
Inventory Scanning Instructions 

 

What’s Provided 
The Property Accountant will provide the scanner, a list of location code labels, annual inventory memos 
and an instruction manual. The annual inventory report will still be available on ePrint.  Instructions for 
retrieving the report are included in the annual memo. If at any time during this process you need 
assistance, please contact Emily Gentle by phone at 569-8630 or by email at ergentle@ualr.edu . 

 

Scanner Power 
The scanner is equipped with a power saving function which automatically powers down the scanner after 
approximately 2 minutes of not being used. To ‘awaken’ the scanner, press the orange PWR button on the 
top right-hand corner of the scanner keyboard. The scanner will return to the same screen it was when it 
powered down and will not affect any data entry. 

A low battery is designated on the terminal by a change in the appearance of the cursor; a regular cursor is 
shown as ^ and the cursor is displayed as V when the battery is low. Also, the scanner will begin to 
respond poorly or will shut off and not come back on when the <pwr> button is pressed. If this happens, 
please contact the Property Accountant. 

 

Entering the Inventory Program 

• To ‘awaken’ the scanner, press the red PWR button on the top right-hand corner of the scanner 
keyboard. The scanner should display the following menu: 

 

 
 

1)Enter Inv Program 

 

 

     Choice:^_ 

• Enter the number “1”.  This will take you to the “LOGIN” screen. 

 

Entering the Username and Organization Code 

• The “LOGIN” screen should be displayed as follows: 

 

 

 

 

 

LOGIN 
 
Enter Username 
: ^_________________ 
 Orgn:_ _ _ _ _ _ 
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• Your Username will be your first and middle initial and your last name.  For example, if your 
name is John P. Doe, then you will type jpdoe and press “ENTER.” This is the large red button in 
the bottom right-hand corner. 

• You will then be prompted for your “Orgn” code.  You need to enter the 6-digit organization code 
for the organization department for which you are conducting inventory.  This will take you to the 
“UALR Inv Menu” screen. 

NOTE:  If you make an entry error you can use the “BSP” key on the scanner keypad to backspace. 

 

Entering the UALR Inv Menu 

• The “UALR Inv Menu” screen should be displayed as follows: 

 

 

 

 

 

 

UALR Inv Menu 
1)Scan Inventory 
2)Review Inv Data 
3)Exit Inv Program 
 
 Choice:^  

• To begin scanning your inventory, enter the number “1”.  This will take you to the “Scan 
Location” screen.  If you have reached this screen in error you can hit “XX” and press “ENTER” 
to go back the “UALR Inv Menu” screen.     

• The first step in beginning to take inventory is to provide the location of the property being 
scanned.  The “Scan/Enter Location” screen should be displayed as follows: 

 

Location 

 

 

 

 

 

 

 

Scan Location 
 
Location: ^_______ 
     Enter or Scan 
     Location code 
 
XX-TO EXIT 

• It is recommended that the user scan the location code of the site to be inventoried. Location 
barcodes should be located on the inside of the door frame close to the top hinge.  The button on 
the left-hand side of the scanner invokes a laser from the glass on top left side of the scanner that 
runs horizontally. Press and hold the button on the left side of the scanner to invoke the laser and 
point the laser line so that it runs horizontally across the bar code until the scanner beeps. 

In the event that the location code is entered you should use the building code followed by the 
room number (if applicable).  Location codes are limited to 6 characters, which include the 
building code and room number.  All of the existing building codes are found in Appendix A. 

 2



o For example:  If you are going to scan inventory that is located in Administration North 
Room 101, you would enter AN101 and press “ENTER”. 

• After scanning or entering the location code you will go to the “Scan/Enter Tag” screen where you 
will begin scanning tags in a certain location. 

You are now ready to scan! 

• The “Scan/Enter Tag” screen should be displayed as follows: 
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• The button on the left-hand side of the scanner invokes a laser that runs horizontally. To scan a 
UALR inventory bar code: 

Press and hold the button on the left side of the scanner to invoke the laser and point the laser line 
so that it runs horizontally across the bar code until the scanner beeps. If scanned properly, the 
UALR bar code number will appear on the screen. The scanner will beep again and clear the 
number from the screen.  Wait for the second beep before proceeding to the next asset. 

• At this screen you should scan all property located in that location. 

 

If the UALR barcode tag is damaged and will not scan or approval has been given by the 
Property Accountant to write the barcode on the equipment in pen ink, the tag number may be 
keyed in by hand. These are the ONLY exceptions. All other item tags must be scanned. If the 
equipment has no barcode tag and costs over $500.00, contact the Property Accountant.  

To scan items by hand: 

• Use the keypad on the scanner to enter the 5 or 9 digit UALR tag number. 

• Press <ENTER> 

The scanner should be ready to scan or enter another tag number. 

Scan/Enter Tag 
 

LOCATION 
 “AN101” 
 
Tag #: ^_________ 
      X-Exit 
       L-Change Location 

 

• When you are finished scanning in one location and you want to move to another location press 
“L” and hit “ENTER” to change locations.  This will take you back to the “Scan/Enter Location” 
screen.   

• When you are finished scanning all of your organization’s inventory, press “X” and hit “ENTER” 
to exit.  This will take you back to the “UALR Inv Menu” screen.  Here you have 3 options: 

o Press “1” to scan more property. 



Reviewing the Items Scanned 
o If you would like to review the items scanned press “2”.  This option allows the user to 

review inventory data currently stored on the scanner, as shown by the sample on the 
screen below: 

 
REVIEW DATA 

REC   LOCN   TAG 
 
 
 
 
: ^   M-MORE  X-EXIT 

 

 

 

 

 

• To view a list of property scanned, press “M”.  It will list the items in the order 
in which they were scanned, the location and tag number.  To scroll through the 
list of items, press “M” until you reach the “END OF FILE”. 

• To return to the “UALR Inv Menu” press “X”. 

 

Finished 
o When finished scanning the inventory for your organization, press “3” to exit the inventory 

program.  This will take you back to the “Enter Inv Program” screen.  If you are 
conducting inventory for more than one organization you should exit the inventory 
program and reenter using another organization code. 

 

Please make sure  the scanner displays the “Enter Inv Program” screen and  hit the “PWR” button to 
turn off the scanner  when you have completed the scanning for your department so the next user will 
begin at the correct point. 
 

Returning the Scanner 

When scanning for your department is complete, please return the scanner to the Property Accountant. 
You will be responsible for the scanner assigned to your department until the scanner is checked 
back into Financial Service. Therefore, please make sure the scanner is left with the Property 
Accountant or an individual in Financial Services and that it is not left unattended when returning the 
scanner. 

Shortly after the return of the scanner, we will send your department two exception reports.  The first 
report will be “Items not Scanned,” which lists any items that were assigned to your department but were 
not scanned in the physical inventory. The second report will be “Items not on Inventory,” which lists 
items that were scanned but do not belong to your organization.  We will request that you assist us in 
resolving these problems in a timely manner. 

Improper use of the scanners may necessitate a re-scan of the inventory. 
 

THANK YOU 
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