ﬁm Library Resources Workflows Bulletin 8

Topic: Print Scannable Barcode ID's, sort by classroom in alphabetical order

Related Topics: User/Patron ID Numbers bulletin #3

Introduction: ASD Information Technology has provided student and staff information directly in Workflows.
Scannable barcodes for patrons can be printed using Replace in a standard Word document. A List User report pulls
patrons by site, classroom and sorted by alpha order, the document is formatted and the 1D number is replaced with
a scannable barcode font.

Font IDAutomationHC39M has to be downloaded to all computers that will convert scannable barcodes

Log in as Localtech

Password;

Domain: LRLIBCI02(this computer) LR will be replaced with your schools 2 letter code or the unique name for the
box you are logging in to

Free download at:
http://www.idautomation.com/fonts/free/#Download_Free_Barcode_Font#Download_Free_Barcode_Font

Download the free Code 39 bar code font now

Follow Instructions

Installing the Free Code 3 of 9 Bar Code Font in Windows:
Click on Zip file download

The 8 screens shots are the prompts to follow:

[ ) e - = It -..-.';!]_

‘ ) Serch 2 o | [ RilEownload =SS ety arnine) L ’3
L
L ke ks 3 Do you want to run this file?

Mame: INSTALL.exe

P Publisher IDAutomation com_Inc.

5 Type: Application

Fun Canesl

\While files from the Internet can be useful, this file type can potentially
@ harm your computer. Only run software from publishers you trust What's
the risk?
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http://www.idautomation.com/fonts/free/#Download_Free_Barcode_Font#Download_Free_Barcode_Font

J"“'m | Check Box,

s Next will highlight,
searel Click Next

DOWHLOAL I
ﬁﬂ‘:ﬁ"""r‘ﬁ _ m* InstallinglALtemaEien comGod e 3 Ront) m
PAGREEMENT IS ENFORCEASLE AS ANY WRITTEN AGREEMENT
INEGOTIATED AND SIGNED Y V0L AND IDALUTOMATION.COM
INCORPORATED (HEREINAFTER "DAUTOMATION'). IFYOU ARE Destination Directory
[ACCESSMG SOFTWARE ELECTROMICALLY, INDICATE YOUIR
SCEPTANCE OF THESE TERMS B SELECTING THE “ACCEFT0R |C Y Program Filesh|DAutamation.com Code 39 Free Font

OF TH
Required: 868 K
Browse...

Ext < Prev m Exit |

Uncheck Box, Click OK
rm InstallineN ANt omEioncomiCod BRsBEont) m‘ InEle, (NENPAUTOMBLEN COMm
Installation was completed successfully [ Creag/Shoncut(s) on Desktop

IDAutomation.com Code 39 Free Font window opens (BEm e e £ Bl
Close window :

The Code 39 font will be active when the computer is restarted :H = ;l?j
MRestart computer now =
%j;j:-».---—,.,.,,.
%-..,-4

To check if font loaded, open Word. From the top menu bar, select the drop down arrow next to
the font display field. Display is alphabetical, look for IDautomation39; will display as a
barcode.
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50,253 O EUA T B A e
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T Haettenschyreiler =
B Helvetica

B Helvetica-Marrow F
a1 R A RN
T Impact

% Imprint MT Shadow
T Kartika

T Latha

% Lucida Console
% Lucida Sans

% Lucida Sans Typewrited

m
—

@

If at first you don’t succeed try again, after successfully loading the new font:
Log back into as you normally do: Libasst or your personal log in.
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Every step needs great attention to sequence.

Getting Started:

In Workflows open Schedule New Report, located on Common tab, under ASDCirc tool bar. In Scheduled Reports
wizard is a List User Report. Open List User Report; following screens shots display selections for each tab in the

List User Report

The List user report needs to have no item information selected; only the Sort tab and the User Selection tab will

have information.

Standard List User Report will display patrons by school, by teacher and then sort by last name in alphabetical order.

[
=\Unicern Worktiows,

File cCdit wWizards Helpers

Modules  Preference  Tools

Window  Help 4

| Catalogng | Configuration | Offline | Reports | Requests | Utiity

) et e Raports : Display Tamplate Reports
EENTTEO | s x B
&y Chackou
@ circharging My Notices My Statistics My Titles Frint Barcodes Request | Scanner Selection list | T
temay | lefo Desk [r— MARE Import My Circalation My Copass. My 1
D roen e Templates Adeministration A1l Inventary Authority Biblizgraphic Cataloging i
P — ules Preference Tools Window Help
Repart name » awner Date Created
1B ntom Search and... AL Blocked dnens ABBOTT_LBCIRG 12/5/200] - — -
Discard list AL ABBOTT_LECIRC P uration | Offline | Reports | Request | Utility
I oty Dus Dates Everybody shelf kst one latte ABBOTT_LPCIRG V220 "
P e Faculey notices ABBOTT LPEIRG wiesz0 ) Schedule New Reports : Schedule List Users NEIL 2009
Fiction shel list &°s ABBCTT_LPCIRG 3/5/200
[ check stem status ust veors ERLZOOS _______________ lmeorrecec | 7700 : - - - -
) Mark ttom sed List Usars Stadfl ABBOTT_LECIRG 12200 Basic | User IDs || User Selection | User Status Selection | Sorting || Print Usel
Nen Fiction shelf list ABBOTT_LPCIRG A/ 200
[ Paying Bils verdue list dyer 2009 ABBOTT_LFCIRE 35200
A Eonameral Qverdus list Barron 2009 ABBOTT_LPCIRG 5/200) -
b Sverdue list Bell 2007 ABBOTT_LPCIRG H5/200 Report name: S DR fEine
) Schedule New Re... Cverdue list Boots 2009 ABBOTT_LPCIRG A8/200 L. .
Gvardus lis Burnsids 2009 ABBOTT_LECIRG wizzfan Description: & list of all users,
B Finished Reports Gverdus list Clayton ABBOTT_LPCIRG 5200 e . i
R Report Session crvardus list Clendanisl ABBOTT_LPCIRG ae/200 Title: User List Neil, Nancy
ABBOTT_LPCIRG 5/200 o
e ABROTT_LPCIRE 1/1/200] Footer:

Schadule New Reports : Schedule List Usars

Basic User IDs ‘ User Selection | User Status Selection| Sorting| Print User

blank

User IDs: |

Basic| User IDs| User Selection | User Status Selection Sorting| Print Us
Address 1: ROOM and LAST_FIRST

%]

Library: ZEEieaniisy

User profile:
User category 1:
User category 2:
User category 3:
User category 4
User category S:

Department:

Birth date;
Address1 entry: *ROOM*O*@*COPPA_EMILY@
Address2 entry:

Select gadget to enter information
Teacher name in Search string field

Bagic| User [D5| User Selection| Lser Status Selection | Sorting | Print User

Schadula Naw Raparts : Schadula List hsars

y status: | @
estimated fines: [#]

blank
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Schedule New Reports : Schedule List Users

[Basic" User IDSH User Selection" User Status Selection | Sorfing | Print User

]
hd

ation | Offline | Qutreach | Reports | Reguests | Utility

D) Schadula Hiw Raports ¢ Schadels st Usded

| Basic| User 105 User Selection| User Status Selection| Sorting| Print User

User Information

[address Address entry: | L3
[ ewautation numbers [ Demagraphics
[Extended Information  Extended info. entry: %

[Jerafile information | General information

Default selections, None a information

Bills: (Al (O Paid () Unpaid (3) Nene
Format: O erief O Full @ o bil Information

harge Information

Charges: (DAl C) Overdue () None
Format: () Brief () Full (& Mo chargs information

Hold Information
Hekds: O ol O avallable & None
Format: () Brief () Full (2 No hold information

FIncsned mar mama

B Run List User Report

In Finished Reports wizard
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Open list User report
Unselect view log

1. High light and remove report run information, there may be several in the report, search to bottom of the

User List

Produced Wednesday, May 13, 2009 at 9:07 AM

report.
Top menu
2. Click Edit

Drop down menu window opens

3. Select Replace

Find and Replace window opens

Find what: 1ibrary:ABBOTT_LP
Replace with: blank, nothing in the field
4. Click Replace All

The result is all (Library: school name) are removed

Replace window is still open

Bottom of Replace window is button Special
5. Click Special (if not visible click More/Less

button)
Drop down window opens
6. Select White space
Find what: "W
Replace with: blank
7. Click Replace All

The result is all extra white space is removed

8. Close Replace window

9. Select Edit

Drop down window opens

10. Click Select All

The result is all text is highlighted

Top menu

11. Select Table

Drop down menu opens

12. Select Convert

Drop down window opens

13. Select Text to Table

Convert Text to Table window opens
Make sections displayed in screen shot
14. Click OK

The result is text is now in a table
Table is still highlighted

Top menu

15. Select Table

16. Select Insert

Drop down window opens

17. Select Add Columns to the right
18. Repeat steps 15 - 17

The result is 2 blank columns have been added to the right
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fandland Replice
Fird | Reglace | GoTo

Find what;

Replace with;

2]

- L = —y - i v
EOnVErINEXIOREDIE . .S
Table size

Mumber of columns: 1

Murnber of rows:

AutoFit behavior

() Fied colurmin width:

() AutoFit to window

Table style:  {none) AutoFormat. ..

Separate text at

() Paragraphs () commas
() Tabs ) other: -
oK | oo |
y4 AN

ALL,JO

id:000000060¢5640

CHETA, HARY
id:00000000020511

LENO,CHAN |
1d:00000000041502

\
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Review all names to the last student. Only one row between names:

Perfect ‘

Remove extra row before proceeding:

[+

CMNIF "o
Confidentiality

ABAL - Confidentiality

1405

ALL: QUTH)

8035

w

ALLE RATH,

Z127

BUL] SAND.

1676

CLAY

[~

SPICI

39594

I
|
|
|
'
.

Count down 10 names

19. Highlight names 11 - 20
20. Use edit tool to Cut
Click in the second column

21. Use edit tool to Paste Cells -2™ row 2™ column

Count down 10 names

22. Highlight names 21 - 30
23. Use edit tool to Cut
Click in the third column

24. Use edit tool to Paste Cells -2™ row 3 column

25. Highlight all empty rows

Top menu

26. Select Table

Drop down window opens

27. Select Delete

Repeat steps 25 - 27 if necessary

The result is all empty rows are removed

Top menu

28. Click Edit

Drop down menu window opens
29. Select Replace

Find and Replace window opens
30. Check Box; Use wildcards

Find what: ([0-9]{14}) Staff= {13}
Replace with: 1\11

No Spaces ** SEE SCREEN SHOT

\ located under the backspace key

Replace window is still open

Bottom of Replace window is button Format
31. Click Format

Drop down window opens
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Top menu bar
Select Table

Delete row

Click in row you want to remove

Drop down menu select Delete

ZLL,JO

EPH,ALLI

CHO-§, JA

1d:00000006005640

i1d:0000000011522

1d:00000000030795

CHETA, HARY

KES, SAR

RU, MEL

id:00000000020511

id:000000000086427

1d:00000000004710

LENO, CHAN

KRIZ,AM

SAV, WARD

1d:00000000001502

1d:00000000008019

id: OOOOODDOO|55726

NO, CHAN KRIZ,AM SAV,WARD
:00000000001502 | 1d:00000000008015 id: 000000000557 26
GSH BN EandReplEEe)
|
] Find Replace | GoTo
MEZ
m Find what: ([0-9]{14})
| Cptions:  Use Wildcards
VI
—— | Replace with: Y1l
FF5 | i |
@ ’ Less & ] ’ Replace ] ’ Replace all l [ Eirnd Mext l l Car
:721 Search Options
77 Search; all
21
— Use wildcards
% [ sounds like (English)
'_21 ] Find all ward forms (English)
— | Replace
WeE
Format - ] [ Special v




32. Select Font

Replace Font window opens
Font: IDAutomationHC39M
Font Style: Regular

Size: 8

33. Click OK

34. Click Replace All

Close Replace window

The result is all ID: barcodes are now scannable

1 1 -2 3 1 S 4
VVVVVVVVVVVVVVVV R R Ty I
HETL HARY [ ¥me ana [ R MET
BFY Replecelont 2 [ X I
7EN( Font Character Spacing | Text Effects
d=( | Font: Font style: Size: 55726

IDAUtDMationHC39M Regular
TG | |Goudy Stout R
= Haettenschweiler Ttalic 9 7
k Helvetica =m  |Bold 10 33178

Helvetica-Marrow Baold Italic 11
ﬁ Mot Bold 12 T
d:l Font colar: Underline style: Underline color: 4414z
BV LEL
d:] | Effects 51531

[] strikethrough [ Shadow [T] small caps
IS0 |:| Doble strikethrough D Qutline |:| All caps [NE
-1 | [ Superscript [ Emboss [ Hidden 38334
— | [] subscript 7] Engrave
OL1 Preview
d:?l 75876
drl 31073
— | Thisis a TrueType fant, This font wil be used on both printer and screen,

ON I OK ] I Cancel [NE
d:!l . . 44001

L I

K E

M A G

IC

The class barcode sheet can be modified to included the teacher name

[fTeacher AYER

ALLSU™ 777

id:‘

=

ANCHE
id:21

BELER

id:‘

=

FAQ:

Q: Can id: be removed?

AT AT A gUMERR, S
1, EDWARD
a

002008

B, MICHAEL

A: Yes, id: can be removed with replace just like Library: (school name). Follow steps 3 and 4.

Q: How can there be 2 columns of names in larger font?

A: At steps 15 only add 2 columns, then at step 32 select a larger font
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Q. Can the finished document be saved?

A. Yes, select Word Document from Save as type, Name document and click Save
Q. Can the rosters be edited when finished?

A. Yes, all Word editing tools have the same function

Q. Can students be moved from one saved roster to another?

A. Yes, cut and paste edit tools function

Q. Can the barcode font size be changed after saving the class roster?

A. Yes, tested Display user wizard with barcode font size 22, scanned into Workflows and font
size 6 scans in

List User report results equal 0 —zero or Error

Example: The run list users report for teacher Sara Smith returns error or zero results, even though you
have doubled checked for accuracy

Double check the address filed 1 is *FROOM*0@*LAST_FIRST -------- or just like the List user staff report
displays or User display under a student in the teachers class

Look up a student in the teachers class and look at room to see the exact format — some teacher names
have a space between last and middle and an underscore between middle and first name

Of course this works when the Room field is not N/A

Addressl entry: jiele]]

Converting ID number to scannable barcode - trouble
shooting

The replace window for just replace needs to be clean
i.e. library:YOUR_SCHOOLNAME — no black type below find and no black type
below replace

When you unselect Use Wildcards the black type below Find will disappear

When you click in Replace and erase I\1! THEN also click NO Formatting at the
bottom (when you click in Replace data field the No Formatting button will
highlight — click it) The black type will disappear

This 1s a clean window

Now the Replace library: and no white space will have desirable results

If the barcode will not replace look at the black type — is your Replace window identical?
If not or even if it is — go back to a clean window with the steps above and then

Select Use Wildcards etc . .

If that does not fix the O replace

Save the Class and close Word

Re- open the class saved doc and attempt to replace again

Sometimes the logic just gets hung up and needs to be wiped —
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!“F'J'n‘J AN Keplace. &EB!_

Find Repisre | GoTo

Find what o-0]14)) v
Opticris:  Use Wilkdcards I
Format:
Feplace wiith: 11! ™ [
Format:  Font: IDAUDMAatONHCISM, 8 pt, Not Bald, Not Italic
tess £ | [ Repice Replace Al EndNext | [ cancel |
Seanch Optons
Search; all |
(V] Use wildcards

[ Find all word forms (English)

Replace

| Format+ | | Special~

File

Save As

File type Word Doc

Name file uniquely

Location -- Desk top or My documents

Question: Now that | have saved scannable barcode lists by class — How do | add or delete kids as they
come and go?

Answer: No matter your personal style when working with Word documents --- A new List User report will
have to be run for all teachers that have new students

Fact: Students that leave the school can just be ignored on the printed scannable barcode list or crossed
off the list so the barcode will not scan
Fact: A student that switches from class A to class B within your building, can be cut and pasted into the
correct teachers list
Note: The name pasted in the roster will only be in alpha order if you manually move names around in the
table. No sort option in Word.
Note: Suggest past name at bottom of table, if there are no rows at the bottom of the table

1- Click in last row of table

2- Select Table from top menu bar

3- Select Insert from drop down menu

4- Select Rows below

Suggestion A
New student(s)
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Run List user report
1- Strip out all students but the new kid
2- Open Replace window
3- The only steps necessary in bulletin 8 for 1 or 2 names is 28 through 34 (convert ID number to
barcode font)
4- Copy and paste new student(s) with barcode to teachers saved scannable barcode list
5- Note: The name pasted in the roster will only be in alpha order if you manually move names
around in the table. No sort option in Word.
6- Note: If there are no rows at the bottom of the table
a. Click in last row of table
b. Select Table from top menu bar
c. Select Insert from drop down menu
d. Select Rows below
7- Note: When the original saved scannable barcode lists by class have to many modifications —
suggest option B below

Suggestion B
New Students
Run List User report and create a new scannable barcode list by class
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