


Once the tag is properly applied, it should then be scanned with the barcode scanner. With a
single set of tags it is likely that not every person assisting with inventory will have the tags with
them as they conduct inventory. If you are conducting inventory and do not have the tags,
proceed as normal with making manual entries as you encounter non-barcode assets. Don’t
skip and assume someone will come back later to tag and scan. However, if you are completing
inventory with the set of tags, do not make a manual entry. First affix the barcode tag, then
scan the tag. In any case, whether the tag is affixed during normal inventory, or if later as a
separate task, always scan the tag immediately after affixing. Following this process will allow
Property Management to monitor the completion of this project, since a scan event will
document this step as completed for each asset. If the asset has a previous manual entry and
you affix and scan, you will receive a notification that it was previously inventoried, and you
must select “yes” to overwrite with your scan.

During this process, remember to verify the asset’s identifying information (description,
manufacturer, serial number, etc.), location, and ownership.

Contact Property Management at property@Isu.edu with any questions about this process.
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