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[bookmark: _Toc194196430][bookmark: _Toc515532063]BARCODE SCANNER LOANER PROGRAM
What is the Barcode Scanner Loaner Program?
Materiel Division 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 Materiel Division to borrow a scanner.  You can contact Materiel Division either via email to as.materielfixedassets@nebraska.gov or by phone at 402-471-8295 (Zach Leech).

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 Materiel Division 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 site is:

· Materiel Division Administration (State Purchasing Bureau), 1526 K Street, Suite 130 (1st floor), Lincoln, NE 68508

[bookmark: _Toc194196431][bookmark: _Toc194196434]
 
[bookmark: _Toc515532064]SCANNER SUPPORT AND MAINTENANCE
[bookmark: _Toc194196439]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
· Not being “Connected” with the Windows Mobile Device Center.
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Your barcode scanner must be docked to complete the following transactions:
· Open TranCollector Application on Barcode Scanner
· Log on to 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

NOTE:  If you are using a scanner from the Scanner Loaner Program, Materiel Division will have the scanner pre-loaded with your agency’s Asset Masters and ready to go.  When scanning is complete, return the scanner to Materiel Division and the Audit Transactions will also be processed for you.  

[bookmark: _Toc194196440]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 Windows Mobile Device Center 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 Windows Mobile Device Center, 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 “warm boot” of the scanner by pressing the yellow power button down until the scanner powers down and releasing the power button.  This should reboot the scanner. 

What happens if the scanner “locks up” and needs to be re-booted?  
[bookmark: _Toc194196441]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.  However, if the device does not resume normal functions after pressing the power button, or if the device or application locks up, you may need to reset the device.  The device uses the configuration currently saved in flash memory during the boot process.  There are three methods of resetting the device:
· Warm booting
· Cold booting
· Clean booting

[bookmark: _WARM_BOOTING_THE][bookmark: _Toc508028251]WARM BOOTING 
A warm boot may be necessary to correct conditions where an application stops responding to the system. 

To warm boot the device:
· Press and hold the Power button for 10 seconds, OR 
· Right click on the device via the SmartSystems Console and select Intermec Power Tools>Warm Boot Device
· The device systematically shuts down, restarts, and goes through the initialization process.
[bookmark: _COLD_BOOTING_THE][bookmark: _Toc508028252]COLD BOOTING 
A cold boot may be necessary in some cases where the device completely stops responding.  Because cold booting may result in data loss, only use this method if all other recovery methods have failed.
Note: Cold booting the machine does not guarantee that cached disk data will be saved, so transactional data may be lost during the reset. All other data is preserved.

To cold boot the device: 
· [image: Intermec CN3 hard reset]Press the Power button to suspend the device
· Remove the battery pack from the machine
· Press the Reset button on the back of the device


CLEAN BOOTING 
A clean boot option is available, but should only be performed by Materiel Division as it will erase the memory of the device, including all applications.  Materiel Division will need to reinstall the software in these cases.  If all other recovery methods fail, please contact Materiel Division.  

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 Materiel Division at as.materielfixedassets@nebraska.gov for resolution.  Be as specific as possible in defining the issue.
[bookmark: _Toc194196442]
Who loads the scanners with the barcoding program?
Materiel Division loads the TranCollector program onto all Barcode Scanners.  If the application is somehow removed from a device, contact Materiel Division at as.materielfixedassets@nebrasa.gov for a reinstallation.  

What if the Windows Mobile Device Center is not available on my computer?  
Choose the instructions for the Windows operating system that is running on your PC:
· Windows XP, download Microsoft ActiveSync.
· Windows Vista, download Windows Mobile Device Center.
· Windows 7, no download is required.  The Windows Mobile Device Center should auto install when the device is connected.
· Windows 10 – There is a workaround to install and have the Windows Mobile Device Center function properly on Windows 10 computers.  Administrative privileges are required to perform the operation.  If you have Windows 10 and do not have Windows Mobile Device Center already on your computer, please see Attachment A – Windows 10 and Windows Mobile Device Center.  Contact Materiel Division as as.materielfixedassets@nebraska.gov for any questions.  

Click on the “Connect without setting up your device” button on the Windows Mobile Device Center.  You should then see the below screen.  
[image: cid:image003.jpg@01D08BF7.247E14D0]




How do I access the Owner’s Manual for my Barcode Scanner?
Intermec maintains current manuals and information regarding the Barcode Scanner.  

The CN3 Barcode Scanner manual can be accessed at: http://apps.intermec.com/downloads/eps_man/935-003.pdf.  

The CK71 Barcode Scanner manual can be accessed at:  http://apps.intermec.com/downloads/eps_man/935-038.pdf. 

Contact Materiel Division at as.materielfixedassets@nebraska.gov if you have any questions.

What happens if the equipment malfunctions?
A temporary replacement scanner may be provided to the agency while Materiel Division tries to troubleshoot if a scanner malfunctions.  The Agency Fixed Asset Coordinator should work directly with Materiel Division when experiencing equipment malfunctions.


[bookmark: _Toc515532065]
BARCODE TAGS AND LABELS
[bookmark: _Toc194196443]How do I generate more barcode tags when I need them?
There are three options for generating new barcode tags.
1. Surplus Property will generate labels upon request; or
2. If an Agency owns their own printer, they may purchase their own blank label stock (through an OW requisition) and print their own barcode tags.

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 james.bybee@nebraska.gov. 

At a minimum, the label request should include:
· Exact barcode/tag number or series of numbers
· Delivery location & Contact Name


[bookmark: _Toc515532066]BARCODE SCANNING POLICIES AND PROCEDURES
[bookmark: _Toc194196445]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 the agency’s responsibility to ensure that the item has been physically accounted for.  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 must be marked with the language of “Property of the State of Nebraska.”
[bookmark: _Toc194196447]
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. 

[bookmark: _Toc515532067]
SCANNER AND FIXED ASSET SECURITY
[bookmark: _Toc194196448]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
[bookmark: _Toc194196449]
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 to Materiel Division at as.materielfixedassets@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.  


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:
1. EnterpriseOne User Authorization Table - provides visibility of User Roles to include:
0. User ID – Barcode Scanner User ID is the same as the EnterpriseOne User ID
0. Address Book # – for cross-reference
0. Fixed Assets – FA10, FA15, etc.
0. Business Unit
1. 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.


[bookmark: _Toc515532068]
SCANNER OPERATION
[bookmark: _Toc194196450]Where do I obtain instructions on how to operate the scanner?
Work Instructions are available on the EnterpriseOne Training Manuals Website under Fixed Assets, Lesson 8, Barcode Scanning: http://das.nebraska.gov/nis/training_manuals-9.1/Fixed%20Assets/index.html.   

See also: 
Attachment B – Scanning; or 
Attachment C – Scanning – No Touch Screen.

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. At the end of the annual reporting period, Materiel Division will “refresh” the “Scanned” Field for each fixed asset and reset the field to “blank” for the next physical inventory reporting period.

[image: ]
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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 many hours will the battery on the scanner last before it needs to be docked and recharged?
For newer batteries, the scanner should remain charged for approximately four (4) hours of use.  As batteries age, it become more difficult to estimate this length of time.  Should you need additional batteries or have batteries that simply no longer hold a charge, please contact Materiel Division.  It is recommended that a docking station be used to charge the battery when you travel.  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.

Can we receive training on how to actually scan the barcodes, dock the scanners and upload the scanned assets into EnterpriseOne?  
Work Instructions are available on the EnterpriseOne Training Manuals Website under Fixed Assets, Lesson 8, Barcode Scanning: http://das.nebraska.gov/nis/training_manuals-9.1/Fixed%20Assets/index.html.  Choose either the Barcode Scanner Operation Training Guide or the Job Aid, which is similar to a Quick Reference Card.  Basic instructions are also including with this manual as attachments.

For in-person training, please contact Materiel Division at as.materielfixedassets@nebraska.gov 


[bookmark: _Toc508028257]ATTACHMENT A – 
WINDOWS 10 AND WINDOWS MOBILE DEVICE CENTER
Windows stopped supporting Windows Mobile Device Center (WMDC) with Windows Vista; however there are workarounds to get WMDC up and running on Windows 10.  Note you will need administrative privileges to perform this operation.
1. If WMDC is installed on your PC, and it is not functioning correctly:
a. uninstall as follows:
i. (Control Panel>Programs and Features>)
ii. Find WMDC right-click 
iii. Click Uninstall

2. After uninstall is complete, ensure scanner dock is plugged into the PC and the device is docked.

3. Download the WMDC and the helper file as follows:
a. Click on the link WMDC and download the correct version of WMDC as well as the helper file.
i. WMDC 6.1 link will direct you to the windows download page with additional information
ii. 64-bit will download the 64-bit version of WMDC
iii. 32-bit will download the 32-bit version of WMDC (only use if you’re running the 32-bit version of windows 10)
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4. Install WMDC (administrator rights will be required).

5. Install the helper file (administrator rights will be required).

6. Ensure scanner dock is plugged into the PC and the device is docked.

7. Windows should restart automatically after the helper file is installed.  IF NOT, restart the PC.

8. If WMDC does not start automatically after the restart, open by clicking Start, and search programs and files for “Windows Mobile Device Center.” 



9. [image: ]Confirm device is connected.  











10. If the device is docked, but it is still showing as not connected, click Start, and search programs and files for “computer management.” 

11. Navigate to “Services and Applications > Services”

12. Find and select “Windows Mobile 2003 Based Device Connectivity”

13. In the properties change the log on to use “Local System Account”

14. Navigate back to “Services”

15. Find and select “Windows Mobile-Based Device Connectivity”

16. In the “Properties,” change the log on to use “Local System Account”

17. Restart the PC

18. If WMDC does not start automatically after the restart, open by clicking Start, and search programs and files for “Windows Mobile Device Center.”

19. If there is no connectivity, uninstall WMDC and repeat the process.


ATTACHMENT B – 
SCANNING/USING YOUR INTERMEC SCANNER

[image: http://www.skywire.com.au/user_files/Image/intermec_cn3.jpg]
To open the software: TranCollector.
1. Dock your device.
a. Windows Mobile should open on your computer.
b. If it does not, you may need to re-dock the device. (These scanners are VERY finicky.)
2. On your computer, click on “Connect without setting up your device”. 
If the device doesn’t connect, it is likely that the drivers for that particular device have not been installed on your computer.  Drivers will not download unless you have administrator rights.  If necessary, contact your IT or OCIO in order to assist in downloading the drivers.  A Help Desk ticket to Open Systems, providing the user name and the computer name, along with the issue should work.  
[image: ]


ATTACHMENT B – 
SCANNING/USING YOUR INTERMEC SCANNER

3. On your screen, touch the Windows [image: ] icon.  
a. (No touchscreen functionality – Press the Windows [image: ] button.)

4. Select the TranCollector icon
a. (No touchscreen functionality – use the down arrow [image: ] to select TranCollector)
b. On newer CK71 scanners, you may have to swipe the touchscreen upward to find the TranCollector icon.
To Log On:
1. Using the keypad, enter Logon ID.
2. Either click in Password field or use the down arrow [image: ] to move cursor to the Password field.
3. Using the keypad, enter Password.  
4. Push the Enter [image: ] button or touch the “ok” button the screen.

To load the device:
1. Enter AA in the Enter Script: box or touch the AA-Fixed Asset Audit at the top of the screen.
a. (No touchscreen functionality – use the down arrow [image: ] to select AA-Fixed Asset Audit)
2. Push the Enter [image: ] button. 
3. The screen should show up with “Load Asset Masters” highlighted.  
4. With “Load Asset Masters” highlighted, push the Enter [image: ] button.
a. The screen will say “Dock the Device”.  
b. If your device is docked, push the Enter [image: ] button.
c. The device will go through its normal load.  BE PATIENT – depending on the number of assets your agency/division has, this can take up to 15-20 minutes.
5. Highlight “Audit by Asset#” on the screen.  Push the Enter [image: ] button. 
a. (No touchscreen functionality – use the down arrow [image: ] to highlight “Audit by Asset #”)

At this time you can remove the scanner from the docking station and begin scanning. 


ATTACHMENT B – 
SCANNING/USING YOUR INTERMEC SCANNER
To upload the scans onto the computer/E1:
1. Re-dock the device.
2. On your computer, click on “Connect without setting up your device”.
 [image: ]
3. Highlight “F-1 Return to Menu” on the screen. 
a. Push the Enter [image: ] button.
4. Select the “Process Audit Trans”.  (No touchscreen functionality – use the down arrow [image: ] to highlight “Process Audit Trans”)
a. Push the Enter [image: ] button.
5. The transactions will now upload/process.  
a. When transactions are finished processing scanner will prompt you to push any button.  Do so.
6. Select “Exit Script” on the screen.  (No touchscreen functionality – use down arrow [image: ] to highlight “Exit Script”)
7. Push the Enter [image: ] button.
If you wish to exit, 
1. Push the “Y” [image: ] key 
2. Then push the Enter [image: ] button. 
3. You will be prompted to only exist when device is docked.  Assuming it is docked, press the “Y” [image: ]  key again.
4. Then push the Enter [image: ] button.
To Log Off:
1. Press App, and Log Off. (Without touchscreen functionality, press [image: ] button)
2. The scanner is now ready for another user to logon and begin scanning process.  
Other Tips 
3. Without touchscreen functionality – if you wish to Return to Menu, press the ESC button.

ATTACHMENT C – 
SCANNING WITHOUT TOUCH SCREEN 

Using your Intermec CN3 Scanner via Keypad 
(Missing Touch Screen Functionality)
[image: http://www.skywire.com.au/user_files/Image/intermec_cn3.jpg]
To open the software: TranCollector.
5. Dock your device.
a. Windows Mobile should open on your computer.
b. If it does not, you may need to re-dock the device. (These scanners are VERY finicky.)
6. On your computer, click on “Connect without setting up your device”.
 [image: ]
7. On your scanner, touch the Windows [image: ] button.  
ATTACHMENT C – 
SCANNING WITHOUT TOUCH SCREEN 

8. Use the Down Arrow [image: ] button to go to TranCollector.
9. Push the Enter [image: ] button.
To Log On:
5. Enter Logon ID.
6. Use the Down Arrow [image: ] to get to Password entry box.
7. Enter Password.  
8. Push the Enter [image: ] button.
To load the device:
6. Enter AA in the Enter Script: box 
7. Push the Enter [image: ] button. 
*OR* 
2. Use the Down Arrow [image: ] to highlight the “AA-Fixed Asset Audit” on the screen 
3. Push the Enter [image: ] button.
4. The screen should show up with “Load Asset Masters” highlighted.  
5. If so, push the Enter [image: ] button.
a. The screen will say “Dock the Device”.  
b. If your device is docked, push the Enter [image: ] button.
c. The device will go through its normal load.  BE PATIENT.
6. Use the Down Arrow [image: ] to highlight “Audit by Asset#” on the screen.  Push the Enter [image: ] button. 

At this time you can remove the scanner from the docking station and begin scanning. 
To upload the scans onto the computer/E1:
8. Re-dock the device.
9. On your computer, click on “Connect without setting up your device”.
 [image: ]
ATTACHMENT C – 
SCANNING WITHOUT TOUCH SCREEN 

10. Push the Esc [image: ] button. 
a. Highlight “F-1 Return to Menu” on the screen by using the up or down arrows [image: ] [image: ]. 
b. Push the Enter [image: ] button.
11. Use the Down Arrow [image: ] to highlight the “Process Audit Trans”.  
a. Push the Enter [image: ] button.
12. The transactions will now process.  
a. When the transactions are finished processing it will prompt you to push any button.  Do so.
13. Use the Down Arrow [image: ] to highlight “Exit Script” on the screen.  
14. Push the Enter [image: ] button.

If you wish to exit, 
5. Push the “Y” [image: ] key 
6. Then push the Enter [image: ] button. 
7. Repeat step 21: push the “Y” [image: ]  key 
8. Then push the Enter [image: ] button.

To log off: 
1. Push the phone [image: ] (send) key.
2. The scanner is now ready for another user to log on and begin their scanning process.

Tips and Tricks:
1. To erase, push the back [image: ] key.
2. To move the highlighted item left and right, push the orange key [image: ] and then push the up [image: ] or down [image: ] key (the arrows above the keys indicate which way the device will tab.
3. If device is locked: 
a. Push the orange key [image: ] twice.
b. Push the “C” [image: ] key (* is above “C” key).
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