
# Lock Out Item Check Out Process 7 Steps

STEP 1

Click on Lock Outs & Equipment Module 

STEP 2

Click on -Create Item Check Out Record
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STEP 3

Enter Student's PID

STEP 4

Click on Run
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STEP 5

Select Applicable Community and Bed Space then click "NEXT"

STEP 6

Select Lock Out from Item Check Out Type:
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STEP 7

Select Lock Out Item(s) Issued, required return date & time in addition to who
 checked out the items to the student and then click "Finish"

Lock Out Items include:

•  Exterior Door Unlock Code ONLY (If selected, there is not physical item to return, however 
the lock out is still captured and moved to the housing locations archived list)
•  Wifi Persona E-Lock Keycard ONLY
•  Offline Persona E-Lock Keycard ONLY
•  Bedroom Key ONLY
•  Bedroom Key & Exterior Door Unlock Code
•  Bedroom Key & Wifi Persona E-Lock Keycard
•  Bedroom Key & Offline Persona E-Lock Keycard

The student receives an email confirmation which includes what was checked out and the 
requested time of return. The record will now appear on the housing location's "Pending 
Checked Out Items" list

# Logging Item Return 8 Steps
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STEP 8

When the item is returned, click on the housing location's "Pending Checked 
Out Items" list

STEP 9

Click on "Show Me List"

Created with 6 of 17



STEP 10

Locate the record for the checked out item and follow the "I want to...Update
 Return & Condition of Items" link

STEP 11

Select the applicable bed space and then "Next"
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STEP 12

Select the applicable checked out item and then "Next"

STEP 13

Confirm applicable bed space & click "NEXT"

STEP 14

Select Item Return Status & Click "NEXT"

Options Include the following:

•  Returned Item(s) On Time WITHOUT Damage: Record is closed and moved to the housing 
location's "Archived Item Check Out List"
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•  Returned Item(s) On Time WITH Damage: Record is moved to the housing location's Pending 
Charge Assessment list for staff to review.

•  Returned Item(s) Late WITHOUT Damage: Record is moved to the housing location's 
Pending Charge Assessment list for staff to review for potential late return charge.

•  Returned Item(s) Late WITH Damage: Record is moved to the housing location's Pending 
Charge Assessment list for staff to review.

•  Returned Item(s) - Lock Out Limit Review: If the person checking the item back in believes 
the the student should be reviewed for a potential charge related to the number of lock outs 
they have had based on summary above. Record is moved to the housing location's Pending 
Charge Assessment list for staff to review.

•  Lost Item(s): Record is moved to the housing location's Pending Charge Assessment list for 
staff to review lost item(s) charge.
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STEP 15

Enter who received the item from the student & click "FINISH"

The student will receive a confirmation email related to the return and if there will be any 
additional review related to a charge.

# Charge Assessment Review 8 Steps

If an item is returned late, denoted to have damage or is lost, the record will be moved to the 
housing location's "Pending Charge Assessment Review" list for a staff member to make a final 
decision as to charge or not charge the student.
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STEP 16

Click on Lock Outs & Equipment
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STEP 17

Click on applicable housing locations "Pending Charge Assessment Review" 
list
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STEP 18

Click on "Show Me List"

STEP 19

Off of the desired record, follow the "I want to..." and click on "Review for
 Potential Charge"
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STEP 20

Select the applicable bedspace and click "NEXT"
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STEP 21

Select the Charge Assessment Outcome and click "NEXT"

Using the information on the screen, select from the options below:

•  No Charge: Record is closed and the student receives a confirmation email that no charge 
will be assessed at this time.

•  Assess Damage Charge ONLY: Only plan to assess a charge to the student based on damage 
to an item or the item was lost.

•  Assess Late Return Charge ONLY: Only plan to assess a charge to the student based on fact 
that the item was returned late.

•  Assess Damage & Late Return Charges: Plan to assess a charge to the student based on 
damage to the item and that it was returned late.

•  Assess Lock Out Limit Charge: Plan to assess a charge to the student based on reaching 
the number of allowable lock out prior to receiving a charge.

Created with 15 of 17



STEP 22

Based on the types of charges to be assessed in the previous step, fill in
 the requested information related to the charges, Enter who is entering the
 charge, and click "FINISH"

The student will receive a confirmation email related to the assessed charges. The charge 
notes are included in the students confirmation email.

STEP 23

By submitting this form with a denoted charge, the record will populate on the
 "Pending Damage Charge List" for the Housing Administrative team to apply
 to the student account.
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Never miss a step again. Visit Tango.us
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