Inventory Procedures – Part 1
Scanning Barcodes using a laptop and barcode scanner
Setting up Excel File on a laptop
1. Make sure laptop battery is fully charged (or use power cord with extension).

2. Attach barcode scanner to laptop

3. Turn on laptop

4. Open Excel and set up a spreadsheet:
· Select all of Column A by clicking on the A at the top of the column.
· Make column A wide enough for a 14 digit barcode, plus white space to view it easily.
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On the format menu, select Cells. (Make sure all of column A is still selected.)
· In the “Format Cells” window, under the “Number” tab, select “Text”.  This will prevent Excel from treating the barcodes as numbers to calculate.  Click OK.
5. SAVE YOUR SPREADSHEET!  Even before you scan the barcodes, give it a name and save it so that your format is preserved.

Scanning barcodes in the stacks

· Be careful about the range of call numbers you intend to scan – if the last item in your barcode list has a lower call number than the first, the system won’t process the file.
· Make cell no. 1 active, and begin scanning barcodes.

· Check the first barcode you scan, make sure it is 14 digits long, and matches the barcode in the book.  Excel will automatically move to the next cell down.

· As you scan, glance at the spreadsheet and the books, occasionally checking the barcode numbers to see if they match. 
· If you see an error (usually an incomplete number), highlight the cell, and use the DELETE key to erase it.  Do NOT use “clear” on the edit menu – this will remove your cell formatting.
· Mark the shelves - It may help to place numbered slips at regular intervals on the shelves to keep track of where you are.  The numbers on the Excel spreadsheet show how many books you’ve scanned, which indicates where to place the markers.  Marking the shelves may also be useful when you return with the error report to fix mis-shelved items, if you are working from a complete numbered list of items.

· SAVE YOUR FILE frequently.  You may want to set autorecover save (Tools menu, Options, Save tab) for a short interval.
Notes:  We are using Excel for two reasons:  it provides a numbered list, so the person scanning can easily see the number of items scanned and mark their place in the stacks.  Also, Excel automatically creates a column of numbers without any keystrokes when scanning.
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