
    
     

    

   

  

   

 

   

 

  

 

 

   

    

 

  

 

  

  

  

 

Student Room Key Check-out 
Key drop off receipt confirmation: 
This page will be used to check the student out of their room, record the room key being returned. 

• The landing page will have two (2) input fields and a three submit buttons; “Check Into Room”, 

Check Out of Room”, and “View student key info”. 
o The first input field will be for the student’s id number, this can be entered via bar code 

scanner or keyboard. 

o The second input field will be a name lookup, this field will do a name search once 3 or 

more characters have been typed into the field. (This field will be similar to the student 

information sharing application’s name lookup field) 
• The “Check Out of Room” submit button will bring the user to the “Key drop off receipt 

confirmation” screen. 
• The page is used to record the key being returned. 

• Fill out the two (2) fields: Returned Key Number and Returned key ext. once you enter the 

returned key number, the confirmation signature will appear and once you fill in the returned 

key ext. the Check that fields are complete will appear. 

• Fill in your signature or your user id, then click the Check that fields are complete button. This 

will convert your user id to your name and validate that all the required fields are filled in. If 

they are the Submit button will appear, click it to complete the process. 

• The process will email a confirmation to the student and Residence Life 



     
  

  

  

   

 

  

 

  

     

 

    

  

  

   

 

View Student Key Information page: 
This page will be used to view the student’s information about the key issued to the student. 

• The landing page will have two (2) input fields and a three submit buttons; “Check Into Room”, 

Check Out of Room”, and “View student key info”. 
o The first input field will be for the student’s id number, this can be entered via bar code 

scanner or keyboard. 

o The second input field will be a name lookup, this field will do a name search once 3 or 

more characters have been typed into the field. (This field will be similar to the student 

information sharing application’s name lookup field) 
o The “View student key info” submit button will bring the user to the “View Student Key 

Information” screen. 
• This page is used to see the student information along with the delivered key information. If the 

user is an admin the additional “Admin Notes:” field will display. 
• The screen contains a button “Next Student”, which when clicked will bring the user back to the 

landing screen to enter the next student id. 



    
    

   

      

    

  

  

   

 

  

  

  

     

       

        

  

    

      

 

  

        

  

   

     

 

     

       

 

        

  

       

  

  

       

      

 

    

Moving Room, Key pickup/drop off 
This page is used to track key issuance when a student is moving from one room to another. When 

students are moving they have 2 keys at one time, their current room key and the key for the room they 

are moving into. Once the student has moved into their room you will need to use this same process to 

track receiving the key for the room they moved out of. 

• The landing page will have two (2) input fields and a three submit buttons; “Check Into Room”, 

Check Out of Room”, and “View student key info”. 
o The first input field will be for the student’s id number, this can be entered via bar code 

scanner or keyboard. 

o The second input field will be a name lookup, this field will do a name search once 3 or 

more characters have been typed into the field. (This field will be similar to the student 

information sharing application’s name lookup field) 
• After entering the student, select “View student key info”. Once the student’s record is visible 

you will be able to select “Student moving room” from the left navigation. 

• The “Moving Room, Key pickup/Drop off” screen will appear. The top of the screen contains a 

short set of instructions for filling out the form, then the student’s current room information. 

The fields to fill in depend on which part of the move you are working with. You are either 

issuing a new key to the room the student is moving to or you are receiving the key back from 

the student after they have finished their move. 

Start the move screen 

• The initial screen to issue the new rooms key will have five (5) fields to fill in and the “Check that 
fields are complete” button. 

o Hall: this is a drop down of all the current Residence halls. 

o Selecting a “Hall” will show a new “Room” drop down field of the current rooms in the 

Hall. 

o Selecting the Room will at the “Bed” drop down field. 

o “New Room Key Number” Is a text input field you use to record the key number given to 

the student. 

o “New Room Key Ext” Is a text input field you use to record the key extension number 

given to the student. 

o The “Planned Key returned” is the date the student plans to return the key for the room 

they are moving out of. 

o Fill in your signature. 

• Click the “Check that fields are complete” button to make sure all the required fields are filled 

in. If all the required fields are filled in the “Submit” button will appear, click it to finish the 

transaction. 

• This will redirect you to the View Student Key Information screen. 



 

  

      

  

   

  

   

   

     

  

  

       

      

 

    

Complete the move screen 

• The drop off screen has the same instructions, the student information including the room 

information of the room they are moving from. The next section is the information about the 

room and key to the room they have moved into. 

• There are three (3) fields showing. 

o “Returned Key Number”, Is a text input field you use to record the key number the 

student returned to you. 

o “Returned key ext.?”, Is a text input field you use to record the key extension number 

the student returned. 

o Fill in your signature. 

• Click the “Check that fields are complete” button to make sure all the required fields are filled 

in. If all the required fields are filled in the “Submit” button will appear, click it to finish the 

transaction. 

• This will redirect you to the View Student Key Information screen. 



 

 


