
Locker Management with Keys 
 
Build drawer types for Non-Auto cabinet then build cabinet. (See Installing Non-auto cabinet.doc) 
Defining a Key in the system. 
A key item is an item in the system which is defined with an Item Type = Key. 
Go to Search Item and add new Keys to the system. Assign to the Key Item Group and choose Item Type=Key. 
Designate so you know what key goes to which cabinet. 

 
 
In Item Maintenance the key must be designated a Key Item before assigning to a bin. 
An item which is defined as a key behaves the same way as a durable item.  
In Bin Maintenance define Key items as a Used item first before putting the number of Items in Bin. 
 

  



 
 
In order for the system to function correctly the key must be stored in the MATRIX cabinet. 
Assign Keys to Matrix bins. 
 

 
 

 
 



Assign items to be associated with the key to Non-Automatic cabinet bins. Same as assigning items to Matrix 
bins. All durable items must be marked as a Used Item. Durable means that the item will be returned to the 
cabinet. 

 
 
Add items from Non-Automatic cabinet to field. 
There are 2 methods for doing this. 
Go to Search Items and open the Key. 
 

 



 
Go to Connected Bins tab. 
 

 
 
 
 

 
 
 



 
 
This screen will pop up. Double click the item in that cabinet to associate it with the key to that same cabinet. 
 

 
 
 Repeat until all the items are associated with their respective key. 
 

 
 
OR: 
 



 
The connection is done in the bin maintenance screen as you add items to the bin, in the bottom of the General 
Tab there is a list which lets you choose a key to be attached to the bin. This list is called the Connection to Key 
list.  This list is active only for non-automatic cabinet bins.  

 

  
   

Key type items have a Connected Bins tab which lists all the bins in the cabinet that this key can open. 
Once bins are connected to a key they will show in the key item maintenance in the Connected Bins tab. 

 

 
 



 
Using keys in the different Touch processes. 

 
Issue  
A key item can not be issued. Only and item connected to the key can be issued. 
When issuing an item from a bin which is in a non automatic cabinet and that is connected to a key the 
following steps happen after you choose your item and the issue button is pressed. . 

• The Key is issued from the Matrix cabinet, like a normal issue of a MATRIX cabinet item.  
• The stock for the key is reduced; an issue transaction of key is produced. 
• The stock for the issued item is reduced and a transaction is produced. 
      Special cases: 
• If the MATRIX cabinet is not opened, the transaction is canceled.  
• If the key is not found in stock the following window shows: 

 
           
            If NO is pressed than the transaction is canceled. 
            If YES is pressed than transaction is processed without a key.  
            Note that the name of the user who last took the key is listed in the window.  
 

Returning the key.      
After the user takes the item from the locker, the user must return the key.  
The return is done through the return option in the Touch menu. 

 
  The items with zero stock are the ones that have been issued.      



Click on the item to be returned and click next. Return as usual. 


