in the report can be filtered by Lock Number, Type, Location,
Vertical Location, or Condition. For example, if condition was set to Poor, the
report would list all lockers in poor condition that need repair.

e The report can also be filtered by the types of students that can be assigned to the
lockers, such as the Grade range, or Gender.

e The locker status can also be used as a filter by checking either the Not Used or
Reserved boxes. If checked, the report lists lockers only of the type checked.
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LCK404 — LOCKER STUDENT ASSIGNMENTS

PAD Location: Synergy SIS>Locker>Reports>List

The LCK404 report produces a list of locker information including location, locker number,
access method, student name, perm ID, grade, vertical location, and combination. It can
print for a single student or a group of students.

Echu it i
I—il Hope High School Year 20112012
Locker Student Assignments Report: LCKA404

S

Locker Location: West hall
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Prnted by Admn User at 06082012 8:51 AM EBdupoint School District Page 1of 1

Figure 3.16 — Locker Student Assignments Report
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Report Interface

>

Name: Locker Student Assignments Number: LCK404 Page Orientation: Portrait
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Figure 3.17 — Locker Student Assignments Report Interface
e Locker Location: Filter report output to show the locker location (i.e., top or bottom).

e Locker Number: Filter report output to show the locker number associated with the
student.

e Access Method: Filter report output to show a combination or lock number.

e Student Information: Filter report output to show students by various demographic
details or by a grade or grade range.
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LCK405 — LOCKER MASTER LIST

PAD Location: Synergy SIS>Locker>Reports>List

The LCK405 report produces a master list of student lockers. The report includes Locker Number, Locker
Type, Location, Vertical Location, Combination 1, Combination 2, Combination 3, Combination 4, Combination
5, and is sorted by Locker Number.
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Printed by Adsmin User at 08042012 1:18 PM [Edupaint Schoal District Page 1of 1

Figure 3.18 — Locker Master List Report
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Report Interface

Name: Locker Master List HNumber: LCK405 Page Orientation: Portrait

_Optionsl Sort / Output = Conditions = Selection | Advanced

Locker Information (]
Locker Location Type
b
Grade Restriction (]
Low Grade Restriction High Grade Restriction
b .

Figure 3.19 — Locker Master List Report Interface

e Locker Location: Filter report output to show only lockers of a particular location.
e Type: Filter report output to show only lockers of a particular type.

e Grade Restriction: Filter report output to show lockers by a grade or grade range.

Reference: For more information about customizing all Synergy SIS
reports, please refer to the manual titled Synergy SIS — Query &
Reporting Guide. This chapter covers only the customizations specific
to each of the reports contained in the Locker folder. More options can
be set for any report printed from Synergy SIS.

v
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Chapter Four:
SECURITY

In this chapter, the following topics are covered:
» The location of the security nodes for the locker-related screens
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Security for each of the screens discussed throughout this manual is defined by two
options: the PAD Security screen and the Security Definition screen. Both of these
screens are found under Synergy SIS > System > Security. How each of these screens
work and how security is defined is covered in detail in the Synergy SIS - Security
Administrator Guide. This chapter outlines where the security for each part of each test
history-related screen may be defined in the Security Definition screen.

LOCKER SECURITY

The entire Locker screen, found under Synergy SIS > Locker, except the Students in
Locker grid at the bottom of the screen, is controlled by this security node:

K12.LockerInfo.Setup.Locker
The Student in Locker grid at the bottom of the screen is controlled by this security node:

K12.LockerInfo.LockerStudent
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Compination 5 1L MU

Locasicn Imécemation 4]
Locafion Yaes hal Wertical Location Tog £

Souden Rasirictions ]
(Gernder Resiriclion v

Grade Range Restriclion - -

Wumber of sludents ot can be o e locker b
pumber of sludents in 3 kol @l defaul i one when biank
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= —— S . =
Figure 4.1 — Locker Screen

The following security node does not provide a visible change in security on the screens:
e K12.LockerInfo.Setup.LockerUl
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LOCKER MASS ASSIGNMENT SECURITY

Everything except the Students grid in the Locker Mass Assignment screen, found under
Synergy SIS > Locker, is controlled by this security node:

K12.Lockerinfo.LockerMassAssignStudent
The Students grid at the bottom of the screen is controlled by this security node:

K12.LockerInfo.Setup.LockerMassAssign

3

Locker Mass Assignment

 Optians |
Mame  [Asmgn Senores Frocess Type | Assge steders In inckers -
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Figure 4.2 — Locker Mass Assignment Screen

The following security node does not provide a visible change in security on the screens:

e K12.LockerInfo.Setup.LockerMassAssignUl

LOCKER REPORTS SECURITY

While report security options are available under the Security Definition screen, it is
recommended to only use the PAD tree security to control access to reports.
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