
QTrak Parcel Lockers Instructions 



What you will need:
1) Keyboard with USB plug + mouse preferably 
2) 4 Wheeled Dollies to wheel lockers from loading dock to install sight

a) Might need multiple depending on size of installation
3) Nuts, Bolts, Washers 
4) Drill
5) 3 to 6 clamps (matters size of project)
6) Power Cable for each kiosk unit (Extra just in case)
7) Ethernet Cable for each kiosk unit (Extra just in case)
8) Step Stool x2 
9) Scissor/Knife 
10) Rubber mallet 
11) Spray bottle and paper towels to wipe down lockers
12) Tape measure
13) Composite Plastic Shims + Wire Cutters (Slide 12 for reference)
14) Computer Mouse (optional)
15) Knee pads (optional)
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Kiosk

1) Power and Communication 
to  locking system 

2) Computer Power supply
3) Lock communication via 

COM 1 port
4) HDMI
5) Ethernet Plug
6) Audio
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Motherboard
1) Individual lock Cable
2) Power Cable for locker System
3) Dip Switch
4) Data Cables for locker System
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Motherboard
1) Individual lock Cable
2) Power Cable for locker System
3) Dip Switch
4) Data Cables for locker System
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Dip Switch Chart
*Dip Switches are to ensure settings are on the 
right lockers depending on how many you have 



1

Trouble Shooting 

#1 Power and Communication to  
locking system both green lights must 
be steadily on or there not will be 
communication to all units - if not 
power cable to locker not set up 
correctly.

#2 Sometimes lockers come without a 
receptacle on them. They then need to 
be wired so power can work properly 

#3 Lock communication via COM 1 port 
must be plugged into port 1 if set up on 
Winnsen app and is plugged into port 2, 
system will not work 

#4 If middle panel is not fitting, switch 
them between the different sets of 
lockers to make them fit.
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Step 1:Unpacking
1) You begin by unpacking the Units from pallet, 

each Unit is numbered on the back. Units must be 

aligned from left to right, in order chronological 

order. Example unit 1 will be on the left.  (Make 

sure you dispose of pallets/trash properly)



Opening the lockers
- Once the units are in place, Open 

the top of the door of the kiosk 

unit where there will be keys 

taped to the the top. 

- This will give you entrance to 

inside of the lockers. It will allow 

you to remove panels, open 

lockers, and connect each locker 

to one another



Step 3: Opening lockers Manually

- The middle panel where the yellow 

arrows are pointing is what you are 

going to remove.  The red arrow is 

where the button to remove the 

panel is. Go to next slide to learn 

more on how to remove.



Step 3: Opening lockers/panels manually

1) You will find the buttons to remove the panel on the 

top middle of the units. Remove panel from locker 

by pressing the silver button in towards you where 

the yellow arrow is pointing at. This will give you 

access to open any locker once the panel is removed. 

2) To put the panel back you place the panel back into 

the unit then press down on the button where the 

red arrow is pointing at. 



Step 4: Opening Lockers
- Each locker has its own control lock. You 

open the lockers manually by pressing the 

lever up, that the yellow arrow is pointing at.

- Manually open all the lockers to make sure 

they are not jammed. If a door will not open 

you should try wedge it open with a cloth and 

a flat head screwdriver. You will find levelers 

inside of one of the lockers that you will use 

towards the end of the instructions.



Connecting Power Receptacle:
- Each kiosk unit will need to have a receptacle 

installed. You do that by finding the 3 wires zip 
tied together inside the unit, behind the middle 
panel. 

- Blue = Zero, Brown = Firewire, Yellow = Ground
- Once you have the wires you will attach them to 

the appropriate location on receptacle that are 
labeled on the receptacle. You might need 
electrical tape to stabilize the wires.  

- After connecting the receptacle drop the power cable 
down through the back middle of the unit. (green 
arrow for reference) Once you drop the power cable 
and into the unit connect it with receptacle. Once 
attached gently pull the power up until it falls in 
place. (green arrow for reference) 



Step 5: Connecting Lockers 
- Each locker has at least one or more data 

cables for locker System and a circuit board. 
The black data cables will be zip tied together 
so you must cut the zip tie.  Each black wire 
will be labeled with a letter and number 
which will connect to one of their 
neighboring locker circuit board. 

- You will know where to plug in the wires 
because the circuit board will have the same 
number and letter to where the wire should 
be plugged into.

- Ex: S1 cable in bank 1 goes to S1 cable in bank 2
- Occasionally there will be a cable that has 

fallen down between the panels. So just feed it 
back up.



Step 5: Connecting Lockers 

- Each lockers will have one to two  
small holes located on the top of 
the lockers. That is where you will 
run the wires through the lockers. 
Like shown in the picture.



Step 6: Testing the Locker Connection

- Once you have successfully connected the 
wires. It is time to check if you did it 
correctly. You start by getting your power 
cable and plugging it into the kiosk. The 
power cable will plug into where the yellow 
arrow is pointing.

- After it is plugged in the Kiosk computer will 
turn on and each circuit board will start 
blinking red. If not you connected them back 
wrong. 



Step 6: Testing the Locker Connection 
- Begin by opening the touch 

screen computer. You do that 
the same way you open each 
locker. Then you will plug 
your keyboard into the 
computer. Next you will open 
the windows forms shortcut 
application which is on the 
windows home screen. Simply 
enter the locker numbers and 
click open locker. To make 
sure they work. 



Step 7: Bolting lockers together 

- It is very important that you make the lockers flushed together, aligned, and 

the same height. If you to need level them you can use the legs that you 

found in the lockers during Step 4. In most cases it is easier to use composite 

plastic shims instead of the legs, like in picture below. 



Step 7: Bolting lockers together 

- To get the lockers as flushed as 
possible you will need 3 to 6 clamps. 
You will begin by clamping the top of 
the two neighboring units. Then 
opening the bottom locker and 
putting a clamp on the the top hinges 
so you don’t damage anything. Like 
shown in the picture.



Step 7: Bolting lockers together 

- Once the lockers are clamped together, aligned, and the same height. You will 

drill two holes on the inside of the top lockers of the the two units, so you can 

bolt them together. Then you can do the same at the bottom of the two units. 

Make sure to get any debri out of lockers once you are finished drilling. 



Step 8: Lockers might settle

- Once you are finished bolting all the lockers it is important to test ALL the 

lockers again manually. If a locker door is not opening or shutting all the way, you 

can realign the door with a rubber mallet by hitting down or up on the door. You 

can also try to pull or push down on the door to help realign it. 



Step 9: Ethernet Connection
- Each kiosk will need it’s own ethernet 

connection. You will plug the ethernet 

cable into the computer. Then run it 

through the side hole where the yellow 

arrow pointing. Then up through the 

middle of the unit and out through the 

top where the red arrow pointing. You 

go to the internet browser by pressing 

the windows key on the keyboard then 

search for internet explorer. 



Assemble: 

- Spray and clean any marks or dust 

that the lockers have accumulated. 

Especially on top of the units. 

- To put the panel back on you can 

place the panel back into the unit 

then press down on the button 

where the red arrow is pointing at. 

- It will look like this picture that 

the green arrow is pointing at if 

you did it correct



Trash- Management
- Trash will be discussed before install and 

will follow up on site as to logistics of 
how it will be moved from dock to 
dumpster.



Downloading Software:
- To be begin you will need a keyboard. You go to the internet browser by pressing 

the windows key on the keyboard then search for 
***********.realvnc.com/en/connect/download/vnc/windows/ . Next you will click 
on Download VNC Server. 



Downloading Software:

- Once you click on VNC download. A new tab will 

pop up. You will click on VNC server windows 

application shown below in the picture. Once that is 

done it was ask to pick a language; pick English. 



Software Setup:
- Your screen will look like this picture. Now you will 

press next where the finger is pointing at. 



End User License Agreement:

- Now it is time to accept the license agreement. 

You simply check off the box where the finger is 

pointing at then press next. 



Custom Setup:

- Your screen will look like this picture to the 

right. If your screen looks like this you can 

now press Next. 



Adding a VNC Server Firewall Exception:

- Your screen will look like this. Make sure that the 

box is checked off that is next to the sentence that 

says “add an exception to the firewall for VNC 

Server” if the box is checked off it time to press 

Next.  



Time to Install:
- Now your screen will look like 

this picture. You will see an 

“install” button which you will 

click. 



Completing the VNC Setup

Your screen will look like this. There will be 

a “Finish” button that you will press. It will 

bring you to a username and password page. 



Singing into VNC:

- If your screen looks like the picture 

to the right it is time to sign in. Your 

username and password will be 

provided on arrival of work site. 



Choosing The Team

- There will be three options to 

pick from Team, Gary’s Team 

(home) and My Team. You 

must click on my “My Team”. 

Once “My Team” is highlighted 

blue you will press next.



Naming the Locker Bank / Kiosk: 

- Now you will name the locker banks. 
By typing in the Computer name in 
team function. 

- Example: Company Name Bank 1
- Example: St. Joe’s Bank 1 
- Example: St. Joe’s Bank 2 



VNC Connect:

- After you’re finished naming 
the locker bank. The tab shown 
in the picture will show up. You 
will tap on the three lines 
located on the top right of the 
screen, which pull down a 
menu bar. Then you will click 
on options. 



VNC Server - Options

- You will click on the 
authentication tab and then you 
choose VNC Password so you 
are able to create the password 
that we will offer once you 
arrive on the work site. 



Finished VNC Server:

- Once you have finished downloading VNC Server you will contact 
us and we will be able to remote access to turn on QTrak. If 
everything is working and finished return the keys to the site 
supervisor. 

- **This step takes some time as development team needs to make 
sure right Q Trak Software is installed successfully.



Installation Complete of Lockers

● Rest of the steps are on Qtrak to set configuration of the lockers and assign 
locker numbers. 

● Once this is set and Qtrak application is installed on kiosk. Lockers will be 
operational using kiosk or Qtrak mobile application to store and deliver 
packages


