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Work Instructions are available on the EnterpriseOne Training Manuals Website under Fixed Assets, Lesson 7, Barcode Scanning: http://www.das.state.ne.us/nis/trainingmanuals/810_training_manuals/fa/index.html
Barcoding Information

Who does fixed assets barcoding affect?

All agencies within the State of Nebraska are affected by fixed assets barcoding.  Some agencies currently do not own fixed assets listed in the EnterpriseOne system.  These agencies will be affected in the future if purchases are made which qualify an item as a fixed asset.

What is barcoding and why is this being implemented?

Administrative Services (AS) is implementing fixed assets barcoding in an effort to improve operations and create a higher level of efficiency in tracking the personal property of the State of Nebraska.  The primary purpose is to ensure equipment on hand is physically seen and verified via a scanned barcode.

What is the effective date of fixed assets barcoding?

By August 31, 2009, all physical inventories required by State Statute 81-1118.02 will be completed using the barcoding functionality.

Equipment and Software Requirements

What Equipment is Required for the Fixed Assets Barcoding?

The Intermec CN3 scanner was purchased by Surplus Property to conduct the barcoding process.  All agencies with fixed assets are required to use an Intermec scanner loaded with scripts (programs) for the barcode scanning process.  Surplus Property has purchased an initial allocation of equipment (barcode scanners, etc.) for agencies.

What dictates how many scanners our agency is allocated?

Surplus Property allocated scanners to agencies using a formula based on each agency’s proportionate share of the total number of fixed assets within the EnterpriseOne system.  
Is there a cost to the agencies for this initial allocation of equipment?

No, all of the initial equipment is provided by Surplus Property at no cost.   Additional equipment purchases at the Agency’s cost are authorized.  Purchases must be made through the “OW” Requisition process.
Who owns the scanners provided by Surplus Property to our Agency?

AS Materiel Division owns and tracks the scanners as fixed assets in the EnterpriseOne system.  Surplus Property will loan scanners to agencies through the Barcode Scanner Loaner Program, defined in this manual.  There is no fee charged to agencies borrowing the loaned scanners.

Note:  Barcoding Equipment purchased by Agencies MUST have EnterpriseOne Fixed Asset records.

Where do I find Instructions for Barcode Label Printer Set-up and Operation?

Barcode Label Printer Set-up and Operation Instructions are posted on the Surplus Property website:  http://www.das.state.ne.us/materiel/surplus/surplus.htm. Select Fixed Asset Information.
Barcode Scanner Loaner Program

What is the Barcode Scanner Loaner Program?

Surplus Property maintains a pool of scanners for temporary loan to agencies for use on a first-come, first-serve basis.  Priority is given to the agencies that have not been allocated barcode scanners on a long-term basis.  Each scanner may be “checked out” for a period of 1 – 2 weeks, depending on the time of year. As the end of the fiscal year approaches, the less time will be allowed for “check out” as demand increases for the equipment.
How do I Check Out a Barcode Scanner?
Agencies requiring this service should coordinate with Surplus Property via email through dasmat.surplusproperty@nebraska.gov to borrow scanners.
E-mail requests must include the following information:

· Contact Information: Name, Agency/Division, Phone Number

· Requested pick-up date for barcode scanner

· Duration of loan period – variable based on availability and agency requirements

Please adhere to return dates as the loaned scanners may be scheduled for use by other agencies.  In the event that additional days are required, please contact Surplus Property to determine if an extension is possible.

Where do I go to Check Out a Barcode Scanner?

Coordination for checking out a Barcode Scanner must be made prior to pick-up.  

Loan sites are:

· Surplus Property, 5001 S. 14th Street, Lincoln (in the Department of Roads campus)
· State Purchasing Bureau, Nebraska State Office Building, 301 Centennial Mall South, 1st floor
What Options are Available for Borrowing A Barcode Scanner?
A Barcode Scanner and accessories, if needed, can be done through either Surplus Property or another agency that has been allocated a Barcode Scanner. To borrow from:
1. Surplus Property:

A. Barcode Scanner Only
· Recommended for short-term use. 
· Eliminates requirement to add software to end user’s computer.

· End user does not need to work with docking station.
B. Barcode Scanner and Docking Station from Surplus Property:

· Recommended when borrowing agency requires multiple end users to complete the “Barcode Scanning” process.  Only one end user can be logged into the Barcode Scanner at a time. 

2. An Agency that has been allocated a Barcode Scanner:
A. Barcode Scanner Only 

· Recommended for Agencies/Division that in a common location, i.e. Omaha State Office Building, Gold’s Building, North Platte, etc. 
· Fixed Asset Coordinators should work with each other to coordinate this.  If contact information is required, please email dasmat.surplusproperty@nebraska.gov for Fixed Asset Coordinators in your area.

· Eliminates requirement to add software to end user’s computer.

· End user does not need to work with docking station.

B. Barcode Scanner and Docking Station 
· Recommended when borrowing agency requires multiple end users to complete the “Barcode Scanning” process.  Only one end user can be logged into the Barcode Scanner at a time. 

· Fixed Asset Coordinators should work with each other to coordinate this.  If contact information is required, please email dasmat.surplusproperty@nebraska.gov for Fixed Asset Coordinators in your area.

What is the Process When an End User Borrows a Barcode Scanner ONLY?

· End User (borrower) logs into and “Loads Asset Masters” at Lender’s location.

· End User (borrower) conducts “Audit by Asset #” – scanning fixed assets

· End User (borrower) conducts “Process Audit Transactions” at Lender’s location.
Purchasing Barcoding Equipment

What if the our agency wants to purchase barcoding equipment?

Agencies can purchase equipment from the contracting vendor.  Agencies electing to purchase additional equipment are responsible for the annual maintenance fees associated with the scanner’s software.  Purchases of equipment must be routed through the State Purchasing Bureau via an OW requisition.  The State Purchasing Bureau will generate a Purchase Order from the existing state contract. 

Contract 18997 O4 can be viewed on-line at: http://www.nebraska.gov/das/materiel/purchasing/contract_search/index.php 

Barcode scanning equipment will initially be shipped directly to Surplus property with the invoice being sent directly to the requesting Agency.  Surplus Property will load the scanner(s) with the appropriate barcoding software.  The agency must purchase a license for each scanner purchased and provide proof of license to Surplus Property. Below is a table with initial costs for both the CN3 scanner and Barcode Printer. Additional accessories may be purchased as requested. Please view the contract on-line for additional available items.
	Initial Purchase - Intermec CN3

	Item
	Cost

	Intermec CN3 (Scanner) – Line 9
	$1,371.56

	Standard capacity battery CN3 – Line 10
	$78.57


	CN3 Single Slot Communication Dock – Line 11
	$152.29

	USB Cable – Line 20
	$33.33

	Universal Power Supply – Line 12
	$80.92

	US Power Cord – Line 13
	$6.66

	dcLINK for OneWorld software – Line 15
	$1,300.00

	Annual Maintenance Fee *
· Calculated at 15% of the software cost

· Prorated through 7/31 of the current year

	($1,300 x .15)/12 x remaining months until 7/31 of current year.  

Purchases made for June delivery will be calculated at 13 months.

	

	Barcode Printer**

	Item
	Cost

	Desktop Printer – Line 26
	$876.96

	Media – Printer Ribbon – Line 27
	$5.60 (recommend 2 ribbons per printer)

	Media – Labels, No Barcode – Line 29
	$400/roll (approx. 1,000 labels/roll)


*Annual Software Maintenance Fee is required for all purchased Scanners.  Annual Software Maintenance fees are calculated at 15% of the dcLINK OneWorld Software cost ($195/year).  Agencies are responsible for fees associated with the scanners they own.  AS Materiel Division is responsible for the scanners that are in the loaner program or allocated to agencies.   Near the end of each fiscal year, the vendor will invoice the State of Nebraska for annual software maintenance for barcode scanners.  The invoice will be sent directly to EnterpriseOne for payment.  EnterpriseOne staff will create a purchase order with detail lines for each agency owning barcode scanners.  The owning agency’s account number (business unit.object account) will be on the purchase order for proper payment.  The account number will be the same as the one used for the initial annual software maintenance at the time the scanner was purchased.  Any changes to this information must be submitted to the Surplus Property via e-mail.
**Label Printers and additional labels may be purchased by Agencies.  All requests for label printers and accessories must be routed through the State Purchasing Bureau via an OW requisition.  The State Purchasing Bureau will generate a Purchase Order from the existing state contract.
What is the Process for Delivery of Newly Purchased Barcode Scanners?

The vendor will ship Barcode Scanners directly to Surplus Property.  Surplus Property will notify the Fixed Asset Coordinator when delivery is made.  Surplus Property will load TranCollector application onto the Barcode Scanner and contact the Fixed Asset Coordinator to arrange delivery/pick-up of Barcode Equipment. It is the Agency’s responsibility to receive against the purchase order once the equipment has arrived. 
What information needs to be included on the Fixed Asset Record for equipment that my agency purchases?

Each barcode scanner must have a Fixed Asset Record.  The following fields must be filled in for tracking purposes:

· Tag Number

· Serial Number

· Asset Description

· Asset Description 3 – this will be the ID assigned to the Scanner by Surplus Property.  This number is used by Surplus Property to track licenses and troubleshoot issues.  
THIS IS NOT OPTIONAL.
· PO Number

· Mfg – INM = Intermec
Note: Please see the screenshot below for information
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Definitions 

What is personal property?

Personal property is synonymous with the fixed assets identified in the EnterpriseOne Fixed Assets module.  This excludes buildings, building improvements, land, land improvements, and infrastructure.

What designates a fixed asset?

Agencies, boards, and commissions have some latitude in identifying what constitutes a fixed asset for their agency.  At a minimum, any item meeting the following criteria must be identified as a fixed asset: (1) is valued at $1,500 or more acquisition cost; and (2) has an expected life span of at least two years. This is further defined by AS Materiel Division.

What is a scanned asset?

A scanned asset is a fixed asset that has been scanned by a barcode scanner and the data has been updated indicating the scanning process is complete.

What is a verified asset?

A verified asset originated as an alien asset.  It is a valid fixed asset that was outside of the Scanning User’s Business Unit security.  In EnterpriseOne, the responsible agency has the ability to review Alien Assets with a corresponding Fixed Asset record.  The alien asset scan can be verified or rejected.  

What is an alien asset?

An alien asset is a fixed asset scanned by the end user but not downloaded as a fixed asset belonging to that agency due to User Security or a “Disposed” Equipment Status. In most cases, the alien asset belongs to another Agency/Division.  By entering detailed information regarding the alien asset, the owning agency will be able to validate fixed asset location. 

Affect on Current Procedures

Does the barcoding system eliminate the required annual report submitted to Surplus Property by my agency no later than August 31?

No.  The Annual Report is still required.
What if my agency currently has barcoding in place for tracking assets?

Your agency will be required to “re-tag” all assets using the standardized barcode label utilized by all State of Nebraska agencies.  

What if my agency currently is interfaced with EnterpriseOne for fixed assets?

This interface will no longer be supported for information transfer between your agency’s system and EnterpriseOne.  The barcoding interface will be the only interface permitted for fixed asset accountability.

Will I be required to re-tag all of my equipment?

Yes, Surplus Property will furnish new barcode tags for all fixed assets in EnterpriseOne.  The numbering system for the barcode tags replicates tag numbers in EnterpriseOne.

Scanner Support and Maintenance

What causes the majority of scanner errors?

The majority of scanner errors are a result of:

· Not docking the barcode scanner when conducting transactions that require communication between the Barcode Scanner and the EnterpriseOne server; AND/OR

· Being in a “Not connected” status with ActiveSync.
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Your barcode scanner must be docked to complete the following transactions:

· Open TranCollector Application on Barcode Scanner
· Log into the Barcode Scanner

· Load Asset Masters – download Fixed Asset records from EnterpriseOne into Barcode Scanner

· Process Audit Transactions – upload Fixed Asset scanning history into EnterpriseOne from Barcode Scanner

· Exit script

· Log off the Barcode Scanner

What happens if the scanner “locks up” and needs to be re-booted?  

Testing has been done to ensure that information will not be lost, in most scenarios.   There is an internal battery that should hold scanned data in the event that a reboot is required.
What happens if I encounter errors when scanning items?

Each agency has a designated, trained Fixed Asset Coordinator.  This person should be able to provide initial assistance based on training already provided by Surplus Property.  If the agency Fixed Asset Coordinator cannot resolve the issue, the agency Fixed Asset Coordinator should contact Surplus Property for resolution.  Be as specific as possible in defining the issue.
Who loads the scanners with the barcoding program?

Surplus Property loads the TranCollector program onto all Barcode Scanners.  

What if I get Error “TranCollector – TCP/IP Connect error.  Error code 10065”?

The scanner is not able to communicate with the server.  Make sure the scanner is docked and the Microsoft ActiveSync window on your computer should reflect “Connected” status.  Select “OK” in error box.

What do I do if the “OK” button on the logon screen is “grayed out” and I am unable to close out of the screen?

If you attempt to logon to the handheld when it is not “connected” through the docking station and ActiveSync, the scanner will get caught in a loop that prevents you from entering your logon information and from closing out of the logon screen.  Perform a reboot of the scanner by pressing the yellow power button down until the scanner powers down, release the power button.  Scanner reboots. 

How do I access the Owner’s Manual for my Barcode Scanner ?

Intermec maintains current manuals and information regarding the Barcode Scanner.  Intermec’s website is: http://www.intermec.com/.   To access the CN3 Barcode Scanner information access the webpage at: http://www.intermec.com/products/cmptrcn3/index.aspx.  If you discover the webpage address is changed, please notify dasmat.surplusproperty@nebraska.gov to ensure information in manual is updated appropriately for future reference.
What happens if the equipment malfunctions?

A replacement scanner, maybe temporary, will be provided to the agency until a permanent replacement scanner is purchased.  The Agency Fixed Asset Coordinator will work directly with Surplus Property when experiencing equipment malfunctions.

Barcode Tags and Labels

How do I generate more barcode tags when I need them?

There are four options for generating new barcode tags.

1. Surplus Property will furnish a printer and the initial blank label stock to agencies based on an annual analysis by Surplus Property.   Printers will be redistributed based on the annual analysis. 
2. Surplus Property will generate labels upon request;
3. Agencies can purchase (through an OW requisition) numbered barcode labels; or
4. Agencies can purchase their own printer and blank label stock (through an OW requisition).

How do I request barcode tags from Surplus Property when I need them?

The Fixed Asset Coordinator should send an e-mail request (no verbal requests) to Surplus Property at:  dasmat.surplusproperty@nebraska.gov
At a minimum, the label request should include:

· Exact barcode/tag number or series of numbers
· Delivery location & Contact Name
Barcode Scanning Policies and Procedures

What if the fixed asset is too small for the barcode label or the label would wear off?

In general, for equipment that is too small to be tagged or is located outside, the barcode label should be applied to a piece of paper and kept in an area of the agency/shop where the equipment is located.  Scanning the barcode tag is a confirmation that the equipment is physically on hand.  It is highly recommended that the agency have a written policy regarding exceptions.  

Please note Nebraska State Statute 81-1118.02 states each piece of property meeting the fixed asset criteria must be marked with a specific number and the language of “Property of the State of Nebraska.”
Should I scan Fixed Assets owned by another agency, i.e. Office of the CIO, Copy Services, and Secretary of State?

Yes.  The scanned item will appear as an alien asset.  In EnterpriseOne, the owning agency can review your scanned data and verify their fixed asset records based on your scan.  It is very important to enter as much information as possible for “alien asset” scans to provide the owning agency with enough information to compare against the fixed asset record. 
For Office of the CIO assets, please contact their representative 

Scanner and Fixed Asset Security

What EnterpriseOne Roles are required for scanning fixed assets?

End Users must have a Business Unit role with the appropriate range of business units AND a Fixed Asset role assigned to their EnterpriseOne User ID. 

Barcode scanning requires a log-in User ID and password.  Fixed Asset records will be downloaded into the Barcode Scanner based on security in EnterpriseOne.  The user is only granted access to Fixed Assets that are within his or her agency.  
The Fixed Asset role must be one of the following Fixed Asset or Capital Asset Management roles:

· FA15, does not grant EnterpriseOne menu access to end user;  grants security to end user to conduct scans
· FA20

· FA30

· CM20

· CM21

· CM25

· CM30

· CM31

· CM35

What if I want an employee to scan fixed assets, but I do not want the employee to have access to Fixed Assets in EnterpriseOne?

The FA15 role allows an end user to scan barcodes.  While the end user has the ability to scan the fixed assets, EnterpriseOne menus are not available. 
How do I request or modify barcode scanner access for my employees?

Requests to create, revise, or delete Barcode Scanner USER IDs must be made via e-mail from the agency Fixed Asset Coordinator to Surplus Property via dasmat.surplusproperty@nebraska.gov.

Requests must include the following information:

· Employee Name (First & Last)

· EnterpriseOne User ID

Employees will receive an e-mail with their Barcode Scanner User ID and password.  Fixed Asset Coordinators will receive e-mail confirmation that User ID is created.

How can I find an End Users Business Unit Role and Fixed Asset/Capital Asset Management Role?

It is recommended that a Fixed Asset Coordinator have an Authorized Agent role, AA. 

The AA10 (Authorized Agent Inquiry) role allows access to:

· EnterpriseOne User Authorization Table - provides visibility of User Roles to include:

· User ID – Barcode Scanner User ID is the same as the EnterpriseOne User ID

· Address Book # – for cross-reference

· Fixed Assets – FA10, FA15, etc.

· Business Unit

· Security Request Inquiries – provides visibility the status of EnterpriseOne Security role requests – submitted, pending authorization from the Business Process Owner, pending addition from EnterpriseOne Security.

Scanner Operation

Where do I obtain instructions on how to operate the scanner?

Work Instructions are available via EnterpriseOne Training Manuals.  
What if I accidentally scan the same barcode label more than once?

The most recent, or last, scan will be reflected in the update to EnterpriseOne records when the scanning process is complete.  If information is changed in an initial scan, subsequent scans will overwrite the initial scan.  Any changes made to locations and serial number will need to be reentered if an item is scanned multiple times.

How can a fixed asset be verified as “scanned”?

When the scanner uploads scanned data into EnterpriseOne, the “S – Scanned” status is captured and updated on the Asset Master.  This information is available on the Asset Master Information screen under the “Additional Info” tab. Surplus Property will run a report to view scanned items.  At the end of the reporting period, Surplus Property will “refresh” the “Scanned” Field for each fixed asset and reset the field to “blank” for the next physical inventory reporting period.
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Frequently Asked Questions

After the Fixed Asset Scanning process is complete (all records are updated with scanned data), can we go back into that record and change the location (ex. a typo was made) without having to go back to that location and rescan the item?  

The Asset Master in EnterpriseOne will retain its “Scanned” status.  Location and Serial Number fields can be updated in EnterpriseOne as needed.  This will not alter the “Scanned” status.  Some agencies have elected to use “internal codes” to identify location information during the scanning process.  Upon completion of the Fixed Asset Scanning process, EnterpriseOne is updated to reflect additional location information.

How come the number of assets downloaded into my Barcode Scanner differs from the number of assets downloaded by my coworker?  

Your Business Unit role determines the ranges of Business Units to which you have access.  Only the Fixed Assets that fall within your business unit ranges will download into your Barcode Scanner.   Work with your Authorized Agent to determine the appropriate Business Unit Role.  Your business unit role appears on the Barcode Scanner “Fixed Asset Audit” screen.
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How many hours will the battery on the scanner last before it needs to be docked and recharged?

The scanner will remain charged for approximately four hours of use.  It is recommended that the docking station be used to charge the battery when you travel.  AS Materiel - State Purchasing Bureau is working with the contracted vendor to add chargers to the State Contract.  It is also recommended, if possible, that download and reload in between trips to assure that no information is lost. This way, you can check EnterpriseOne to ensure scanned data is uploaded in EnterpriseOne at regular intervals.  

When scanning items, it appears that you need to press the bottom blue button on the left side of the scanner, is this correct?  

When scanning, use the blue button in the center of the scanner, just under the screen. You can use the side buttons, but we have found that it is more likely for an error to occur when using those.

Will training be scheduled on how to actually scan the barcodes, dock the scanners and upload the scanned assets into EnterpriseOne?  We would also like some specific training on how to run the EnterpriseOne Fixed Asset Reports and view the Historical Files.  Will this be available for us in the near future? 

Work Instructions are available on the EnterpriseOne Training Manuals Website under Fixed Assets, Lesson 7, Barcode Scanning: http://www.das.state.ne.us/nis/trainingmanuals/810_training_manuals/fa/index.html.  Choose either the Barcode Scanner Operation which is a manual based on the NVISION course, the NVISION course itself, which will walk you through step-by-step , the HTML version of the course, or the Job Aid which is similar to a Quick Reference Card.
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