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| nt roducti on

| ntroduction
Wel conme to Inventory for W ndows.

This programis designed to keep track of inventory purchased by the
school .

You'll know what inventory itens you' ve purchased by building, room
fund, vendor, dates, and nuch nore.

You'll print a wide variety of reports to the screen or printer.

You'll use the nmouse or keyboard to operate the program Pull down
Menus and W ndows make the program extrenely easy and quick to use.
You don't have to be a CPA to operate the program Double entry
accounting i s done automatically for you.

Help is just a keystroke away! Press [F1] or click on Help with the
nmouse at any tine... from anywhere in the program

Security is built into the programto protect your data from unwanted
users.
It's sinply to use, yet very effective.

You have two manual s:

I . School Inventory Manua

Thi s manual explains the specific details about the EPES School

I nventory program Think of it like a recipe. It contains all the
details or what you want to do.

The School Inventory manual contains:

Chapt er | nf ormati on
1 Quick Start, Installing the program and Overvi ew.
2 File Menu, Information to Add to the program
3 Qut put Menu, Inventory Reports you can print to the screen

or printer.

4 Uilities Menu, Special programs to sinplify your work and
how to do inventory using a portable bar code reader.

5 Usi ng a Barcode Reader, How to use a portable barcode reader
to do your inventory.
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1. EPES Software Reference Munual

Thi s manual expl ains how to:
- Sel ect Menu Options.
Use the keyboard or nouse.

Make Backups of your data.
Add, Edit, and Delete information... and nmuch nore.

The EPES Ref erence manual contai ns:
Chapt er | nf ormati on

1 File Menu, How to sel ect program options, Close Files,

select Printers, and Exit the program
2 Edit Menu, How to Edit entries.

3 Commands Menu, How to use the Tool Bar Menu to add,

edit,

and view i nformation; how to use keyboard or nouse to nove

around in the program

4 Qut put Menu, How to print reports to the screen or

printer.

5 W ndow Menu, How to nove a wi ndow on the screen, change it's

size and sel ect other w ndows on the screen.

6 Uilities Menu, Prograns which perform special functions
i ke backing up your data, recreating damaged i ndexes, etc.

7 Hel p Menu, How to get help using the program

8 Adninistrator Menu, How to add users to the program and assign

their rights to add, edit, delete or view information.

Thi nk of the reference manual as an oven. You can use the oven every

time you bake. Once you're famliar with how the oven works, you know
how to use it for all your recipes.

We have one mmjor objective in m nd:

Once you know how to use one EPES program for W ndows, you'll know how
to use all of them

How is the Manual Witten?

The following information will help you understand how the manual is
written.

Synbol Meani ng

[ ] I nformati on enclosed in brackets neans to press a key. For

exampl e, [A] neans press the letter A
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Informati on encl osed in braces neans to select a command on
the screen. For exanple, < Add > neans select the Add
conmand.

I nformati on encl osed in single quotes neans to select a Menu
option. For exanple, 'Accounts' nmeans sel ect the Accounts
option fromthe Menu.

I nformation encl osed in double quotes refers to a nessage on
the screen or a section in your manual .

I nformation followed by a colon refers to information you
are to type into the program For exanple, Password: neans
type in the password.



Chapter 1: Quick Start

Chapter 1: Quick Start

This chapter is an overview of the School Inventory program You'l]l
learn how to install the program and get started.

Installing the School Inventory Program

Pl ace the School Inventory Program Di skette # 1 in your Floppy Drive A
(or B). Fromthe '"File'" Menu of the Wndows Program Manager, select
"Run'. Enter the follow ng:

A:install [Enter] or
B:install [Enter].

To install the program press [Enter] for each option that appears on
t he screen. VWhen the program has been successfully installed, the
final message you'll see will be "Installation is conplete”. Put the
original program diskette(s) in a safe storage pl ace.

First Time You Run the Program

The first time you run the program you'll be asked to enter your
School Name, Registration Nunmber, and your Custoner ID found on the
encl osed package invoice.

Entering this informati on does not obligate you to purchase the
program We want to make sure this program neets your needs. You'l
have 30 days to test it out and see for yourself.

You need to "Log In" before you can use the program At the Log In
screen, enter the follow ng information:

I D: SYS <Ent er >
Passwor d: PASSWORD <Enter >

This is the ID and Password for the System Adm ni strator. The System
Adm ni strator has total access (control) to everything in the program

Once you've logged into the program as the System Adm nistrator, you
can use the Adm nistrator option fromthe Master Menu

to add additional users or change passwords. You can al so change the
password, under the 'Change Password' option of the Utilities Menu.

Daily Start Up
To start the program select the School Inventory icon within the EPES
Sof tware Group of your W ndows Program Manager.

Enter your |ID and password.



Chapter 1: Quick Start

Qui ck Overvi ew

Chapter 2 File Menu gives you a step by step outline of what you need
to do to set up your inventory program and begin adding informtion.
Al l standard reports are explained in detail in Chapter 3 Qutput File.
These reports provide you with all the detailed information you'l

need about your inventory.

Chapter 4 Utilities Menu explains the Inventory Preference program

Chapter 5 Using a Barcode Reader explains how to do your inventory
using a portabl e barcode reader.



Chapter 2: File Menu

Chapter 2: FileMenu

This chapter explains how to set up your School I|nventory Program and
begi n addi ng informati on under the File Menu.

Setting Up the Inventory Program
Use the following steps to set up your program

STEP 1 - Get to the Master Menu

Sel ect the School Inventory icon fromyour W ndows Program Manager to
start the program

Enter the follow ng information:

| D: SYS
(or the ID that has been set up for you.)

Passwor d: PASSWORD
(or the password you have set up for you.)

The Master Menu will appear.

STEP 2 - Enter your Inventory Preferences

Sel ect 'Inventory Preferences' under the Utilities Menu. Conplete the
information on the screen as expl ai ned under the heading "lnventory
Preferences” in Chapter 4 of this nmanual.

STEP 3 - Add Your Building I nformation
Sel ect 'Building" under the File Menu.

Select < Add >. Enter the follow ng information.

Buil d Code: Enter a unique building code for this building and press
[Enter]. For exanple: HI GH

Buil d Desc: Enter a conplete description of the Building and press
[Enter].
For exanple: Magnolia High School

Use the Tool Bar Menu at the top of the screen.

More, Save, Cancel (Tool Bar Menu)
Sel ect < More > to save this entry and add anot her one.

Sel ect < Save > to save this entry.

Sel ect < Cancel > to undo what you've added and exit.
9



Chapter 2: File Menu

When you' ve finished, select < Close > to return to the Master Menu.

STEP 4 - Add Classification Codes
Sel ect 'Class' under the File Menu.

Sel ect < Add >. Add the follow ng information.

Cl ass Code: Enter a unique code for this Classification and press
[Enter]. For exanpl e: AUDI O

Cl ass Desc: Enter a conplete description of the classification and
press [Enter].

For exanple: Audio Visual Equipnment

More, Save, Cancel (Tool Bar Menu)
Select < More > to save this entry and add anot her one.

Sel ect < Save > to save this entry.
Sel ect < Cancel > to undo what you've added and exit.

When you' ve finished, select < Close > to return to the Master Menu.

STEP 5 - Add Fund Codes
Sel ect ' Fund' under the File Menu.

Select < Add >. Add the follow ng information.
Fund Code: Enter a uni que nunber for the fund. For exanple: 100.

Fund Desc: Enter a description of the fund code. For exanple: General
Fund.

More, Save, Cancel (Tool Bar Menu)
Select < More > to save this entry and add anot her one.

Sel ect < Save > to save this entry.
Sel ect < Cancel > to undo what you've added and exit.

When you' ve finished, select < Close > to return to the Master Menu.

STEP 6 - Add Inventory Itens

Not e: Be sure you've entered your basic vendors under step 8 bel ow
before conpleting this information. It'll save you a |lot of tine.
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Chapter 2: File Menu

Sel ect 'Inventory' under the File Menu.
Sel ect < Add >. Add the follow ng information.

Prop No: Enter a unique nunber for each inventory item For exanple:
101

Note: If you use the bar code scanner to do your inventory, you'l

need a different nunber for each item One of the nost difficult tasks
in doing a school inventory is keeping track or where inventory itens

are currently | ocated. Inventory itenms change quickly and too easily.

The bar code inventory report will tell you where each item (that was

noved) is currently | ocated.

Description: Enter a brief description of the item
Serial No: Enter the serial nunber for the item

Purchase Date: Enter the date the item was purchased. For exanple:
09/ 09/ 93.

Vendor Code: Enter the code for the vendor from whom you purchased the
itemor press [F5] to select froma popup w ndow.

Fund Code: Enter the fund code for the funds used to purchase the item
and press [Enter] or press [F5] to select froma popup w ndow.

% State: Optional, enter the percentage of state noneys used to
purchase this item

% Fed: Optional, enter the percentage of federal nopneys used to
purchase this item

Note: Local percentage is assunmed to be 100% unl ess state and/or
f ederal percentages are used.

Check Nunber: Enter the check number used to purchase this item
P.O. No: Optional, enter the purchase order nunber used to purchase
this item

Quantity: Enter the nunmber of itens purchased.

Note: If you use the portable bar code scanner to do your inventory,
the quantity should be 1. That means each inventory itemis assigned a
uni que nunber. See Chapter 4.

Cost/Unit: Enter the cost per unit of the item purchased. The total
ext ended cost will be displayed on the right side of the screen.

11




Chapter 2: File Menu

Depr. Period: Optional, enter in the nunmber of years this itemwl| be
depreci ated. Exanple: 5

Depr. Value: Automatically calcul ated by the conputer using a straight
i ne depreciation.

Repl acement $: Optional, enter in the cost to replace this inventory
item

Bui | di ng Code: Enter the code for the building where this item was
pl aced or press [F5] to select froma popup |ist.

Room Nunber: Enter the room nunber where this item was pl aced.
Notes: Enter any notes about this inventory item

Cl ass Code: Enter the classification code for this item or press [F5]
to select froma popup |ist.

Date Del eted: Enter the date this item was taken out of inventory.
Why Del eted: Enter a brief description of why this item was del et ed.

Aut hori zed: Optional, enter in the initials for the person who
authorized the deletion of this inventory item

More, Save, Cancel (Tool Bar Menu)
Sel ect < More > to save this entry and add anot her one.

Sel ect < Save > to save this entry.
Sel ect < Cancel > to undo what you've added and exit.

When you've finished, select < Close > to return to the Master Menu.

STEP 7 - Add Inventory Scan

Use this option to enter information scanned into your portable
barcode reader. See Chapter 5 for details on using the portabl e bar
code reader.

STEP 8 - Add vendors

Enter your nost frequently used vendors now.
Select < Add >. Add the follow ng information.

Vendor Code: Enter a unique abbreviation for this vendor. For exanple:
WALM (for Wal mart).

In the box to the right, enter:
12



Chapter 2: File Menu

Vendor: Enter the vendor's nanme. For exanple: Walmart Store #120.

Note: If you don't need any other information about your vendors,
sel ect

< More > to save your information and continue addi ng.

Add the rest of your frequently used vendors the sane way.

When you're done, press [Esc] twice to return to the Master Menu.

Attention: Enter the nanme of the contact person for the vendor.
Address: Enter the vendor's address.

P. O. Box: Enter the vendor's P.O. Box.

City: Enter the vendor's city.

State: Enter the two digit abbreviation for the vendor's state.

Zip: Enter the vendor's zip code. The last four digits are optional.
Tel ephone: Enter the vendor's tel ephone nunber, area code first.

Fax: Enter the vendor's tel ephone fax nunmber, area code first. This
itemis optional

Tax |d No: Enter the vendor's federal |D nunmber or social security
nunmber .

Bid Categ: Optional, use this itemto identify the kinds of itens the
vendor supplies. To do this:

1. First, develop sonme unique bid codes. Use one digit (letters or
numbers) codes. For exanpl e:

A = Audi o Visua
C = Conput er Equi pnent
E = El ectroni ¢c Equi pnent

2. Next, determne which itenms this vendor supplies.

3. Enter the codes for the itens the vendor supplies. For exanpl e:
if the vendor supplied conmputer and el ectronic equi pment, enter:
CE as the bid codes.

Meno: Enter any notes about the vendor. Use the [Tab] key to exit.

13
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More, Save, Cancel (Tool Bar Menu)
Sel ect < More > to save this entry and add anot her one.

Sel ect < Save > to save this entry.
Sel ect < Cancel > to undo what you've added and exit.

When you' ve finished, select < Close > to return to the Master Menu.
STEP 9 - Do your Inventory using a Barcode Reader

See Chapter 5 for details on how to do your inventory using a portable
bar code reader

14
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Chapter 3: Output Menu (Reports)

This chapter explains the Standard Reports to print to the screen or
printer.

Note: This Menu is Not highlighted if you are view ng information on
the screen. Quit what you're doing and return to the Master Menu.

Sel ect Qutput fromthe Master Menu, and select fromthe follow ng
reports.

I nventory Reports - Basic

This report option prints your basic inventory reports. It uses the
Report by Query format. Use the 'Retrieve...' option to select the
report you want:

I nventory by Check No.

I nventory by Cl ass

I nventory by Fund

I nventory by Property No.

I nventory by Purchase Date

I nventory by Purchase Order No.
I nvent ory by Vendor

Select < PreView > to view the report on your screen.
Select < Print >to print this report to your printer.

See the EPES Reference manual, Chapter 4, to learn howto |limt the
information printed and save your work for |ater use.

I nventory by Buil di ng

This report prints a list of Inventory by Building and Room It uses
t he Report Query Format.

Sel ect PreView to print to the screen.

Select Print to print to your printer.

See the EPES Reference manual, Chapter 4, to learn howto |limt the
information printed and save your work for |ater use.

I nventory by Room
This report prints a list of Inventory by Room It uses the Report
Query Format.

15




Chapter 3: Qutput Menu (Reports)

Sel ect PreView to print to the screen.
Select Print to print to your printer.

See the EPES Reference nmanual, Chapter 4, to learn howto |limt the
information printed and save your work for |ater use.

Del eted I nventory
Use this option to print a list of deleted inventory itens.

Sel ect PreView to print to the screen.

Select Print to print to your printer.
See the EPES Reference manual, Chapter 4, to learn howto |limt the
information printed and save your work for |ater use.

St andard Label s

This option prints one inventory |abel per entry in order by property
nunmber. Use these |abels to identify your inventory items. It prints
on 3 1/2" X 15/16" one colum | abels on Dot Matrix Printers. It prints
on 2.6" X 1" three columm | abels on Laser printers.

Not e: Contact Tom Brock at 877-325-0189 for details on | abels.

Property Nunmbers: (-) All ( ) Range
Press [A] to print all property nunbers.

Press [R] to select a range of property nunmbers. Enter the | owest
property nunber to use in the "From" box. Enter the highest property
number to use in the "To:" box.

[ ] Print Sanple Label First - (Dot Matrix Only)
If you' re using a Dot Matrix printer, press [S] to check this box. One
sanple label will be printed to allow you to |ine up your | abels.

If you're using a Laser Printer, this option is not avail able.

Not e: The Laser |abels print 30 itenms per page. To avoid wasting
| abel s, you should select a nunmber as close to 30 as possi bl e when
selecting a range of |abels to print out.

Select < OK > to print your |abels.

Select < Cancel > to return to the Master Menu.

Bar Code Label s

16
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Note: This option is only available if you've purchased the bar code
software and copied it to your hard disk in the same directory as your
i nventory program The default directory is: C \INVW

This option prints bar code | abels for your inventory itens.
on 3 1/2" X 15/16" one colum | abels on Dot Matrix Printers.
on 2.6" X 1" three columm | abels on Laser printers.

prints

It
It prints

Not e: Contact Tom Brock at 877-325-0189 for details on | abels.

Sel ect I nventory Barcodes | abels based upon:

Use this option to select which inventory barcode | abels to print. You
have three options:

1) Property # - Select your inventory barcode | abels based upon the
property nunber.

2) Building - Select your inventory barcode | abels based upon a

buil ding. Use this option to limt the inventory barcode | abels
printed out by a building code. For exanple, suppose you want to print
t he barcode | abels for one buil ding.

3) Room - Select your inventory barcode | abels based upon a room
number. Use this option to limt the inventory barcode | abels printed
out by a room nunber. For exanple, suppose you want to print the
barcode | abel s for one room

() Al Labels
( ) Range of Labels

Press [A] to print all inventory barcode | abels.
Press [R] to select a range of inventory barcode | abels.
Enter the | owest value to use in the "From" box.

Enter the highest value to use in the "To:" box.

Note: The Laser |abels print 30 itens per page. To avoid wasting
| abel s, you should select a nunber as close to 30 as possi bl e when
sel ecting a range of l|abels to print out.

Select < OK > to print your | abels.

Sel ect < Cancel > to return to the Master Menu.

Bar Code: Inventory Status Report

17
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This report prints out discrepancies in inventory based on the
information collected fromthe portable bar code scanner. It will tell
you:

inventory itenms that has been noved, where they're currently
| ocated and

inventory itenms that were not found.
Answer the foll ow ng questions:
Report Title: Enter a descriptive title for this report.

Bui | di ng Code: (-) All () One
Press [Enter] or [A] to select all building codes.

Press [OQ] to select one building code. Enter the buil ding code.

Room Number: (.) All () One
Press [Enter] or [A] to select all room nunmbers.

Press [N] to select one room nunber. Enter the room nunber.

[ ] Separate Page for each room
Press [R] to print a separate page for each room

() Print to Screen
() Print to Printer

Press [S] to print your report to the screen.
Press [P] to print your report to your printer.
Select < OK > to continue.

Sel ect < Cancel > to exit.

Depr eci ati on Report

This report prints out the depreciation value of your inventory based
upon a straight Iine depreciation. Inventory itens that have a
depreciation period of O will not appear on the report.

Answer the foll ow ng questions:
Report Title: Enter a descriptive title for this report.

Fund Code: (-) All () One
Press [Enter] to select all fund codes.
18
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Press [O] to select one fund code. Enter the fund code.

Date: (-) All ( ) Range
Press [Enter] to select all dates.

Press [R] to select a range of dates. Enter the earliest date in "From

what date" and the |latest date in "To what date" box.

Note: The depreciation report uses the To what date to determn ne the
cut off period for calculating the depreciation for your report.
Today's date is the default.

() Print to Screen
() Print to Printer

Press [S] to print your report to the screen.
Press [P] to print your report to your printer.
Select < OK > to continue.

Sel ect < Cancel > to exit.

Repl acement Report

This report prints out the replacenment cost for all inventory itens
having a repl acenent cost greater than O.

Answer the foll ow ng questions:

Report Title: Enter a descriptive title for this report.

Fund Code: (-) All () One
Press [Enter] to select all fund codes.

Sel ect 'One' to select one fund code. Enter the fund code.

Date: (-) All ( ) Range
Press [Enter] to select all dates.

Press [R] to select a range of dates. Enter the earliest date to use
in 'Fromwhat date:' and |latest date to use in 'To what date:'.

Bui | di ng Code: (-) All () One
Press [Enter] to select all building codes.

Select 'One' to select one building code. Enter the buil ding code.

19
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Room Nunber: (.) All () One
Press [Enter] to select all room nunbers.

Sel ect 'One' to select one room nunber. Enter the room nunber and
press [Enter].

() Print to Screen
() Print to Printer

Press [S] to print your report to the screen.
Press [P] to print your report to your printer.
Select < OK > to continue.

Sel ect < Cancel > to exit.

Report Witer

This chapter explains how to enter your report paraneters for the
reports utilizing the R&R Report Witer.

For our exanple we are using the Qutstanding Check report. All
reports use the sanme nmethod to include/exclude data and sel ect sort
sequences.

Once you have selected the report you will see the “Report Query”
screen. The “Report Selected” is preset and cannot be changed. You
can enter whatever information you desire on the “Report Title” |ine.
This information will print on the top of each page of your report.

The 3 itens you will need to enter to generate the report (if you
choose to not enter any paraneters, a report of all data in the file
wll be printed or displayed.

The itens required to limt reporting are:

Select Fields to Limt:

The informati on shown under this colum are the fields that can be use
tolimt data. These are not necessarily the only information that
prints on the report but these are the only fields you can select to

i ncl ue/ exclude information. You cannot elimnate any of these fields
fromthe report but you can Iimt the data printed using this field.

Enter Lowest/Hi ghest Values to include on Report:
These 2 columms are where you will enter the information that you want
to see on the report. In our exanple below we will explain its usage.

Enter Sort Order:

20



Chapter 3: Qutput Menu (Reports)

This colum can be used to specify in what order you want the report
to print.

Exanpl e:

On the Qutstanding Checks report the fields shown under the *Sel ect
Fields to Limt” colum are:

Check Nunber

Dat e

Tot al Anmpunt

Payee

GL Account

Notice the box to the left of the “Select Fields” colum.

If you want to use this field to enter your selection criteria, you
must first click on the box to the left to indicate your usage of this
field.

Ex: If we wanted to print a list of Qutstanding Checks for the nonth
of July, 2001 we would first click on the box to the left of “Date”
then we would tab over to the “Fromi field under the “Enter
Lowest/ Hi ghest val ue”

col um and we would enter 07/01/2001, then we would tab to the “To”
field under the “Enter Lowest/Hi ghest value” colum and we would enter
07/ 31/ 2001 then we would click on [Print]. This would produce a
report that shows all outstanding checks fromJuly 1 thru July 31
2001.

There is no limt to the nunmber of fields you can use with your
selection criteria. |If you wanted to print outstanding checks for
July 2001 that were witten to a specific Vendor (for exanple

VWal mart), you would enter the sane information as above, plus you
woul d check the box to the |left of “Payee”, tab to “From under the
“Enter Lowest/Highest” and enter “WALM', or whatever Vendor Code you
setup for Walmart, then tab to the “To” field under the “Enter
Lowest/ Hi ghest? colum and enter “WALM'. This would produce a report
of all outstanding checks from 7/1/2001 thru 7/31/2001 that were
witten to Wal mart.

Enter Sort Order 1, 2,3

This colum is used to sort the report in whatever sequence you
prefer. Sonme of the reports have the first sort order predefined.

You cannot change the predefined sort orders but you can indicate what
sequence you want the secondary sort order in.

Ex: Lets produce a report of Qutstanding checks that are between
$100. 00 and $150.00 and we want themin check nunber and date
sequence.

First you would click on the box to the left of “Total Amount”, then
tab over to the “Froni field, enter 100.00, tab to the “To” field,
enter 150.00. Now you're ready to specify your sort order. Notice

21



Chapter 3: Qutput Menu (Reports)

that the “Check No” field is already defaulted as the first sort
sequence. You would sinply click on the box to the right of “Date”
under the “Enter Sort Order” colum and you would put a 2 in this box.
These parameters will produce a report of all outstanding checks with
a total amount of $100.00 thru $150.00 and they would be sorted in
check nunber and date sequence with check nunber being the highest
sort sequence.

Al'l the reports using the R&R Report Witer query are devel oped in
this same manner. After you click on “Print” the report will be

di spl ayed on the screen. Fromthat display you have the option to
print the report or exit back to your original screen. Once you enter
data into a report query that data will be shown the next time you
access this sanme report query screen. To start a new query you wil |
need to click on the “Clear Report” option on the bottom of the screen
to renove the previously defined query options.

22



Chapter 5: Using a Barcode Reader

Chapter 4. UtilitiesMenu

This chapter explains the Utilities Menu prograns that are unique to
the Inventory Program AlIl other Utility Menu prograns are expl ai ned
in detail in Chapter 6 of the EPES Reference Manual.

Select the Utilities Menu and select fromthe foll ow ng options.

I nventory Preferences
Use this screen to enter sone basic programinfornmation.

Printer: Select your type printer.
1 = Laser Printer
2 = Dot Matrix Printer

Printer Port: Normally your printer uses printer port LPT1. Sel ect
LPT2 or LPT3 if you're using a different printer port.

Uni que Property Nunber:
Uni que Property Nunber Check this box to make the property nunbers
uni que.

Turn Century On: Check this box to turn on the century and have the
date displayed with a four digit year.

Bar Code Dat a
You have two options:

[ ] Update inventory file to location(s) in Bar Code Data file.

This option will update all inventory itens to reflect the current
| ocati on as shown in the bar code file.

To select this option, press [U or click on the box with the npuse.

The box will be marked with an [X].

[ ] Erase all Bar Code data and start over

This option will conpletely erase all information in the Scan Bar Code
data file.

To select this option, press [E] or click on the box with the npuse.

The box will be marked with an [ X].
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Chapter 5: Using a Barcode Reader

As a safety precaution, you'll then be asked if you want to Zap the
I nvscan data file. Press [Y] for yes or [N] for no.

Chapter 5: Using a Bar code Reader

This chapter explains how to do inventory using a portable bar code
scanner.

Al the Uility Menu options except Bar Code Data are explained in the
EPES Software Reference Manual .

STEP 1
Enter your inventory infornmation.

If you want to scan in a Building Code or a Room Nunber, these
codes nmust be nunmbers. Otherwi se, you'll need to enter themin
manual | y when beginning to inventory a new room

Each i nventory item should have a unique property nunber (to permt
tracking of inventory by |ocation).

STEP 2

Sel ect the Bar Code Labels option under the Print Menu. Print bar code
| abel s for your inventory itens, building codes, and room nunbers.

Pl ace the bar code | abels on each inventory item

Dot Matrix Printer: Uses One across |abels
Laser: Uses 3 across by 10 row | abel s

STEP 3

If you have previously done an inventory with this program select the
Bar Code Data option under the Uilities, Program Configuration
(explained later in this chapter) to erase existing bar code

i nformation.

Note: Only erase the Inventory Bar code data once as you begin to do a
new i nventory.

STEP 4
Assenbling the Tri Coder

Assenbling the Tri Coder is as easy as plugging in a tel ephone. There
are just two cables to connect.

Plug the 5 Volt Power Supply into a wall outlet and then into the
bottom of the Tri Coder. The Tri Coder will power on as soon as the
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wal | power is plugged in, even though the power switch may be in
the of f position.

Plug the wand into the Tri Coder's WAND port, |ocated on the right
side of the TriCoder. This cable will also click into place.

The Tri Coder display will read:

Tri Coder
H T ANY KEY_

Press any key on the Tri Coder keypad.
The Tri Coder display will read:
NONPORTABLE MODE

Data can't be collected until the Tri Coder is configured.

STEP 5
Configuring The Tri Coder

Tip: To scan bar codes, hold the bar code wand at its belt and squeeze
lightly. You'll see a red light at the tip before you scan.

Use the bar code reader to scan the foll ow ng code:

When the code is scanned, the Tri Coder will beep and display the
START SETUP pronpt.

Scan in the follow ng bar code to sel ect Codabar, which is the

default bar code format.

After the beep, the followi ng prompt will be displayed:
CODABAR 134

Scan the foll owi ng bar code.
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The di splay should now show:
CODABAR
034_

Now scan the foll owing bar code to set the appropriate

I nt ercharacter Del ay.

The foll ow ng pronpt should be displayed: | NTERCHAR. DELAY
0

Scan the follow ng bar code to set the delay to 2.

You will see a 2 instead of a O.
To conplete the Tri Coder configuration scan the follow ng bar code.

The NONPORTABLE MODE pronpt should now be di splayed once again.

The Tri Coder is now configured to work with the School Inventory
Program

STEP 6
Programm ng the Tri Coder for Renpbte Inventory Scanning

Before scanning in inventory itenms, the Tri Coder nust be programmed to
receive the inventory data. Entering this programinto the Tri Coder
requi res scanning the bar codes included in this docunentation and
pressing a few buttons on the Tri Coder's keypad. This wll take about
10 m nutes.

Enteri ng Program Mode

To enter setup node scan the follow ng bar code:
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Scan the followi ng bar code to set the operation node.

The Tri Coder display should read:
OPERATI ON MODE
0

Scan this bar code to set the operation node to programm ng node:

Scan the followi ng bar code to exit the setup node and enter

progranm ng node.

Before a program can be entered or edited, a password nust be
entered. This password protects the stored prograns from
acci dental change. Using the keypad on the Tri Coder, type in
[WIDI[TI[RI[I] and press the green [Enter] key.

Entering the Inventory Scanning Program

The Tri Coder's display will ask for the program nunber to change.
There are three different program areas. Program area 1 contains a
default program but areas 2 and 3 are enpty. Choose program area
2 by pressing the number [2] on the Tri Coder keypad.

Press the green [Enter] key in answer to the question Edit Program
2.

Each programis given a nane. This program should be called

| NVENTORY. To type I NVENTORY, press the [Shift] key on the

Tri Coder to change to al phabet characters. After you press the
[Shift] key, the blinking cursor on the Tri Coder display changes
froma blinking underline to a blinking rectangle. Use the

Tri Coder keypad to enter [I]J[N[VI[E]J[NI[TI[O[R[Y] and press the
green [Enter] key.

The inventory programrequires three programlines. After the program
is entered once, the Tri Coder will remenber the program for future
use.

After you enter the program nane, the display will read:
ENTRY TYPE 01
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Press the [SHI FT] button and then the [D] key. Press the green
[Enter] key.

Next, you need to enter a pronpt. Usi ng the keypad press the
[ SHI FT] key and type [E][N[T][E]J[R]. Press the key with [SP]
witten on it to type in a space. Now, using the keypad, type:
[BITUI[ITILIID[I][N[G. The display will read:

PROVPT 01

ENTER BUI LDI NG _

If you make a m stake, use the red delete button to erase and make
the correction. After you enter the pronmpt correctly, press the
green [Enter] key.

When pronpted, Frequency 01, press [Enter] to select E as the
defaul t.

VWhen pronpted, Message Nunber 01, enter 00, to indicate no voice

message.
Note: |If you wish to include a voice nessage pronpt, see the

instructions in the appendi x of the Tri Coder manual for details.
Press the green [Enter] key at the pronpt: DATA ID.
Press the green [Enter] key at the pronpt: DATA TYPE.

The MAX DATA LEN is 05. Press the red [DELETE] key and then press
[5]. The display should read:

MAX DATA LEN 01

05_
Press the green [Enter] key.

The M N DATA LEN is 01
Press the green [Enter] once again when asked for the | NPUT DEVI CE.

The next pronpt is YES/ NEXT STMI 01. Press [0][2], then press the
green [Enter] key.

At the pronpt NO END STMT 01, press [9][9] and the green
[Enter] key.

The UPLOAD PREFI X 01 pronpt should now be displayed. Scan in the

foll ow ng bar code:

Atilde (~) will show up on the display. Type in a zero [O0].
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UPLOAD PREFI X 01
...O_

Press the green [Enter] key.

Press the green [Enter] key at the UPLOAD SUFFI X 01 pronpt.
At the pronpt: ENTRY TYPE 02, press the [SHI FT] button, then
press the [D] key. Press the green [Enter] Kkey.

Now, you're ready to enter the pronmpt for |ine nunber 2. Using the
keypad, press the [SH FT] key and type [E]J[NI[T][E]J[R]. Press the

[SP] key to type in a space.
Type [RI[O[OQ[M. Now, scan in the follow ng bar code to make the

di spl ay read:
PROVPT 02

ENTER ROOW¥_

Use the red delete button to erase and make corrections if you nake
a mstake. Press the green [Enter] key.

When pronpted, Frequency 02, press [Enter] to select E as the
defaul t.

VWhen pronpted, Message Nunber 02, enter 00, to indicate no voice
nmessage.

Note: If you wish to include a voice nessage pronpt, see the
instructions in the appendi x of the Tri Coder manual for details.
Press the green [Enter] key at the pronpt: DATA ID.

Press the green [Enter] key at the pronpt: DATA TYPE.

The MAX DATA LEN for a room nunmber is 10. Press the red [DELETE]
key twice and then press [1][0]. The display will read:

MAX DATA LEN 02
10_

Press the green [Enter] key.
The M N DATA LEN is Ol.

Press the green [Enter] once again when asked for the | NPUT DEVI CE.
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The next pronpt is YES/ NEXT STMI 02. Press [0][3], then press the
green [Enter] key.

At the pronpt NO END STMT 02, press [0][1] and the green
[Enter] key.

The UPLOAD PREFI X 02 pronpt will be displayed. Scan the follow ng

bar code:

Atilde(~) will appear on the display. Type in a zero [O0O].

UPLOAD PREFI X 02
...O_

Press the green [Enter] key.

Press the green [Enter] key at the UPLOAD SUFFI X 02 pronpt.

At the pronpt: ENTRY TYPE 03, press the [SH FT] button and then
the [D] key. Press the green [Enter] key.

You're ready to enter the pronpt for |ine nunber 3. Using the
keypad, press the [SH FT] key and type [E]J[NI[T][E]J[R]. Press the

[SP] key to type in a space. Next, type in
[PIIRI[O[PITEI[RI[T]I[Y]. Scan the follow ng bar code to nmake the

di spl ay read:
PROMPT 03

ENTER PROPERTY#_

If you make a m stake, use the red delete button to erase and make
corrections. Press the green [Enter] key.

When pronpted, Frequency 03, press [Enter] to select E as the
defaul t.

VWhen pronpted, Message Nunber 03, enter 00, to indicate no voice
message.

Note: |If you wish to include a voice nessage pronpt, see the
instructions in the appendi x of the Tri Coder manual for details.

Press the green [Enter] key at the pronpt: DATA ID.
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At the pronpt: DATA TYPE, press the [SHI FT] key, type [N]and
[Enter].

The MAX DATA LEN for a room nunmber is 10. Press the red [ DELETE]
key twice, then press [1][0]. The display will read:

MAX DATA LEN 03
10_

Press the green [Enter] key.
The M N DATA LEN is 01
Press the green [Enter] once again when asked for the | NPUT DEVI CE.

The next pronpt is YES/ NEXT STMI 03. Press [0][3], then press the
green [Enter] key.

At the pronpt NO END STMT 03, press [0][2] and the green [Enter]
key.

The UPLOAD PREFI X 03 pronpt should now be displayed. Scan, in
order, the follow ng bar codes:

A close brace "}" will be displayed. Type in a [1] and scan this
bar code.
A question mark will appear scanned.

Scan the follow ng bar code.

Anot her cl ose brace "}" will follow the question mark. Press the
nunber [2] key and scan the foll owi ng bar code.
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The display will read:

UPLOAD PREFI X 03
1172127

If you make a m stake, use the red delete button to erase and make
corrections. Press the green [Enter] key.

At the UPLOAD SUFFI X 03 pronpt, scan the follow ng bar code:

To save the program press the [F1l] key at the pronpt: ENTRY TYPE
04. The [F1l] key is the second key on the top row. The display
will show.

Press the green [Enter] key.

PROGRAM NO. ?
KEY [1-3]?_

Scan the follow ng bar code to enter setup node.

r code to enter operation node.

At the OPERATI ON MODE pronpt scan the follow ng bar code to change

to Data Coll ecti on node.

OPERATI ON MODE
2

Scan the foll ow ng ba

The di splay should show

Scan the follow ng bar code exit setup node:
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Step 7
How t o Scan I nventory Bar Code Labels

The next pronpt asks: DATA COLLECTION? |If you're ready to scan
inventory | abels, answer YES by pressing the green [Enter] key.

At the pronpt:

PROGRAM NO. ?
KEY [0-3]?

Press the [2] button to run program #2.
Program nunber 2 is the Inventory program just entered.

At the pronpt: ENTER BUI LDI NG, type in the appropriate building
code using the keypad foll owed by the green [Enter] key. |f bar
code | abel s have been printed for building codes, you may scan the
bui | di ng code using the bar code wand.

Next, the pronpt: ENTER ROOW is displayed. You can enter the
room nunber using the keypad foll owed by the green [Enter] key, or
scan it froma room# | abel printed fromthe inventory program

Scan the bar code | abels for each inventory itemin the room using
the bar code wand.

After all items in the room are scanned, press the [END] key.

VWhen you press the end key, the next room# is requested. Enter or
scan the next room nunmber and scan the bar codes for the
inventoried itenms in the roomyou just entered.

Note: If an inventory itemis accidentally scanned in twice, press the
left arrow [-] to review the data previously scanned. Press the
right arrow [®] to nove toward the end of the scanned data. \Wen one
of the duplicate entries is displayed, press the [CLEAR] button
followed by the green [Enter] button. To exit out of view ng the
program and go back to entering data, press the [F1l] button.

After you have scanned all itenms in this room press the [END] key.
To change buil dings, press the [END] key at the pronpt: ENTER
ROOVE. Enter the next building at the ENTER BUI LDI NG pronpt.

To exit the I NVENTORY program press the [END] key until the DATA
COLLECTI ON? pronpt is displayed.
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When you have scanned all your inventory information into the

Tri Coder, you'll need to connect the Tri Coder to the conputer. This
| ets you upl oad your scanned data into the conputer.
STEP 8
Installing The Tri Coder for Uploading Data
[ A |
Keyboard
BarCode Wand
"Y" Cable ==
et
[]
TriCoder
Turn the conputer off.
Unplug the keyboard cable where it plugs into the conputer.
Pl ug your keyboard's cable into the "Y" cable's femal e round end
connect or.
Plug the "Y" cable's round nal e (pronged) connector into the back
of the PC where the keyboard was previously plugged.
Plug the 5 Volt Power Supply into the bottom of the Tri Coder. The
Tri Coder
w ||l power on as soon as the wall power is plugged in, even though
the power switch may be in the off position.
Pl ug the nodul ar tel ephone style jack at the Y end of the "Y" cable
into the port at the bottom of the Tri Coder. The cable wll click

into place, when properly inserted.

Turn the conputer back on.

STEP 9
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Upl oadi ng I nventory Data fromthe Tri Coder to the
| nvent ory Program

Use your portable bar code reader to inventory each room Your reader
will hold up to 2000 itens before you have to stop and upl oad the
information to your conputer.

Start the Inventory Program and get to the Master Menu.
Hi ghli ght Inventory Scan under the File Menu.

The screen titled Invscan shoul d appear.
Click on Add records, then return to your Tri Coder.

The Tri Coder display will read: DATA COLLECTI ON?. Before you can
upl oad data, you nust have previously scanned in bar codes using
the Data Collection Mode. Press the [NOQ key to skip data

Col | ecti on Mode.

Data Upload is requested next. Before pressing the green [Enter]
key, check the following two itens:

1) The Tri Coder and the keyboard are connected properly to the
comput er.

2) The Inventory programis running and the Invscan wi ndows i s on
the screen in Add node with the Building field highlighted.
Press the green [Enter] key to start the data upload. The
information will be transferred to the Inventory Programfromthe
Tri Coder in just a matter of seconds.

After all data has been upl oaded, the nessage:

END OF TRANSM T
DEL FILE [Y/N ?_

wi Il be displayed. Before answering, press the [ESC] key on the
conputer's keyboard to exit Add node. Select List (view) and
doubl e check to be sure the data was added correctly.

If the data was NOT added correctly, press the [NO button on the

Tri Coder so the file won't be deleted. Repeat the steps for
Upl oadi ng I nventory Data fromthe Tri Coder to the Inventory

Program

If the data was added correctly, press the green [Enter] key on the
Tri Coder's keypad.
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Answer YES once agai n when asked ARE YOU SURE?, by pressing the
green [Enter] key.

STEP 10

Repeat Steps 7 and 9 until all your inventory has been entered.
STEP 11

Sel ect the Bar Code Inventory report fromthe Print Menu. Run this
report. It will tell you which itens have been noved to a different

| ocati on and which items were not found.

STEP 12
If an item was overl ooked and not scanned in, manually add it to the
Scan Bar Code file under the File Menu.

If an inventory itemwas in the wong |ocation when inventory was
taken or has been nobved since the inventory was conpleted, edit the
Scan Bar Code file and change the |ocation of the itemto its current
correct | ocation.

STEP 13

To change your inventory file to match the sane | ocations in the Scan
Bar Code file, select the Bar Code Data option (explained in next
section bel ow).

Sel ect the first option: Update Inventory file to |locations in the Bar
code Data file. This option will update all inventory itens to reflect
the current location as shown in the bar code file.

If your report shows inventory itens were not found, record a deletion
date and Why Deleted in the inventory file.

Note: Don't forget to erase the bar code data information once your
inventory is conpleted. This is also explained in the next section.
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