Inventory Procedures – Part 2

Moving Scanned Barcodes to Millennium
Turn Excel File into an ASCII File
1. Copy Excel file from laptop to a networked computer that can ftp files to fog.ccsf.edu

2. Open Excel file of barcodes

3. Copy barcode numbers in [image: image1.png]Type a question for help <) X.
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4. Open a blank Word file

5. Using “Paste Special” on the Edit menu, paste the numbers as “unformatted text”.  
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Add the characters “n:” in front of each barcode.
· Under the Edit menu, select “Replace”. 

· Type the first five digits of the barcode, 32417, in the Find box, and type n:32417 in the Replace box.  Then select Replace All. 
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Save the file as an ASCII file:

· In the File menu, select “Save As” 

· Name your file and “Save as type” Plain Text (*.txt).
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When you click the Save button, a “File Conversion” window will appear.

· Select the “Other encoding” button, and highlight “US-ASCII”.  Then click OK.  Close the file.  (You should not need to insert line breaks, they are already there.)
Sending the File

FTP your saved file to fog.ccsf.edu (get help from Library Automation for this step, or see the “Inventory FTP Instructions” document).

In Millennium, start up a telnet session. 

1. Choose  C > CIRCULATION subsystem

2. Then,   A > ADDITIONAL circulation functions

3. Then,   P > PROCESS PC transactions

4. Type in initials and password

5. Choose  F > IFTS Transfer of B321 or PC-CIRC transactions from PC

6. Select fog.ccsf.edu

7. Enter login and password (get this from Library Automation)

8. Type the number of the file you want, and press Enter.  You will see the word “GET” appear to the left of the file. ***NOTE: you may choose to transfer several files at once, by typing numbers and enter sequentially.  However, if you do this, all your files will be combined into one file for processing.
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Type T for Transfer and wait (do not press the Enter key).  You will see a message box when the transfer is complete.  

10. [image: image6.png]File Edit Terminal

nrx: t File From memote sitel mscrTl

REMOTE[foq.cest.edul: /home cd/aymix

Help

/iiidn/circhaton/tnp10094193102]

57

MESSAGE BOX

PR e p——
7:150 Opening RSCIT mode data connection fox
29| TADTnventorytest1 tut (4500 bytes) fomation for this step).
226 Transfer corplete
3[10ca1: /isian/cirenaten/tnp10094193102 remote
D Tnventorytesti. txt
4750 bytes received in 0.0021 seconds (2227.93
1538[Knytesss)

[ —
> EomumRp c > conrovue

2 > ane Choose one (c,5)

Choose one (1-25,F ¥rom PC

[Connecte to 147.144.1.60 telnet online]

Type the number of the file you want, and press Enter. You will see the word “GET" appear to the left
of the file.
“This brought us to the following menu:

##* PROCESS PC TRANSACTIONS ***

F > IFTS Transfer of B321 or PC-CIRC transactions from PC
P >PROCESS transferred CIRC transactions
V > VIEW messages from processed CIRC transactions

S-A-=

ELY
/ Engish (U.S 0K
POEE e LA[  ms 2 X a ) -

s- N NOOE4 @

34 At34  Inis o 13




Type C to continue, and you will see a log of your transactions with a new filename.  This filename will begin with “rdi” and include the date and other numbers. WRITE DOWN THE FILE NAME. 

11. As instructed, Press <Space> to continue.  This will return you to the Process PC Transactions screen.











KGW  8/28/2006

[image: image7.png]File Edit Terminal

Help

PC-to-PAC Circulation Transfer Program

Total Transactions Transferred
Eilename Transaction Type

2410601012405  INVENTORY
INTL UsE
cory usE
TusEa
cHEck-IN

fion fo this sep)
space> to continue |

. pc
[Connecte to 147.144.1.60 telnet online]

N Type
of the §
“This brougk

Enter. Youw

of the file you want, and p

1l see the word “GET

s to the

N + PROCESS PC TRANSACTIONS *++
N H F > IFTS Transfer of B321 or PC-CIRC transactions from PC
P > PROCESS transf sactions
> VIE d CIRC transactions

appear

res- \ N OO E 4
1 35 A

P e e M - ms




