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The Print Student Locator Cards and Print Scheduling Locator Cards forms both 
were redesigned to provide many new options and enhancements.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 



The Print Student Locator Cards form can be accessed through the Student Data 
form. Click the mouse on the Reports button on the lower right of the form. 
 

 
 
Click the mouse on button G. Print Student Locator Cards. 
 

 
 
 
 
 
 
 

  



The Scheduling Locator Cards can be accessed through the Student Scheduling 
Cycle button 2. Print Locator Cards. 
     

 
 
Both locator cards can also be accessed through View all Forms.  
 
The Print Locator Cards form now has 4 new tabs.  The first tab is Style of Locator 
Cards. This will determine how many students will print on the locator cards. 
 

 
 

  



The new Terms to Print tab will display the terms available to print.  
 

 
 

A new option was added that will Replicate classes depending on the terms. 
 

 
 
Below are examples of two students using the Replicate option.  The first students 5th 
period classes have terms of Fall and Spring and the other periods have a Year term.  
With the Replicate option selected the Year classes will replicate for each period as Fall 
and Spring.  

 

  



The second student has all classes with ONLY the term of Year so even though the 
option was selected the classes will not be replicated. 

 

 
 
 
 
The new Sort Options tab will determine how the locator cards and classes are sorted. 
 

 
 

 
 

 

 
NOTE:  

 
 
When sorting by Counselor or Period, the locator cards will print in 
Teacher number order. 

 
 

 
 
 

  



When sorting by Counselor, Period, Student or Grade there is no page break.  The 
example below is sorting by Counselor.  The first three students have the same 
Counselor of Monarch then the forth student in the bottom right hand corner changes to 
Wilson.  
 

 
 
When selecting the option to Sort by Period, additional fields will be displayed. 
 

 
 

Enter the Period and Date to be handed out.  The locator cards will be sorted by the 
student’s class schedule. A valid date from the calendar must be entered.  If the student 
does not have a class with the selected period they will not be sorted and will print at the 
front of the locator card.   

  



The teachers name for the selected period will print on the bottom right of the locator 
cards. 

  

 

 
 
 

The Vertical Sort option will sort the locator cards so that when the stacks of paper are 
cut, the presorted stacks can be placed on top of each other to create a pre-sorted 
stack.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The new Print Options tab will display what information will print on the locator cards. 
 

 
 

• If the option Print Student Information is not selected, the student’s birth date, 
sex, telephone numbers and address will not be printed on the locator cards. 

 
• If the option Print Section information is not selected, the class period, days, 

term and section number will not be printed on the locator cards. 
 

• If the option Print Teacher information is not selected, the teacher number, 
name and room will not be printed on the locator cards. 

 
• Hide Classes Tagged Not to Print on GRD option will hide classes tagged with 

an X in the Tag field in the Master Schedule. MST.ST = X.  
 

• Hide Classes Tagged Not to Print on ATT option will hide classes tagged with 
an Y in the Tag field in the Master Schedule. MST.ST = Y  

 
• Hide Classes Tagged Not to Print on Both option will hide classes tagged with 

an Z in the Tag field in the Master Schedule. MST.ST = Z.  
 
All three Hide options can be selected at the same time if applicable. 
 
 
 

  



A Message can now be added to the locator cards.  Enter the Message in the text field 
and it will print on all locator cards. 
 

 
 

The option to print for All Students or Changes Only is on the top left of the form. To 
print for All Students, click the radio button to All Students.   
 

 
 
After all options are selected click the mouse on the Print button.  A print preview of the 
Locator cards will display for all students with the options selected.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



The following locator cards were run with the options selected. 
 

• Style of Locator Cards – 2 per student, 4 locators per page 
• Term to Print – Fall Only 
• Sort Options – Student 
• Print Options – Unchecked Print Teacher Information 

 

 
 

 
NOTE:  

 
 
 
The Print Locator Cards For Changes Only option is NOT 
available for the Scheduling Locator Cards. 

 
To print for students who have had schedule changes, click the button on Changes 
Only. 
 
After printing the locator cards for Changes Only a message will display. 
 

 
 

Click the mouse on the Yes button if finished printing the Changes Only locator cards.  
If not finished and if the students with Changes Only may need to be run again, click the 
mouse on the No button.

  



The ability to select individual students has been added to the right side of the form.   
 

 
 
Select the students using the scroll bar or by entering a student number.  
 

 
 
Use the Clear Student List to clear the students who were selected. 
 
After all students and options are selected click the mouse on the Print button.  A print 
preview of the Locator cards will display of the student selected with the options 
selected.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



The following locator cards were run with the options selected. 
 

• Style of Locator Cards – 4 per student, 4 locators per page 
• Term to Print – All Classes 
• Sort Options – Student 
• Print Options – Neither Perm ID, Unchecked Print Student Information and Print 

lockers with combination 
  
 
 

 
 
 
 

  


