ETM Barcode Scanner Operating Guide

November 20, 2012

Table of Contents

Guidelines for Using Barcode Scanners and the ETM 2
Purpose 2
Operating Principles 2
Limitations 2

Getting Started 3
Scanning Barcodes 3
Record Maintenance 4
Field Check Out 5
Service Check-Out 6
Check In 6
Inventory Update 7
Status Check/Update 7
Search 8

RACO Interactive Manager 9
Data Fields 9
Reports 10

Barcode History Report 11
Field Checkout Report 11
Maintenance Upload Report 12
Additional Reports 12
Field Checkout with Model Number Report 13
Editing the Equipment Data 14
Manual Editing 14
Re-Importing the Data 14

Appendix A - Scanning into Word & Excel documents 17
Configuring the Scanner 17
Transferring Files 18

Appendix B - Importing Data 19
Overview 19
Import Functions 19

Appendix C - Reinstalling the RACO Interactive Data Manager 21

Appendix D - Updating the “.ITB” File 23

Appendix E - Replacing the Equipment Data on the Scanner 25



ETM Barcode Scanner Operating Guide 2

Guidelines for Using Barcode Scanners and the ETM

Purpose

Barcode scanners and the associated software were obtained to make the tracking of equipment within
the EPA Emergency Response warehouses more efficient, and to provide additional capabilities for
tracking equipment in the field during large responses, such as hurricanes and oil spills.

Operating Principles

The barcode scanning system is designed to manage only the key information necessary for tracking
equipment. This includes the primary fields, Barcode Number, EPA Property number, Status and
Location, as well as some additional fields to help describe the equipment. Initially this data is exported
from the ETM via the EMBI reporting system, and then imported into the RACO Interactive Data
Manager and then synced to the handheld scanner. The RACO software maintains a SQL server
database to manage the data and to generate the necessary reports.

The equipment status and the location of any Field Check Outs are the key data that need to be accurate
if the ETM and the scanners to work correctly. Being able to locate equipment either in the field or in
the warehouse is the key function that the system must be able to perform.

In order to keep the two databases synchronized the Warehouse Managers will need to establish a
schedule for updating the ETM with the equipment tracking data collected by the barcode scanners. Itis
the Warehouse Manager’s responsibility to keep the RACO database synchronized with the ETM
database. This can be accomplished by periodically generating reports for Field Check Outs and then
using the bulk upload functions to transfer the data to the ETM.

Limitations

As with any system there are limitations in their usage, and the barcode scanners are no different. Listed
below are some of the main limitations that will need to be kept in mind while using the scanners.

e There is no direct connection between the scanners and the ETM; therefore the users are
responsible for transferring scanner data to the ETM so that the ETM data is accurate and up-
to-date.

e Certain data fields (employees, site names, etc.) need to be entered into the ETM before
scanner data can be uploaded to the ETM. This amounts to double entries, but due to security
restrictions on the EPA data system it is the only method available.

e Some functions such as Check-in will have to be done on BOTH the scanner and the ETM.
Hopefully a bulk upload function for checking in equipment will be developed in the future.

November 20, 2012
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This is the scanner’s Home page. From
here you can access the scanning
program as well as other programs that
are installed on the scanner. These
include Office Mobile (Word, Excel, etc)
Internet Explorer, etc.

Office Mobile 2010

Click on the program “ITScriptNet” to
start the scanning software.

IT5criptNet

The ITScriptNet program starts with four options. The
majority of the time you’ll want to click on “Collect Data”
to begin using the scanner.

The other functions may be used if the program or
dataset need to be reloaded. However, please check with
the Help Desk before using those functions.

NOTE: To update the “Employees” and “Site Activity
Locations” tables you will need to use the “Load
Program” button to reload the EPA-Equipment program.

Scanning Barcodes

This is the MAIN screen for the ETM scanning software.
Listed on the screen are all the functions that have been
included. Most of them are obvious by their names;
however, two of the basic ones are described below. The
others will be discussed separately in more detail.

The Sync button will be used when you return the
scanner to the cradle. It transfers the new data that you
have just collected.

The Logoff button will return you to the Home screen for
the scanner.
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Maintenance

Scan Barcode or Property Num

~

Barcode SN Modlel

NDT-480-0 AreaRAE ...
NDT-348-0 Mobile Co...

0 01/31/2012 23:33 ®

Typp.|AnnuaI Calibration (]
Freq:|AnnuaIIy Fﬂ
Date:| 6 /14/2012 v
By : Frye Tony (]
Org: |Parr Instrument Co. Fﬂ
Invoice:

Cost:

Al :
0 06/14/201210:21 M
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Record Maintenance

Recording maintenance is done by scanning the barcode
labels of the equipment receiving the maintenance. The
numbers will be added to the list in the lower part of the
screen.

Once all the barcodes have been scanned, click on the
arrow in the lower right corner to add the maintenance
details.

NOTE: If multiple barcodes are scanned, the person doing
the maintenance needs to be the same person and that
person’s name will need to be already entered into the
ETM system.

Adding the maintenance data uses the same data fields as
the module. After completing the necessary fields, click
on the ‘disk’ icon in the lower right corner. This will
record the data and take you back to the MAIN screen.

If you need new maintenance types or frequencies you
can add them to the desktop program “RACO Data
Manager” and then use the SYNC function to add them to
the scanner.

If a service organization is selected you will have the
option to add the Invoice number and the Cost.

NOTE: any new types or frequencies will also need to be
added to the ETM before uploading the maintenance
data.
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Field Check Out

Scan Barcode or Property Num
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Field Check Out

Selecting the Field Check Out button will take you to the
screen that allows you to scan the equipment to be
checked out.

Either the barcode number or EPA property tag can be
scanned to check out the equipment.

As you scan barcodes, the equipment is added to the list
in the window below the scan input. NOTE: you can also
type a barcode into the box and press the return button
and it will enter that number.

Once you are finished adding equipment, press the
“arrow” in the lower right corner to enter the check-out
data and complete the process.

Adding the required data for the Field Check Out is the
same as in the ETM. After completing the necessary
fields Click on the ‘disk’ icon in the lower right corner.
This will record the data and take you back to the MAIN
screen.

The “Site Activity Location” can be selected from the
drop-down list, or entered using the keyboard.

NOTE: if you enter a new location, you will need to add
that site to the ETM prior to uploading the data to the
ETM.
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Service Check Qut .
- Service Check-Out

Check Out Type -

[Factory Service ) To perform a Service Check-out you select the Check Out

Scan Barcode or Property Num Type from the drop down menu, and then scan the
|NDT-388-0 | barcode or barcodes that are being checked out. These

will be listed in the data box.
x . . . .

Barcode | SIN Model If adbarcodehls sc;r)\(neddlnlcorrerc]tly, h|ghggfht tha;c] en;ry .
NDT-387-0 128935 M2 Eloct_ and press the red X to delete that record from the chec
NDT-379-0 128904 Mk2 Elect... out.

When all the barcodes have been scanned, pressing the
Home button in the lower right corner will save those
changes and returns you to the main screen.

0 06/14/2012 09:48 @
@ Loc C) Name O Date O NA CheclkIn

[Chicago g There are several ways to check in equipment. In
Scan Barcode or Property Num addition to scanning the barcode to add the equipment to
|| | your list.
Status
|Available & You can also click on one of the radio buttons and select

@ from the dropdown menus. Once you have selected a
name, location or date, the list will be filled with checked

out equipment that matches. Click on the barcode you

want and then click on the green check mark to check-in

|:| Check In entire Grid

Barcode Date Model

05-DEF 003 2012-02-01  Gilibrator-2...
05-EPD 012 2012-02-01  MK2 Electr...

05-PAP 014-1 2012-02-01  AV3000 Fa... that piece of equipment.
05-RAM 007 2012-01-24  DataRAM 4...
05-RAM 008  2012-01-24  DataRAM 4... You can also check-in the entire listing by selecting the

. checkbox “Check in entire grid” and then pressing the
S green check mark.
‘ 02/01/2012 02:18 e
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ey [ -
W yup

arehouse
[Willowbrook =] ) ) ,
To conduct an inventory of your equipment you will need
Location 5 to designate the warehouse and the location within the
lA2c | warehouse and then scan the barcodes or the EPA
Scan Barcode or Property Num property numbers of the equipment being inventoried.
|05-sCB 131 |
When you have scanned all the equipment, you have the
Barcode option of recording a comment by clicking on the page
05-5CB 111 icon at the bottom of the screen.

& L - I “ ” .
Once you are finished clicking on the “Home” button will
record the data.

NOTE: you will need to run the Inventory report to get
A | the file to cut & paste into the ETM (See the Reports
0 02/02/2012 00:06 section)

Status Update
Status Check/Update

Scan Barcode or Property Num
|05-5AM 005-5

Status
[Available in Kit =]

With the scanner you can change the Status of a piece of
equipment. You can either scan the barcode or EPA
Property Number to bring up the equipment and its
current status.

You can then select the new status using the drop down
menu.

NOTE: If the equipment is listed as Checked Out you
cannot change its status. Likewise, you cannot change
the status to Checked Out with this function, you will
need to use the Field or Service Check Out function.

0 02/02/2012 00:15 e
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() Al @ Model () Barcode/Prop#

Scan
[ier |
Barcode | Model | Status
05-MVA 003  Jerome43... Needs Serv...
05-MVA 004 Jerome43... Available
L & D

Maint Date : 2012-02-01
Location : N/A

0 02/02/2012 01:35 @
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Search

The search function allows you to look at your data
directly on the handheld scanner. The display will show
you the barcode, model name, status, last maintenance
and location if checked out.

The “All” button will display all the data

The “Model” button will allow you to scan or type in a
model name. You can type in partial or full names. The
example to the left shows the 3 Jerome 431-X units just
by typing “Jer”.

Scanning or typing in the full barcode or EPA Property
number will call up just that particular piece of
equipment.
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RACO Interactive Manager

Once the scanner has been synced with the computer (using the Sync button on the scanner, pg. 3), you
can manage your data and generate the reports needed to update the Equipment Tracking Module
(ETM) with the RACO Interactive Data Manager program, which is installed on your computer. After
opening the program you will see a row of tabs and a listing of the equipment in your warehouse
database. The window and the columns can be resized to allow better readability.

<X RACO Interactive Management Application C] g@
File  Help
F:!eports Import )
Equipment Emplo:l,lx_aes 1 ‘Warehouses 1 ‘warehouse Locations_ Checkout 'I'__l,l_pes | Site Activity_Locations 1 E_quipment Statuses_ Maintenance 'I'__l,l_pes | Service Drganizations 1 Maintenance Fre:quenc:ies_
Refresh ] [ Filters Add ] [ E dit ] [ Deactivate ] [ Agctivate
EF& - - Last Ferson Location | Last E=pected Check Last |
. Serial warehou: E t . N Checked =
‘Warehouze | Model Barcode Erﬁrﬁzg Kit NE[:ber Lo‘::tioonu S;qaL:ESmen g;:entory Active gt??l'l?d g:??l'l?d leransac:tu E::zm D:: f T_n:;e E‘Iaatgt
._DE-HDT'DDS _N9341 [] :?0?034... | _Available
‘willowbrook | 320-5-2... | 05-ROT 001 | N9353 | [Serial n... | A28 Awailable
“whillowbrook, _320-5-2... _DE-HDT a0z :N9352 L} __?0?034... _A2B _Available
‘willowbrook, | 320-5-2... | 05-ROT 006 | N9342 O FO7034.. | AZB Avwailable
Data Fields
When reviewing the “Equipment” table clicking on a column heading will sort by that column, clicking
twice will reverse the sort order. The “Refresh” button will refresh the data to reflect any changes from
syncing with the handheld or other tasks that change the data. The “Filter” button allows you to filter
the data by several of the columns, i.e. status, model name, etc. The “Activate” and “Deactivate”
buttons will change the selected records to active or inactive, which will remove them from other edits,
etc. Itis anticipated that this function will NOT be used very often.
The following tabs are preconfigured to match what is in the ETM and editing those should only be done
after the ETM has also been updated; Warehouse, Warehouse Locations, Check Out Types, Equipment
Statuses, Maintenance Types, and Maintenance Frequencies.
The Employees tab will need to be updated before using the scanner software for the first time.
<X RACO Interactive Management Application D g@

File  Help

Feports | Import ) ) )
Warehouses_ ‘Warehousze Locations_ Checkout T:l,l_pes. Site Activity_Locations Equipment Statuses_ Maintenance T:l,l_pes. Service Dr_ganizations | Maintenance Frequencies

Equipment
Refresh ] I Filters [ Add ] I Edit ] l Deactivate ] [ Activate
EP& Employesld Employes Mame |z EFA Employes |z Service Tech Active ’\
Atkociunas Paul ]
Benning Bradley ¥
Beslow Mike O
Barries 5 amuel O
Borzeth Jeffrey O

Each person whose name needs to be used within the ETM needs to be added to this table. The
designation EPA employee is needed in order to select that person for a Field Check Out. The Service
Tech designation is needed in order to select that person as having performed maintenance. The EPA
Employee Id is not required, even though it is tracked within the ETM.

The Site Activity Locations tab allows you to add or edit locations that will be used for Field Check Outs.
November 20, 2012
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"5? RACO Interactive Managementuﬁp'p'licati'on D g@

File  Help

[ Refresh ] [ Filters [ Add ] [ E dit ] [ Deactivate ] [ Activate ]
Description Active Show on Checkin

Other

Chicago

Philadelphia R adiation

Aszszigned to Environmental Scientist

Aszszigned to 05C

New locations can be added on the computer and then synced to the handheld, or they can be entered
into the handheld, and then synced later when the handheld is docked. As with other fields that are
required in the ETM, any new records will also need to be added to the ETM in order for the Bulk Check
Out upload to work.

Service Organizations are similar to the locations tab in that they can be entered on either the handheld
or the computer.

Q" RACO Interactive Management“ﬁp'p.licati'nn D g@

File  Help

Maintenance Frequencies |

[ Refresh ] [ Filters ] [ Add ] [ Edit ] [ Deactivate ] [ Activate ]
Description Active |
Aleneter Technologies
Alexeter Technologies - BioDefense Systems
Alexeter Technologies LLC
Alexis
ALKOSTIENT

As with other fields that are required in the ETM, any new records will also need to be added to the ETM
in order for the Service Check Out records to match those on the ETM.

Import: Importing data in the RACO program will be done as part of the installation process, but
directions are available in Appendix C if additional data needs to be imported.

Reports
The Reports tab is where you will generate the spreadsheets and other reports for transferring data to
the ETM.

Equipment | Employees | \Warehouses | Warehouse Locations | Checkos
Maintenance Types | Service Oiganizations | Maintenance Frequendjes : F

il Activity Locations | Equipment Statuzes

[ Baicode History Repot ]
| Field Checkout Upload to ETM |

Mantenance Upload to ETM
Service Checkout Export to .cav

Equipment Check In Export to .cav
Irwventony Upload Export to csv

[ Fiedd Checkout with Model Number |

November 20, 2012
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Barcode History Report

This will generate a report of all the equipment that has had a change recorded during the date range
that is selected for the report. The report can be saved in several formats including Excel, Word, and
PDF. Clicking on the icon in the upper left corner of the menu bar will let you chose what report format
the data will be exported in.

Ty
e
- [ 05-DEF 003
# [ 05-mMva 003
®- [ 05-Myva 004
® [ 05-5CE 111
# [ MDT-185-0
®- [ NDT-348-0
# [ HDT-480-0

LN e i @ - sar crysa nerorrse = |

7

2020202

Barcode : 05-DEF 003

SN : 111775

Model: Gilibrator-2 Flow Calibrator

Status Collected Date  Employees COTao CO Type
Auailable 2012-02-01
Juj | [ﬂ
Current Page Mo, 1 Tokal Page Mao.: 1+ Zoom Factor; 100%
Field Checkout Report

This is used to generate the excel spreadsheet needed to perform a bulk upload to the ETM. After
selecting the Checkout report tab a new window opens that allows you to select the date range for the
report. The date range defaults to the current date, but a popup calendar is available to select the
dates. Once the dates are selected, click on the “Go” button. This will pull the check-out records that fit
the date range. If the records look correct, click on the “Export to Excel” button to generate the excel
file.

elect Date Rangs
StatDate | Fidsy . Februay 10,2012 |w| EndDate | Fiday . Febwaw 10,2012 |»| | Go |

i Site Aclivity EPA Check Oul Check Out Erpected
 Barcode Location Emplopes CheckDutTe | gy, Toe Rturn Date

November 20, 2012
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The program will prompt you for a file name and the location where you want to save the file. A

warning window may appear telling you that the file does not exist, and asking you if you want to create

it — click on Yes. Your check-out report file is now ready to be uploaded to the ETM. As with any of the

reports generated by the scanner, you will need to make sure that any new data such as new “Site

Activity Location” names, new EPA or “Check Out To” staff, etc. have been added to the ETM prior to

uploading the spreadsheet.
Maintenance Upload Report

This is configured in the same manner as the Checkout report.

Maintenance Upload to ETM

Uake

Select Date Range -

StatDate | Fidey . Febiaw 10,2012 [v]| EndDate | Fiday | Februap 10,2012 (v [ Go

Performed

Date Cost

Barcode Maint. Type Mairt. Freq. Serviced By

[ Close ]

Service
|rvoice
Mumber

Service Org

Comment

[ Export to Excel ]

Select the desired date range, and then “Export to Excel”. The maintenance report is now ready to be
uploaded to the ETM. As with any of the reports generated by the scanner, you will need to make sure
that any new data such as new Maintenance types, new maintenance staff, etc. have been added to the

ETM prior to uploading the spreadsheet.
Additional Reports

The reports; “Service Checkout Export to .csv”, “Equipment Check In
Export to .csv” and “Inventory Upload to .csv” all operate in the same
manner. They all will generate a list of barcode numbers separated by
commas which you can then copy and paste into the appropriate
search box in the ETM.

After the desired date range is selected, and a window opens
prompting you to save the .csv file. After the file is saved you can open
the file in Notepad, WordPad, MS Word, or any other text editor that
you prefer, and copy the list of barcodes. Below is a sample listing.

-

Report Options o

Beqgin Date:

| Friday . Febay 10,2012 v
End Date:

| Friday . Februay 10,2012 v

[

ok || cemcer |

05-AVT 004,05-AVT 005,07-1-0004-0,07-1-0005-0,07-1-0009-0

1. To Update an Inventory Date, paste the barcodes into the barcode field on the main search
page, and then on the Search Results page select all the barcodes and then press the “Mass
Update” button. On the next page add the appropriate inventory date and press “Save” to

update the Inventory date.

November 20, 2012
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Equipment Search =

Region and Warehouse (mandatory) ;
Region: | Region 7 b Warehouse Type: | ER b
Equipment Status :

[¥] Available [¥] Available in Kit []Checked in

P NMore Statuses (Click on the arrow on left to openiclose this section) :

Equipment Information ;

Equipment Barcode Number: |07-1-0004-0.07-1-0005-0.07-1-0008-

2. To do a Service Check-out, paste the barcodes into the barcode field on the main search page
(see #1 above) in the ETM, and then on the Search Results page select all the barcodes and then
press the “Add to Service CheckOut Cart” button. On the following page complete the necessary
information for the Service Check-out and press Save.

3. To Check-In equipment, paste the barcodes into the barcode field on the “Check-In (Equipment
& Parts) “page. After the equipment has been found, you can complete the necessary Check-In
information and press Save to complete the Check-in.

_(Equipment ] rPans and Supplies 1

Search by Equipment Barcode Humber ;

Enter Barcode Number : | Search | [___ CheckedOutEquipment |

Selected Equipment for Check in:

Field Checkout with Model Number Report

This is used to generate an excel spreadsheet almost identical to the bulk upload to the ETM. In
addition to the usual check-out information, the report also contains the model name and number.
The purpose of this report is to allow the user to quickly printout a list of checked out equipment
that can then be signed by the person(s) taking the equipment thereby providing a hard copy of the
check-out transaction. The manager can then use the regular Check-out report for uploading the
data to the ETM after the equipment has been deployed.

November 20, 2012
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Editing the Equipment Data
On occasion it may be necessary to edit the data in the RACO Data Manager in order to keep that data in

sync with the ETM. For example the name of a new model may be changed in order to comply with the
official nomenclature. Editing the equipment data can be done within the RACO Data Manager using
one of two methods; 1) manual editing or 2) re-importing the equipment data.

Manual Editing
Locate the equipment to be edited within the RACO program, select the data row and then click on the

“Edit” button.
< RACO Interactive Management Application g@

File Help

Maintenance Frequencies | Reports | Import
Equipment | Emplopess | “warshouszes | ‘wWarehouse Locations | Checkout Types | Site Activity Locations | Equipment Statuses | Maintenance Types | Service Organizations

Refresh ] [ Filters Add 0 [ Edit ] DDeactivate ] [ Activate
‘Warehal| Model Barcode IE‘::;Aperty Kit ﬁi:j:Il:er t\;‘z[:t?oonu E?;:iﬁsme' :_:vséntory Active Eﬁsgﬁed lﬁaceitl?eré lf?‘:;sacti E‘:ﬁrcr:ec ChTCkEd ETCK ll:"laaSiLt =
Mumber Date OutTo | OwTo | Id Drate Date Type date
Phila. ... | 1532-1.. | 940807 | 940807 O 11mz0.. Available | 8/29/2...
Phila. ... | 1532-1.. | 340810 |940810 O 110120... |Unspec... |Available | 2/4/2009
Boathwe... 1621-1.. 10987 10987 [] 10387 Awailable  8/29/2..

Boothe... | 2100 . | 340804 | 340204 O A07003... |Unspec... | Available | 8723742

In the subsequent dialog box make the necessary changes to the equipment data and press “Save”.

- =

EquipmentEditor
Model: Barcode:
1621-100-01 Indoor Transceiver 109387
E quipment iz in warehouse: I thiz location:
Boothwyn 'Warehouse [ ;Llnspecified Sublocation w
Sernal Humber: Status:
{ Al types EY
EF4 Property Mumber;
[ g akit

| savE || camced

NOTE: It is important that the data in the RACO program are the same as the data in the ETM. If they
are different uploading data from the scanner to the ETM will generate errors and the data will not be

uploaded.

Re-Importing the Data
If there are numerous changes that you would like to make to the RACO database then re-importing the

data will be the most efficient. This could be the result of relocating a group of equipment to a new
warehouse location, or adding the EPA property number to the data.

Appendix B contains the steps for importing data into the RACO program. When using the import
function to update or edit existing equipment the key field is the “Barcode”. When importing records
the program will look at the barcode number and if it is a new number it will create a new record.

November 20, 2012
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However, if the barcode already exists then the program will update that record with the fields being
imported.

The RACO program uses an Excel spreadsheet for the import function. There is not a specific format
that is needed for importing the data; it can be as simple as the barcode number and the data field that
is to be edited and/or updated. Due to conversion issues formatting the columns to “text” in Excel will
provide the best results when importing the data. However, the “Last Inventory Data” field should be
formatted as a Date.

After selecting the excel file to import, you designate what fields are to be imported — only select the
barcode number and the fields that you are editing.

< RACO Interactive Management Application E]@

File  Help

Equipment | Employees | ‘Warehouses | Warehouse Locations | Checkout Types SiteAc:.livily Loca.tinns E quipment Statuses Maintenance Types | Service Organizations Maintenance Frequencies
Reports | Import

[ Open File ] I Select Al I [ Select Mone ] I Select lnvert ] I Impaort I Auto-create new YW arehouses and W arehousel ocations

Import Fisld 1 Fiekd 2 Feld 3 Field 4 Field 5 Field & Field 8 Field 3

Import A [ skip ] skin (] Barcods | §kin [~ skip ] skip | warehouse . [wN\skip [se] skin ||
O [Pl Heatht 5. 15321076557 . | 340807 | da007 [N 1102008 ' | Bvaiable |g/28/200812:00 .
O Phila Health & 5... | 1532:107-G557 > 340810 Mo [11m120265 Avaiatle 21472009 1200...

Then click on “Select All” or select only the rows you wish to import/edit and then press “Import”. If the
data rows turn green the import was successful. To verify the import select the “Equipment” tab and
then press “Refresh” to view the edited data.

November 20, 2012
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Appendix A — Scanning into Word & Excel documents
Appendix B — Importing Data

Appendix C — Reinstalling the RACO Interactive Data Manager
Appendix D - Updating the “.ITB” File

Appendix E - Replacing the Equipment Data on the Scanner
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Appendix A - Scanning into Word & Excel documents

In addition to using the RACO Interactive program it is possible to scan barcodes, and other labels (EPA
property numbers, serial numbers, etc.) into either an MS Word or MS Excel document. Some users
have found that this technique is useful if you have a large amount of equipment that needs to be
processed rapidly. Scanning into a document is very quick and allows the user to go back and edit the
entries after the time constraints have relaxed. Listed below are the steps necessary to configure the
MCB65 to scan into other documents as well as how to transfer documents between the handheld and a
computer.

CAUTION: Using this technique, it is possible to scan barcodes directly into one of the bulk upload
templates (Maintenance or Field Check Out) to expedite this process. However, in order for the
handheld scanner to be effective in tracking your equipment you will need to keep the handheld data in
sync with the portal and with the actual status of the equipment. Using ONLY the bulk upload
templates will make the handheld data inaccurate.

Configuring the Scanner
o ) 4 @ 10:36
& This is the scanner’s Home page. From here you can
.\ t access the scanning program as well as other programs
that are installed on the scanner. These include MS Office
(Word, Excel, etc) Internet Explorer, etc.

=

Contacts

Click on the “Settings” icon and on the
next screen click on the “System” folder
to access the system software that
controls the scanner.

Next click on the DataWedge icon to

modify the scanner software settings. Datawvedge

If the Settings indicate that the process is STOPPED, you
will need to restart it by clicking on the “Running” section
which should start the process and make the scanner
available for use.

I

Running No B &4 @ 1118
Start/stop DataWedge process Once the process is

Basic configuration running the settings ” H Ready

Profile0 with basic scanner screen should |_"

Advance configuration indicate a READY Running .
Multiple profiles & capture methods status, and you can Start/stop DataWedge process

exit the program by
clicking “OK” at the bottom right of the screen. The
scanner should now work with Word or Excel.

- =3 0K
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Transferring Files
B & X0« & 11:24

E &Y q
- of
File Explorer @ Internet Sharing

ActiveSync ?

Task Manager ‘
" »,

\\

D mn Search F‘ho;'\e
e J
Office Mobile 2010 Wireless
E Companion

& o X

File Explorer

B &< @1

4 My Device

|| Documents an...

MUSIC

My Documents

. Program Files

. Programs

Temp

Windows

.l.g Up 1) Menu x |

J Mobile Device

i Fle Edt View Favortes Tooks Hep

: Oﬁatk - = ) search Folders 7 Favo

address | [J Mobile Device

B o O

My Windows Business My Music
Mobile-Based Device

My Pictures My Ringtones My Sounds

My ¥ideos Personal Templates
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Scrolling down the scanner’s Home page will reveal the
“File Browser” and “Office Mobile 2010” icons.

The File Browser icon will allow you to
view what files and documents that
you have on the handheld.

File Explorer
The Office Mobile 2010 icon allows you D
to open Word, Excel and other parts of g
the Office package. D‘ ]

Office Mobile 2010

After opening the File Browser, you have access to a
typical Windows directory, including My Documents. For
ease of use it is best to store any files used for scanning in
the My Documents directory.

The My Documents directory comes preconfigured with
several sub-directories that you can use or you can create
your own sub-directory based on what warehouse you
are working in.

With the Handheld in the docking cradle, select “My
Computer” on your PC, then click on “Mobile Device”.
The window that opens will be the My Documents on the
handheld and you should be able to see the available
directories.

After finding the document on your PC you can copy and
then paste the document into the appropriate directory
on the handheld, which will make it available for use on

the handheld.



Appendix B - Importing Data

Overview

The Import tab is used to load your equipment data into the RACO program when it is first installed,
however, it can also be used to update your data, adding EPA Property numbers would be an example.
The imported data needs to be in an Excel spreadsheet, the format of which is not critical, and the basic
columns are as follows; Warehouse, Model Name/num, Barcode, Status, EPA Property Number, Serial
Number, Sub Location, Kit Indicator, and Last Inventory Date.

When importing data into the RACO program there are two ways that the data will be imported into the
database, and the Barcode humber column determines how the data is imported.

1. If the barcode number is NOT already in the database a new record will be created with the data

in that row of the spreadsheet.
2. Ifthe barcode number IS in the database, then that record of the database will be updated with

the information in that row of the spreadsheet.

To import new equipment into the RACO program you would need to add data for all the columns to
insure a complete dataset.

To add new data to existing equipment, such as EPA Property Numbers, or perhaps new warehouse
locations, then you would only need the barcode number and the new data for that barcode number.

Import Functions
After pressing the Import tab, click on the “Open File” button to select the spreadsheet with the data to
be imported. When the file is displayed you will need to select what columns are to be imported.

< RACO Interactive Management Application g@

File  Help

Equipment | Employees | “Warehouses | "Warehouse Locations | Checkout Tupes | Site Activity Locations | Equipment Statuses | Maintenance Types | Service Organizations

Maintenance Frequencies | Reports | Import

[ Open File ] [ Select All ] [ Select Mane ] [ Select lnvert ] [ Irnpart ] Auto-create new Warshouses and “Warehousel ocations

Import Field 1 Field 2 Field 3 Field 4 Field & Field & Field 7 Field 8 Field 9 i
Import Az W arshouse v Madel v Barcode d Skip v Skip v Skip v Skip v Skip v Skip v

O MDT 02-215-370 VO<EK@ | 202 PHILIS Awailable

O HDT 02-215-370 Vor.. i 1499 FHILIS Aailable

O NDT 1000KP Wide-.. |t mventor Date 31 208-Shelf & | Available

O NDT 1040 Inkjet Fas gf:ti's““mbe' Mobile Commu... | Available

O MDT 1500 Ultrasoni.. |Warshouse ¥ 525440 PHILIS Available

O MNDT 20128 Yacuum... |[NDT-E130 Mo 90700000118 PHILIS Ay ailable

O MDT 20128 Yacuum... |[NDT-E14-0 Mo 90700000120 PHILIS Awailable

Each column has a dropdown menu that contains the options for designating what data field is in that

column.

a) Select the proper field name for each column you wish to import. Select “Skip” for those
columns that you do not want to import.

b) Next, you can select what rows you wish to import. Click on “Select All” for all the data, or click
on the appropriate rows. NOTE: if you have a header row you can Select All and then un-select
the header.

c) Once the rows have been selected, click on “Import”. Rows that are successfully imported will

turn green; those with errors will turn red.
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d) Click on the “Equipment” tab to review your data. NOTE: you will need to press “Refresh” to see
the new data.

Below is a screenshot for importing a small group of equipment and changing the warehouse location
information.

E} RACO Interactive Management Application

File  Help

| E quipment || Employees || “wWarshouses | ‘Warehouse Locations || Checkout Types || Site Activity Locations || E quipment Statuses || Maintenance Types || Service Drganizations|

| Maintenance Frequencies || Heports| Impart

[ Open File ] [ Select Al ] [ Select Mone ] [ Select Invert ] [ Import ] Auto-create new Warehouzes and W arehousel ocations

Import Field ] ——Eisld? | Field3 Field 4 Field 5 Field & Field 7 Field & Field 9
mportas: CBacode ||| Wiarehouse Ly v [3kip |+ skip || skin |+ skin | skin || skip e ]
O NDT-5520 FHLE

O WDT-553-0 PHILIS

O MDT-314-0 208 - Shelf &

O NOT-410-0 Comms Yehicle

O MNDT-E11-0 PHILIS

O MDT-E13-0 PHILIS

O WDT-614-0 FHILIS

O WDT-615-0 FHILIS

[ WODT-E16-0 FHILIS

O

NOTE: As with all Scanner data changes you will need to update the Equipment Tracking Module (ETM)
either manually or using one of the Report options within the RACO program.
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Appendix C - Reinstalling the RACO Interactive Data Manager
1. Remove old version of the RACO Interactive Data Manager:

a. Open the Control Panel window and select “Add or Remove Programs”

[}Cnntrnlpanel

File Edit  View

3 Bact | ?

Favorites

Tools

() Search
7 23

Help

- Folders v

[Z]@:@

i dddress I[} Control Panel

v B

@ Switch to Category Yiew

3

See Also

‘“ windows Update

N e =/ BD\@ A

Accessibility  Add Hardward Add or Administrative  Andrea Moise
Cipkions Remove Tools Cancellatio. ..
] Programs
"R @ i
Dell Wireless Display Flash Player Folder Options Fonts
WLAM Ca...

©

S

Automatic  Date and Time
|Updates
Game IDT Audio
Controllers Control Panel

b. Select “RACO Interactive Data Manager” and press “Remove”

NOTE: Depending on which version you have installed the program’s name may be

“RACO Interactive Data Manager” or “RACO Interactive Equipment Data Manager”

2. Copy the “Server Name”

a. Inorder for the RACO program to connect with the database already installed on your

computer you will need to copy the ‘Server name’ for the connection. To do this open

the program “SQL Server Management Studio” from the Start Menu, under “All

Programs > Microsoft SQL Server 2008 R2” Once that program opens a dialog box will

appear with the server name highlighted. Select and copy the “Server name” (right click

and select Copy is the easiest)

P =
) Add or Remove Programs E}@]
B | _—
@j Currently installed programs: ] show updates Sork byt | Mame [ ]
Change or 5 MEEML 4.0 SPZ (KE954430) Size 1.42MB i'A“l
Remove | 1
Programs :ﬁ MSEML 4.0 SPZ (KB973A58) Size 2. 77MEB
- |:" Motepadz-rod 4.2.25, 735 (WDK) Size 1.56ME
: g |[Be Paint.MET v3.5.10 Size  14.62MB
Add Mew
Programs ﬁ-r! PolarClock3 Screen Saver
.ﬂ%’ RACO Interactive Equipment Data Manager Size 20,838MB
\IA_‘:D'-I Click here For support information. Used occasionally
Add/Remave Last Used On 10f12012
Windows ) ) : e i ; -
Components To change this program or remove it from your computer, dick Change or Remove, Change Remaove
— ﬁ REALTEF, abE & FE Ethernet PCI-E MIC Driver Size 1.72MB
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b.
C.

3. Installn
a.
b.
C.

2 Connect to Server
Microsoft

~ SQL Server2008r2

Server lupe: :__DEt_._aI:!ase Engine v

Server name; @HULL}N-‘&S DLE}%PH@ :

Authentication: _ SEJL Server Authentication : v
Login: \RACO v
Fassmardk ————

Femember password

[ Connect H Cancel H Help H Optiong »»

Press Connect and then you can quit the program after it finishes starting up.

Paste the server name into Word or Notepad so you can access it later.

ew version of RACO Interactive Equipment Data Manager.

Open the folder “Equip-Datamanager Setup 09282012" and run the file “setup.exe”
Accept the defaults by pressing “Next”.

The last step of the installation prompts you to enter the Server Name and password.

Connection String Setup

Uszer

FPazzword

Current Conne

['ata Source ¢ DERDAMULLINYSOLEXPRESS|

RACO

interactive

[ Save l [ Finish

chion String

Drata Source=sredshirtInitial Catalog=RI1_E P& Persist Securnty Info=True;Uzer ID=RACO Password=interactive

d.
e.

November 20, 2012

Paste in the Server Name that you copied earlier (re-copy from Word if necessary).
The “User” and Password should be as shown above.
i. NOTE: Windows 7 users the password will be “Interactlve” —a Capital | and the
number 1 instead of the last i.
IMPORTANT!! - After pasting in the Server name Press “SAVE”, then “Finish”,
otherwise the name will not be saved.
Press Close and you are finished.
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Appendix D - Updating the “.ITB” File
1. Open “ltScriptnet System Console” on the PC and

a. select “OMNI Communications”, and
b. then “OMNI Server Configuration”

r@l ITScriptMet System Console V3.2b g@w

23

File Wiew Help

Help and Suppart

D'ocumentation

«% This utility configures the OMMI Server,
QM Server

@K O Server Configuration

—— QP IT Sezgot Net

; For information and support options, visit

. the ITScriptMet Website
Lizehzing

— — — — —
T ] e
Copyright () 2002-2011 Z-Space Technologies, Inc, = © 7' & & b= @ rEs T

Programs (i |

Ready

2. Inthe Configuration window select the ‘old’ “itb” file and press delete.

rﬁ] ITScriptet OMNI Configuration g [ W

Main |P.ru:hive,|'Lu:ug I Advanced I Devices | Device Limit I Heartbeat I SErvice I Registration I

—Programs

Z:\Program Files\RACOD Interactive\EPA_Field\Field.ith
Z:\Program Files\RACD Interactive\ ITEVEPA-Equipment.ith
CADocuments and Settingstemullinify Documents\TOD 21 Equipment’_Install ScannertD

[i] I [l]
add... Delete |

(] 4 I Zancel | Apply |
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3. Then Press “Add...”, locate the new “itb” file and ITScriptiet
press “Open”. \ Teerint
- tNet
4. Press “Apply” and answer ‘Yes’ to update the éul cripEne

) . Symbol Windows Mobile
running server.

5. Press “OK” and answer ‘Yes’ to update the running

Collect Data...
server.

6. Press “OK” again and quit the “ITScriptNet System
Console” Send Data To PC...

7. On the Handheld, open “ITScriptNet” and on the
main screen press “Load Program” Load Program...

8. Select the program with the updated “itb” file and

press “OK” and that will load the new “itb” file Utilities...
onto the handheld.
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Appendix E - Replacing the Equipment Data on the Scanner

1. From within the SQL Server Management Studio - press "New Query"

File Edit Wiew Debug Tools  Wwindow — Community  Help

= [ Databases
[ swstem Databases
|| RIEPA
| J RI_EPA_PersonelMGMT
[ Security
[ server Ohjects
[ Replication
[ Management

1]

Ready

2. Then paste the SQL Command to remove equipment table so a new data set can be added.

TRUNCATE TABLE RI_EPA.dbo.Equipment;

3. If the query doesn't work due to permissions, try logging into the SQL Server Management
Studio as the User with Windows authentication.
4. Then import the new data into the RACO Interactive Data Manager.
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