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Key your AS400 username 
and password. 
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Select  
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Key Asset 
number here Then Search  

You may also 
search by Serial 

Number  
Then Search  
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Select Asset number 
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Select Drop Down to display 
list of rooms. 

If room is not listed in 
drop down, key it here.

Once you make your 
changes, select “Save 
Changes”. 

Enter name associated 
with asset. 
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Key your AS400 username 
and password. 
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Select  
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Select your location 
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Select “Print 
Room Sheets” 
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You may print these sheets on your printer and distribute to 
each room for verification and signatures. Be sure to make a 
copy and place the original in the sheet protector behind each 
door. 

This report will print 
one page for each 

room
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If you only want to print one room sheet at a time, select the 
room you want to print.  

 

 

 

 

Select “Print 
Room Sheets” 
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Note: If you do not select “Print Room Sheet”, the 
printout will not have the correct formatting and will be 
missing the barcode and signature lines. 

 

 

 

 

Select “Print 
Room Sheet” 
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The “Scanner Errors” tab will display errors you had during the 
scan process.  

This tab will tell you if the item was scanned in the wrong 
room, wrong location, or asset has been disposed.  

 

  

Select “Scanner 
Errors” 
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This asset was in 
the wrong room 
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“Missing Items”  

 

 

Select “Missing 
Items” 
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The “Date Began Last Inventory” needs to be set to the day 
you start your inventory. IF NOT, YOUR MISSING INVENTORY 
LIST WILL NOT BE CORRECT.  

MAKE SURE YOUR “DATE BEGAN LAST INVENTORY” IS 
SET TO THE DAY YOU STARTED SCANNING.  

This will display a date 
the asset was 
inventoried.  

MAKE SURE YOUR “DATE 
BEGAN LAST INVENTORY” IS 
SET TO THE DAY YOU 
STARTED SCANNING.  
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This report will need to be printed, signed and sent to Randi 
along with any supporting documentation.  

(Lost or Stolen form, Disposal form, police reports) 
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To start the scanning software, double click the “TelnetCE” 
icon on the screen.  
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The software will “auto” login and prompt you to scan the 
first barcode from the “room sheet”. (We can also print new 
barcodes for each of your rooms. These tags can go on each 
room door and be used instead of the “room sheet” barcode.)  

 

Be sure to remove 
any old room 
barcodes.
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The barcode on the back of the door or the room sheet tells 
the scanner which school\department is to be scanned.  
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When you scan the asset barcode, the scanner will tell you a 
brief description of the asset. 

 

 
 

 

Description of asset
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As you scan barcodes, the system will automatically date the 
asset as inventoried in the system. You will notice, under the 
room listing, the color will change and a scan date is created.  

 

 

Shading is removed 
when scanned 

The scanned date is 
created. 
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Please contact Randi Bullock or Brian Jolly if you have any 
questions or problems with the inventory process.  

 

Randi Bullock   randi.bullock@rcsd.ms   601-825-5590 ext. 1077 

 

Brian Jolly             bjolly@rcsd.ms  601-260-1037 cell 

 601-825-5590 ext. 1056 

 

 


