SCANNER INSTRUCTIONS

1. Push round yellow button to turn on.

2. Use the arrow keys to move to “Enter Location” and press the yellow “Enter” button.  Type your building number and press the “Enter” button. 

3. (Optional) Entering “Room” or “Part” number.  Do Step 2 to enter room numbers and/or partition number.  Do this if you want to track ITE by room and/or partition location. 

4. Repeat Steps 2&3 for different ITE locations.

5. With OK highlighted, press Enter.  This will put you back at the main menu.

6. Use the arrow keys and highlight “Scan” and press “Enter”.  You are ready to scan.

7. To scan, point the scanner at the label and the scanner will beep when the item is read.  Make sure you are on the menu screen, reading ready to scan.

8. If you scan an item and if the location of the items is changing, an error message will pop up.  This is telling you that the location of the item is changing.  Hit enter.  If you do not hit enter, all the labels read after that will not register. 

9. During your inventory you may scan an item that is not on your account.  If this happens a screen appears titled “Not in List!”, press “Enter”.  A new screen appears titled “Input Data”, you do not need to type in any information.  Instead scroll down to the “Save” option and press “Enter”.  After we upload the scanner we will be able to see who’s account this item is on and you will be able to let them know you have their equipment.  

10. If you come across an item that does not have a barcode label, from the main menu on the scanner scroll down to “Enter Item” and press “Enter”.  The screen “Input Item” appears, enter in the items “Serial Number”, “Vendor”, “Model”, and “Description” and select “Save” and press “Enter”.  This will not add the item to your account.  This will enable us to research the database to see if the item is on someone’s account or if the item needs to be added as Found on Base.  

11. Make sure while conducting this inventory that you scan or enter, every piece of equipment in the areas that you work with or store IT equipment.

12. When you have completed your scanning session, press the round yellow button to turn off.  Don’t worry, if you forget to turn it off it will automatically shutoff within 3-5 minutes.

13. If you do not scan all the items in one scanning session, just turn the scanner back on and it will continue where you left off.  

Any further questions contact Brian Tillery, MSD/ITIE at extension 3-9962.
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