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Using Barcode Scanners

A lot of you might be wondering why there is a barcode on every folder or box label that
is printed from iRIMS. No, it's not there just for looks! It's actually there to be put to good
use and automate some of your records management functions. This iRIMS Tip will
cover the main usage of barcode scanners in iRIMS, provide some ideas for other
usages, and will give some examples on the different kinds of compatible scanners that

can be purchased.

Barcode Scanning with iRIMS

First of all, what do the barcodes on the labels actually represent?
Every box, or folder that is created in iRIMS has a unique identifier
assigned to it (Folder ID, Box ID). That unique identifier is
converted into the Barcode 39 font at the bottom of the labels
(see Figure 1.1).

One of the main uses for the barcodes in IRIMS is to automate the
records transfer process. The manual method of transferring
records is to fill out the box inventory forms, and list all of the
folders in the box.

The automated method would be to create your box in iRIMS, use
the barcode scanner to scan the folders into the box and have
iIRIMS generate your box inventory listing (see Figure 1.3). This
is assuming that all of your active files are created in iRIMS and
you have the appropriate labels on the folders.

If you have any questions on using the barcode scanners to
perform transfers, please contact Records Management at 873-
7231.

BoxI1D: 020315
Temp 1D: § Transfer ID 1264
Prefix: PWS01

PWS - RECORDS MANAGEMENT SECTION

Media Type PAP
Box Content: Operational/lRecords Disposition

Files

Date Range: 1986/08/25 - 1999/04129
Transfer/Received Date: 1999/06/24

Figure 1.1 — Box Label

Public Works and Services (PWS)

0520-25-01-10 UNC VoL 1

From: 25-Jun-2004 To:

Record Type: Original Retention: so+1_6_ps/s0+0_0_0

P 501 - Pir5 - RECORDS MANAGEMENT SECTION

hMaintenance

0108595

Figure 1.2 — Folder Label

- Box Inventory Listing
Tawritories
Box D |Temp # | Transfer ID | Date Received| Facility Area Locator | From Date To Date Box Content RDA Box Retention
051877 5 3244 7-May-2004 RC%( G305 | 10-Aug-1984 | 20-Nov-Z002 ‘Operational Records RODA 2003-02, | S0~1_Te_Ve0~00_0
199603
Prefix File Mumber Folder File Subject Comment From To Type
EET -1 WOL 1 [Execuive Comporalz Services 1o MACA 34-Aug-1905 [ 02-Sap-1228 [ ong
=T WO TE-ALGH1993 | 02-Ocl-1928 | Ong
= WoL 1 1d-hiow-1985 | 02-Cck-1324 | Crig
PAED1 WOL 1 21-Apr-1993 | 20-Cok-2000 | Cng
FWEDT WOL1__[MWTHC FUman Resolroes AL DAL | DE-Cl-1959 | ong
FWEDT WOL 1| WS Project Management 01-Gep-1983 | 11-52p-2000 | Cng
FAEDT WOL1 |FRWED Finance and Adminsaabon T-Wa DE-CaFToee | Tng
FETT WOLT | PSS AR COEion TE-WEy- 1955 | (E-Cek 1958 | ong
=g TOL1 | CAEERVE LOIDOTalE FOman MESOLIGE SETVICES FErsanne ZE-Jan- 1995 | A-Jan-2000 | ong
Secretarial

EE] VOL1 |HaS Poilcy and Planning 04-Man-1230 | -0ek 1900 | Ong | S0+ _75_eo+d 00
[FWEDT WOL 1| PG Pl Frogucs Diision FE-Jan 1995 | 20-Mv-200Z | Ong | S0+1_75 s+ 0 0
[i=n]] WOL1  |H5S Fnancdl Managemers Gerdoes Od-Jun-T555 | T 3 ong
P WO 1 WG Proes WManagement T-ALG T o o-T005 | Tng
FWEDT WOL 1| PG Purchasing DvEen FRJUFTEEE |1 354 [Ong
=T WOL 1| ECE Management Savices 14-Jun- 1355 | 17-Mov-1938 | Ong
= [ 3 WOL 1 | PAWES Purchasing Backog Fort Smith 17-Jun-1938 | 27-Cck- 1324 | Crig
= J55E-03-1295-11 WoL1 |ECE 13-Jan-1937 | 23-Cak- 1329 | Cng

Figure 1.3 — Box Inventory Listing

Records management advice prepared for Records Professionals by Records Management, PWS

Call 873-7446 or 873-7231 for more information




Other Scanner Uses

“Mini” Charge Out / Charge In System

If your office has a centralized approach to managing records, you can use the barcode
scanner to create a charge out/in system. iRIMS has a circulation module built into it
that allows for files to be charged in or out. Please contact Patrick Bisaillon at 873-7231
if you would like to setup a circulation system in iRIMS for your department or division.

You can also use a basic excel spreadsheet to scan the Folder ID along with recording
the name of person that the folder will be charged out to. Once the file is returned, a
“find & replace” can be performed with the Folder ID to charge the file back in.

Office Inventory

Have you ever wondered what files are actually on your shelves? You can easily
perform an office inventory of all files that are in your possession by scanning the Folder
ID into a basic Excel spreadsheet. From there, PW&S Records Management can take
that information and generate a wide variety of reports for you.

This can also be done if you wanted to assign specific location codes to your files.
iRIMS has location codes for each department that have been determined by the iRIMS
Working Group. Over time, files may have shifted floors, divisions, or even disappeared!
Again, by scanning the Folder ID into an Excel spreadsheet, PW&S Records
Management can use that information to create reports, and perform batch updates in
iRIMS to update the location of those files or other fields.

Barcode Scanner Types

There are a wide variety of barcode scanners out on the market. If you do decide to
purchase a scanner, make sure that it is decoded, and can read the Barcode 39 Font.
Below is a listing of some of the recommended barcode scanners that can be used with
iRIMS:

Unitech MS210K Barcode Scanner
http://www.ute.com/products/ms210.html -
Average Cost: $140.00

*PW&S Records Management has purchased this
scanner as a “loaner” scanner for temporary use by
departments.

Cobra LS 2208 Barcode Scanner %ﬂ%}w
&
L

http://www.symbol.com/products/barcode scanners/hh 1s2200roll.html
Average Cost: $249.00

For more information on purchasing or using barcode scanners please
contact Records Management at 873-7231 or email Patrick_Bisaillon@gov.nt.ca
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