
Resource Guide

Managing Student Records in the Uniform Inventory Database
Creating a student record is easy and will help you with your check-out/check-in process.

*** Please note that the Uniform Inventory Database has minimal security and if you are not
able to secure your computer/network please do not put any sensitive information in the Student
Records.  To turn on Security in the Uniform Inventory Database - Go to the Utilities, Company /
Application Information and look for the “Security” setting.  This will give you the option of creating a
Password and 3 levels of data entry options (Administrator, Data Entry (No access to Utilities) and
ReadOnly).

Student Records can contain the following information:

Student Name 
Student ID (if their ID has a barcode you can scan it to enter)
Class Year (Graduation year)
Contact Phone numbers and email
Parent or Other Contact
Photo
Measurements
List of Classes/Activities that student is enrolled in
History of Uniform, Instrument, Equipment/Props and Sheet Music check-outs
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Measurements:

Each student record has fields for standard clothing sizes and
specific body measurements.  You can print a record for each
student from the “Print Record” button. 

To print a list of students for a class/activity with just a few
measurement fields - go to the Student List form (to print a report
for all students) or go to the
Classes / Reports menu to
print a list of students for
the selected class.

Activities:

Students may be enrolled / attached to one or
more classes or activities.  Look for the Activities
tag and the drop-down list for the class/activity
name.  Once a student is assigned to the class
their name will appear on the Class / Student tab.

Checkout History:

When a student checks out a uniform,
instrument, piece of equipment or sheet music,
a record of that checkout will appear in the
appropriate tab on the Student form.
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