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Overview

General Info

RedBeam Check In/Check Out™ was designed to make the tracking check out items faster and
more reliable. Use the software to track file folders, videos, equipment, tools, and other valuable
items.

This document is divided into several sections which explain the functions of RedBeam Check
In/Check Out™.

The “Installation” section explains how to install the RedBeam Check In/Check Out™ software
on your PC.

The “PC Application” section describes the main system functions: master data, transactions,
reporting, sync handheld (Mobile Edition only) and admin.

The “Using the Mobile Computers” section explains the main functions to be used on the mobile
computer: check out, check in and history. These functions are only available if you are using
the Mobile Edition of the software.

Before installing the RedBeam Check In/Check Out™ software, please make sure that the
following system requirements are met.

PC Prerequisites
In order for the PC software to perform properly, the PC must have the following:

Windows ® XP, 2003, Vista

Pentium ® IV or Greater Processor

512 MB RAM, 1 Gig Free Hard Disk Space

Microsoft ® ActiveSync Software (for Mobile Edition only)

Microsoft ® SQL Server 2000 or 2005 (if more than 10 concurrent users)

Mobile Computer Prerequisites
If you are using the Mobile Edition of the software, the mobile computer must be one of the

following mobile computers with Microsoft ® Windows Mobile 5.0 or Win CE.Net (version 5.0
or greater) from the following manufacturers:

Motorola ®/Symbol ® PPT8800*, MC9000*, MC70 and MC3000 (color only) models.
Unitech ® PA500, PA600, PA900 and HT660 models.

Honeywell ®/Handheld Products ® Dolphin 7600, 7850 and 7900 models with 128 MB.
Datalogic ® Memor, Skorpio, Pegaso and Falcon models.

CipherLab ® 9400 model.

*Microsoft ® Windows Mobile 2003 and Win CE.Net (version 4.2 or greater) supported.

Please contact RedBeam, Inc. or your local RedBeam™ reseller for questions about hardware
compatibility. All trademarks in this manual are the property of their respective owners.
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Section 1: Installation

The RedBeam Check In/Check Out™ PC software is the main database for all of your item
information. The software is found on the CD that came with this system. This software allows
you to enter items, check them in and out and run a variety of useful reports.

Installing the PC Software

IMPORTANT: If you have purchased licenses for a multi-user version of the system and
want to network all of your PCs together, install the RedBeam Check In/Check Out™
software on the computer or server where you want the database to reside. Once installed
there, you can install on your other PCs.

To install the PC portion of RedBeam Check In/Check Out™, place the CD in the CD ROM

drive. Using Windows Explorer, browse to the CD ROM drive. Open the Check In Check Out
PC Installation folder and double click the “setup” installation icon.

A

setup

An installation wizard will take you through the installation steps. The installation may take
several minutes. You may need to restart your computer once the installation is finished.

Note: If you are using the Mobile Edition of the software, the mobile computer portion of

RedBeam Check In/Check Out™ is loaded during the initial sync with the handheld which is
described under the Sync Handheld section of this manual.

Limited Access Windows Logins

If users with limited security rights will be using the application, a user with administrative rights
must give “full control” access to the HKEY_LOCAL_MACHINE\SOFTWARE\RCO registry
node for the “users” group just after installation occurs on the workstation.

To make this change:
Click Start, and then click Run.
In the Open box, type regedit and then click OK.

In regedit,

Find the appropriate node and right click
Select “Permissions”

Select the “Users” group

Check the “Allow” box for “Full Control”

Click “Ok”
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The admin should log in once to the client and enter the database user ID and password to create
the initial connection to the server. Windows Vista users will need to run the application the first
time in administrative mode. To do this, right click the icon for the application and select Run as
Administrator.
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Section 2: PC Application

Accessing the Application
To access the program on the computer, double click the icon on the desktop labeled RedBeam

Check In Check Out or go to Start->Programs->RedBeam->Check In Check Out->RedBeam
Check In Check Out.

Opening the Application for the First Time

When the application is launched for the first time you will be asked, “Will the data be stored
on this machine?”

RedBeam Check In/Check Ouk X]

will the data be stored on this machine?

(Click 'Ma' only if the data will be stored on a different machine or S0L Server, )

Yes Mo

Single User Licenses

If you have a single user license, click “Yes”. You will be given a default user ID and
password. Please enter a new password. Enter it a second time for verification. IMPORTANT:
Please write down or remember both your default user 1D and your new password and keep
them in a safe place. You may need them again later.

RedBeam Check In/Check ODut Login

User Information |

Lzer D Iga

Password Im

Change Pazsward

Mew Pazzward I ***********

Werify Fassword I xxxxxxxxxx 71

k. Cancel |
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Multi-user Licenses

If you have a multi-user license that you would like to have networked, you will first need to
install the software on the computer or server (referred to as “server” for the rest of this
section) where you want the database to reside. Open the application on the server. You then
will be asked, “Will the data be stored on this machine?” Click “Yes”. This will create an
instance of the Express version of Microsoft’s SQL database that comes with and is used by this
software. You do not need a full version of Microsoft ® SQL to use this software.

RedBeam Check In/Check Out Login

User Information |

Uzer D Iga

Password Ixxx

Change Pazsword

MNew Passward I***********

YWerify Pazsword Imxmmﬂ

k. Cancel |

You will be given a default user ID and password. Please enter a new password. Enter it a
second time for verification. IMPORTANT: Please write down or remember both your
default user 1D and your new password and keep them in a safe place. You will need this
information to network your other PCs to this database.

Once this is done, go back to the first PC that you would like to network to this “server”. When
you open the application you will be asked, “Will the data be stored on this machine?”
Click “No”. You will be asked to enter the user ID and password for the server. This is the user
ID and password you wrote down or remembered from the server installation. Enter the
information in the User Information tab.
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RedBeam Check In/Check Out Login

User Information | SErvEr

zer 1D Iga

PESSWDrd Ixxxxxxxxxx71

Change Pazsward |

k. Cancel |

Next click the Server tab.

RedBeam Check In/Check ODut Login

User Infarmation | Server

Enter a Server name or IP address
||1 27.0.0.1

Or  Search for Available Servers I and select one from the list

[T Use aSOL Server nat installed by thiz application

Wwhere iz my server?

k. Cancel |

Enter the server where your data is stored. Do this by clicking the Search for Available Servers
button. When clicked, the system will look for other RedBeam Check In/Check Out™ databases
on your network. The server you just installed on should display in the box. Click to select it. (If
the server does not display, you may enter the server name or IP address if known.)

When done, click OK. The application will launch and you will be connected to your main server
database.

Advanced

If you are using your own full version of Microsoft ® SQL Server 2000 or 2005, you will need to
install the database to the SQL Server you would like to host the database. The database
installation file may be found on the installation CD in the directory \Utilities\Seed.exe. Copy the
file to a directory of your choice on the machine hosting SQL Server. Once in the directory,
double click to execute the file and you will be presented with the following screen:
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Run Package

—3elect Database

This executable will create a new database, Please
choose the server and database vou would like ko create,

I

X

Mare Info... |

Server II{I-:u:aI]l j

' wWindows authentication

i 0L Server authentication

ser name I

Password I

™ Upgrade an existing database

% Make a database advanced. .. |

Database IRCO

Run Cancel

If you aren’t using the “(local)” default instance, you may type the name or IP address of the SQL
Server in the “Server” drop down box or you may click the down error to allow the application to
search for eligible servers. If you are using a non-default instance of SQL Server be sure to
include the instance name in your selection (i.e. MachineName\lnstanceName).

Leave the “Make a database” option selected and leave the database name as “RCQO”.

If you wish, you may specify an SQL Server security user name and password (with authority to
create new databases) instead of the default windows authentication. If you do not have admin
access to the SQL Server machine, this may be easiest.

If you would like to store the database files in directory locations other than the defaults, you can
change the file locations in the “Advanced” tab. Do not change the Collation on this screen.
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x

—Create New Database Opkions
Database folder: Iu::'l,pru:ugram filestmicrosoft sql serverimssql. 1Ymssqlldata
Log Folder: Iu::'l,pru:ugram files\microsoft sql serverimssql. 1imssglidata
Collakicn: ISQL_Latinl_GeneraI_CF‘l_CI_P.S j
Recovery model: | <server default> =
Compatibilicy level: ISQL Seryer 2000 j
Database size (MB: IIEI

0, Cancel

Click “Run.”
seed X
¥ou are about boinstall dakabase 'RCO' Are wour sure you wank
to conkinue?
Yes | Mo I
Click “Yes.”

Execution started x|

Package Mame:Seed

Creating Database (locallisglexpress:RCO

Cancel
After the database had been created you will see the following:
©2004-2008 RedBeam, Inc. Revised October 28, 2008
All rights reserved. Contents subject to software license agreement. Version 5.3.0

Contact us at www.redbeam.com Page 11



a0 Package executed successfully,

Click “Ok”.

For each client machine, open the application. When you open the application you will be asked,
“Will the data be stored on this machine?”” Click “No”. You will be asked to enter the user
ID and password for the server. This will be an SQL Server authentication user and password.
The login for this user must be in the SQL Server “securityadmin” and “dbcreator” roles to
administer security and backups inside the application. Granting “db_owner” access for the
database itself is sufficient to use the other features of the application. RedBeam highly
recommends the initial login be performed with a User ID having “securityadmin” and
“dbcreator” roles. Other users with fewer rights may be created using the administrative features
of the application.

Enter the login information in the User Information tab.

RedBeam Check In/Check ODut Login

User Information | b1=] =14

Lzer D Iga

PESSWDrd Ixxxxxxxxxx:1

Change Pazsward |

aF. Cancel |

Next click the Server tab.
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User Infarmation | Senver

Enter a Server name or IP address 50L Server Instance

! 4

Or  Search for Available Servers I and select one from the list

v Uze an SUL Server not installed by this applicahoré

aF. Cancel |

Click the “Use an SQL Server not installed by this application” checkbox. If you have not
already done so, click Search for Available Servers. Choose the server from the list box or type
the server name or IP address into the New Server field.

When done, click OK. The application will launch and you will be connected to your main server
database.

Opening the Application with User Security Activated
If this is not the first time you have launched the application and you have activated user security

(under Admin->Security), when you open the application you will be asked to enter one of the
user ID’s and passwords you have set up. To change your password, click Change Password.

User Information |

zer 1D Iga

Passwurd Ixxxxxxxxxxx

Change Pazsward |

k. Cancel |

Opening the Application without User Security Activated

If this is not the first time you have launched the application and you do not have user security
activated, you will be taken directly into the application.
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Registration

When the application is launched for the first time you will be asked to register the software.
You may register electronically over the internet, or you can contact RedBeam, Inc. at 877-373-

0390. If you choose not to register, the application will run in demo mode.

The Registration screens include four tabs including Customer, Reseller, Activation and Support.

Under the Customer tab, enter information about your company including company name, your

name, address, phone and email.

Registration

(=]

Customer | Rezeller | Activation
r— Company Information
Al fields are mandatory.

Company ]HedBeam, Inc.

First Mame ]Jnhn Last Mame ]Sm'rth

Strest |382E' Mansell Road, Suite 2808

City |Alpharetta State |GA ~| ZipCode [30022

Phone  [877-373-0930 Email |

[v¥ Please send me update and renewsl notices via email.

Cancel |

Mext

Under the Reseller tab, enter information about the company you purchased the RedBeam system
from including company name, your contact’s name, address, phone and email. This information
can be accessed later if you need to order additional licenses, upgrades, support or supplies.
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Registration @

Customer F'.eseller| Activation | Support
r— Reseller Infoarmation
~ Reseller |f-‘-.|:rr|e Barcode Solutions

First Mame |Saru:||a Last Name |Juhn5|:|n

Street |5570 Sandlewood Lane

City [Hollywood Sate [CA  v| ZipCode [33823
Phone |53¢555—2D38 Email |sandm.ju:uhnsu:un Facmebarcode .com

** fields are mandatory.

Back | Mext

Under the Activation tab, enter your product serial number and click Activate. If you have
internet connectivity, the Activation Key will automatically be populated by the system. If you do
not have internet connectivity, please call 877-373-0390 and provide one of our support
specialists the PC Unique ID displayed on the screen and your product serial number. They will
then verbally provide the activation key for your machine.

Registration E|

Customer | Reseller  Activation | Support |
—5Serial Mumber Activation

Flease enter the serial number found on the software CD jacket, and click the "Get

Activation Key™. This will transmit your registration to Redbeam
via the internet. If you do not have internet connectivity or would like to
buy more licenses, please call 877-373-0350.

PC Unigue D |: F33802DFBREACE

Activation Key ]FEH FAT-23-43-72-82-80

Senal Number |9CP-.FEI}D2E9: GE Activate

Back | Mext

Under the Support tab, enter your support contract serial number and click Activate. If you have
internet connectivity, the Activation Key will automatically be populated by the system. If you do
not have internet connectivity, please call 877-373-0390 and provide one of our support
specialists the PC Unique ID displayed on the screen and your support contract serial number.
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They will then verbally provide the activation key for your machine. You may enter multiple

support contracts to extend support for multiple years.

Registration

[=]

Customer | Reseller | Activation 5uppnrt|

—Support Activation

Activation Key I'IT-"EEDCMEEDEZE:E-#

Support Number |72F47B

To purchase support please contact your reseller () or call 384-555-2038

Activate

Back |

Finish

S ———————————
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Menu Overview

When the application is launched, there will be several tabs along the top of the screen that
indicate the main system functions. These include:

Master Data — enter basic data used by the rest of the system including items and locations
Transactions — check items in and out

Reporting — generate item, overdue, checked out, usage and transaction reports and print barcodes
Sync Handheld — sync the mobile computer with PC database (Mobile Edition only)

Admin — network, back up data, import data, purge, over-ride captions and implement user
security

Each time the application is opened, it will default to the Transactions tab and the Check Out
screen depicted below. You can move between each of the main system functions by clicking on
the desired tab. Under each of the main function tabs, you will notice sub-functions buttons along
the left hand menu. To access the sub-function, click on the button that describes it.

# RedBeam Check In/Check Out -10| x|
Exit Yiew Help
hdaster Data 1 AN st Reporing 1 Sync Handheld 1 Admin]
Check Dut i . -
eck Oul Update Time I 9 M0/2007 jl-lz_-l? = j Reference Mo I
Check In Room Employee
Fee Pay Ba“:':'del Loc1 j D I j
Feseme Descriptiunl Location 1 j Namel Wandelay, Art j
Reservations || >iect a Room: Item
(= My Company BarcodelTn
=l Legal Building Dessription [Fa A ol ﬁ
{ i Lo ation 1 I 0 Reavy L
- Location 2 Statusl Good j
L Loization 3
- Physical Plant Facilty 71 |
i Location ¢ Includes spare battery.
~Location 5
L Loization B
Project 1D Project & j Remove ltem | Add ke + |
e | Item Barcode | Item Description
4| | o
Print &
Receipt r %I /Llpdatel
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Function Bar

On most system screens, you will find a function bar that looks like this:

K< D@ (@] X[ M| e | G|

Find Firgt Prew. Mew Edit Copy Del Undo Mest Last

Barcode

The buttons perform the following functions:

ﬂ Find — Search for a specific record.

E.J First — Scroll to the first record.

i‘ﬂ Prev. — Scroll to the previous record.

Ql New — Create a new record.

ﬁl Edit — Edit an existing record.

Copy — Create a new record by copying existing record.
i@ﬁ Del. — Delete a record.

!l Undo — Undo the changes made to a record.

J'ﬂ Next — Scroll to the next record.

_HJ Last — Scroll to the last record.

ml Update — Commit record entries to the database.

Barcode — Print a barcode label.
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Master Data

The Master Data tab is where data used by the rest of the system is entered. If setting up the
system for the first time, the information under this function should be entered prior to working
with the item data section. As indicated by the buttons listed along the left hand side of the
screen, the following data is entered under master data:

Location — where the company structure including buildings and rooms are entered

Item — where items to be checked in and out are entered

Employees — where employee information is entered

Item Type — where item categories are created

Department — where departments are created

Purchasing — where purchasing lists are created for units of measure, vendors, manufacturers and
model numbers

Status — where items statuses are created

Project — where projects are created

# RedBeam Check In/Check Out -10| x|

Exit Yiew Help

Gl BT Transactions 1 Repuningw Sync Handheld 1 Admin]

1] fIri Description  [Big Heavy Diil

Item Main Item Information ] Check Out Information -‘I
Employes Item Type I Toals j Image ] IJzer Fields -]
ltem Type Uit of b eazure I Each j i
Department bd anufacturer I Biig Heawy Tools j
e | DWETS44G8 [

Status Hote

Project

[T Inactive
3 Rz [~ Stretch

WK< DB X] 5[N] /0o | wmm|
Find Mew Edit Copy Del. Undo
|tem Barcode 1D | [tem Dezcription | lkem Type
Big Heavwy Dl

Stapler Office Products Biox
bd otz Case Legal Files

B arcode
Unit of Measure | Manufacturer
Big Heawy Tools
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Location

The three organizational levels in the system are set up under the location function. The highest
level of the organization is the company. Once the company is set up, buildings can be added.
Once a building is set up, all of the rooms in the building can be added.

Company

To set up your company information, click on the Location button and select the Company tab.
The company is the highest organizational level in the system. Only one company can be
entered.

To create a Company, click on the New button and enter the information. When finished, click
the Add button.

To edit your company information, click the Edit button. When finished, click the Update button.

The side panel is a tree structure that allows you to view the buildings and rooms in the company.
You can expand or close the tree by clicking on the plus and minus icons next to the information
you want to view. Clicking on the building or room description displays more detailed
information.

# RedBeam Check In/Check Out - 0| x|

Exit Wiew Help
sk BV Transactions ] F{epnrtingw =whc Handheld ] Admin]

Location Select a Location ta Yisw or Edit: | Company | Building
[tem &- My Company [rezcripti
. phion
- Legal Buiding [My Cempany
Employee i Location 1
Item Type Location 2
: Location 3
D epartment &- Physical Plant Facilty
Purchasing Lacation 4 Shrest |1 23 Campany Blvd.
Location 5 I
Status - Location &
Project _ I
City IM u City
State I FL vIZip Code  [123451234
Phare |1 231231234

gﬁl“l‘ | El‘lxl >|H| W Update |

Find Edit Del Undo
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Building

To set up your buildings, click on the Buildings tab. A company can have any number of
buildings.

To create a new building, click on the New button and enter the information. When finished,
click the Add button.

To edit an existing building, select the building you want to edit from the tree structure, click on
the Edit button and update the information. When finished, click the Update button.

To delete a building, first be sure to move or delete all rooms and items assigned to the building.
Select the building you want to delete from the tree structure. Then click on the Delete button
and confirm the deletion when prompted.

To make a building inactive, click the Inactive check box. This will remove the building from
drop-down lists in system, but will keep the entry in building master data and reporting.

# RedBeam Check In/Check Out - 0| x|
Exit Wiew Help
sk BV Transactions ] Feporting 1 =whc Handheld ] Admin ]
Location Select a Location to View or Edit: Company | Building | Foom
Item 8- My Company Descrioti - =
. phion
& I__egal Building IFh_I.Jsu:al Flant Facility
Employee i Location 1
Item Type Location 2
Location 3
D epartment & Physical Plant Facilty
E— -~ Location 4 Strest | 1234 Building 2 Stieet
Location 5 I
Status - Location &
Project _ I
City IM u City
State I FL vIZip Code  [123451234
Phare |1 231231234
|mactive r
K<l DIF2@ X] > 9] v
Find Mew Edt Copy Del Unda
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Room

To set up rooms for a building, click on the Rooms tab. The room is the lowest organizational
level in the system. A building can have any number of rooms.

To create a new room, click on the New button and enter the information. If you are labeling
each room with a barcode, enter the barcode ID. You can print this barcode by clicking on the
Barcode icon in the tool bar. Be sure to enter the building in which the room is located. This is
mandatory. When finished, click the Add button.

To edit an existing room, click the Edit button and update the information. When finished, click
the Update button.

To delete a room, first check in any items that are checked out and assigned to the room. Then
move or delete all items assigned to the room. Finally, click on the Delete button and confirm the
deletion when prompted.

To make a room inactive, click the Inactive check box. This will remove the room from drop-
down lists in the system, but will keep the entry in room master data and reporting.
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Item
The Item tab is where all information is entered for the items you will be checking out.
There are two tabs at the top of the Item screen including:

Main Item Information — general information about an item
Check Out Information — settings that determine what happens when an item is checked out

When setting up items, you will first enter your Main Item Information and then Check Out
Information for use during check out and check in.
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Main Item Information

To create a new item, click on the New button and enter the information on the Main Item
Information tab. Enter the item ID (this must be the same as the item barcode), a description, the
item type, unit of measure, manufacturer, model number and notes if applicable.

Print a barcode label for this barcode ID by clicking on the Barcode button. Printer settings will
be the ones last selected in the Reporting -> Label Printing function.

Enter an image of the item by cutting and pasting it into the image field or by clicking the “Open”
folder icon and choosing an image file from a directory.

Enter up to five user fields by clicking on the User Fields tab. You can rename the user fields by
double clicking on the description of the user field you want to change. Descriptions for the user
fields are universal for all items in the system.

To edit an existing item, select the item you want to edit from the grid at the bottom of the screen,
click on the Edit button and update the information. When finished, click the Update button.

To delete an item, first be sure the item is checked in. Then click on the Delete button and
confirm the deletion when prompted.

To make an item inactive, click the Inactive check box. This will remove the item from drop-
down lists in the system, but will keep the entry in item master data and reporting.
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Check Out Information

On the Check Out Information screen you can add the serial number, the location the item will be
checked into and out of and the status of the item. If the item is checked out, the employee the
item is checked out to will display in the Checked To field.

In the Transaction Info sub-tab, enter information that will determine what happens when an item
is checked out including:

Transaction Fee — the fee to check out the item (if any)

Check Out Period — the unit of time with which the check out is measured

Period Quantity — the duration that the item is checked out for (for example, if check out period is
daily and the period quantity is 2, the item can be checked out for 2 days)

Overdue Period — the unit of time with which overdue time is measured (for example, day or
week)

Overdue Fee - the overdue fee charged per overdue period

Include Weekends — includes weekends in check out and overdue calculations

Allow Changes at Checkout — allows changes to be made to the item defaults during check out
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In the Purchasing Info sub-tab, enter a vendor, P.O. #, acquisition date and cost.

When finished, click the Update button.
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Employee

To set up your employees, click on the Employees button. An employee is the person responsible
for a checked out item. This could be a student, customer, or member of any group to which
items are checked out. If you would like to change the word “employee” to something more
descriptive for your organization, use the Admin->Caption Override function in the system.

To create a new employee, click the New button and enter the information. When finished, click
the Add button. If you are providing each employee with an Employee ID barcode to be used at
check out, you can print the Employee ID by clicking on the Barcode icon in the tool bar.

To edit an existing employee, click the Edit button and update the information. When finished,
click the Update button. Note: Altering the department an employee is assigned to will alter all
current and historical transactions records for that employee.

To delete an employee, check in any outstanding items and pay any outstanding fees before
deleting. Click on the Delete button and confirm the deletion when prompted. Historical data
including transactions made by the deleted employee will remain in the database for reporting
purposes.

To make an employee inactive, click the Inactive check box. This will remove the employee
from drop-down lists, but will keep the entry in employee master data and reporting.

You can view all of the employees by scrolling through the list on the bottom panel.
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Item Type

To set up your item types, click on the Item Type button. An item type is a category to which the
item belongs. Examples include files, videos, equipment, or tools.

To create a new item type, click the New button and enter the information. When using the
system to check out or check in your items with a barcode scanner, you have the ability to enter
additional information and notes about an item before adding it to the list to be processed. If you
do not need to enter any additional information during transactions and would like to streamline
the scanning process, put a check in the appropriate Scanning an item automatically adds it to a
transaction during Check Out or Check In check box. When finished, click the Add button.

To edit an existing item type, click the Edit button and update the information. When finished,
click the Update button.

To delete an item type, first disassociate the item type from any items on the item master data
screen. Then click on the Delete button and confirm the deletion when prompted.

To make an item type inactive, click the Inactive check box. This will remove the item type from
drop-down lists in the system, but will keep the entry in item type master data and reporting.

You can view all of the item types by scrolling through the list on the bottom panel.
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Department

To set up your departments, click on the Departments button. A department is not a physical
location like a building or a room. It is an area of responsibility like the accounting or the human
resources department. Employees are assigned to departments. When an employee checks out
items, the department they are assigned to also gets updated for reporting purposes.

To create a new department, click the New button and enter the information. When finished, click
the Add button.

To edit an existing department, click the Edit button and update the information. When finished,
click the Update button.

To delete a department, first reassign employees assigned to the department to a different
department. Then click on the Delete button and confirm the deletion when prompted.

To make a department inactive, click the Inactive check box. This will remove the department
from drop-down lists in the system, but will keep the entry in department master data and
reporting.

You can view all of the departments by scrolling through the list on the bottom panel.
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Purchasing

To set up your purchasing information, click on the Purchasing button. Purchasing includes units
of measure, vendors, manufacturers, and models.

Unit of Measure

To set up units of measure, click on the Unit of Measure tab. A unit of measure is the unit in
which an item is checked in and checked out.

To create a new unit of measure, click the New button and enter the information. When finished,
click the Add button.

To edit an existing unit of measure, click the Edit button and update the information. When
finished, click the Update button.

To delete a unit of measure, first disassociate the unit of measure from all items. Then click on
the Delete button and confirm the deletion when prompted.

To make a unit of measure inactive, click the Inactive check box. This will remove the entry
from drop-down lists, but will keep the entry in unit of measure master data and reporting.

You can view all of the units of measure by scrolling through the list on the bottom panel.
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Vendor

To set up vendors, click on the Vendor tab. A vendor is the company or organization from whom
the item was purchased.

To create a new vendor, click the New button and enter the information. When finished, click the
Add button.

To edit an existing vendor, click the Edit button and update the information. When finished, click
the Update button.

To delete a vendor, first disassociate the vendor from all items. Then click on the Delete button
and confirm the deletion when prompted.

To make a vendor inactive, click the Inactive check box. This will remove the vendor from drop-
down lists in the system, but will keep the entry in vendor master data and reporting.

You can view all of the vendors by scrolling through the list on the bottom panel.
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Manufacturer

To set up manufacturers, click on the Manufacturer tab. A manufacturer is the company or
organization that originally produced the item.

To create a new manufacturer, click the New button and enter the information. When finished,
click the Add button.

To edit an existing manufacturer, click the Edit button and update the information. When
finished, click the Update button.

To delete a manufacturer, first delete any model numbers assigned to the manufacturer and
disassociate items from the Manufacturer. Then click on the Delete button and confirm the
deletion when prompted.

To make a manufacturer inactive, click the Inactive check box. This will remove the
manufacturer from drop-down lists in the system, but will keep the entry in manufacturer master
data and reporting.

You can view all of the manufacturers by scrolling through the list on the bottom panel.
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Model

To set up model, click on the Model tab. A model is a specific kind of product made by a
manufacturer. If you assign a manufacturer to a model number, you will be able to limit the list
of model numbers to select from in your item record to those for the desired manufacturer.

To create a new model, click the New button and enter the information. When finished, click the
Add button.

To edit an existing model, click the Edit button and update the information. When finished, click
the Update button.

To delete a model, first disassociate items from the model. Then click on the Delete button and
confirm the deletion when prompted.

To make a model inactive, click the Inactive check box. This will remove the model from drop-
down lists in the system, but will keep the entry in model master data and reporting.

You can view all of the models by scrolling through the list on the bottom panel.
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Status

To set up item status information, click on the Status button. A status is used to indicate the
condition or state of the item. For example a status could be "New Condition", "Good
Condition", or "Poor Condition".

To create a new status, click the New button and enter the information. When finished, click the
Add button.

To edit an existing status, click the Edit button and update the information. When finished, click
the Update button.

To delete a status, first disassociate items from the status. Then click on the Delete button and
confirm the deletion when prompted.

To make a status inactive, click the Inactive check box. This will remove the status from drop-
down lists in the system, but will keep the entry in status master data and reporting.

You can view all of the statuses by scrolling through the list on the bottom panel.
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Project
To set up projects that items can be checked out to, click on the Project button.

To create a new project, click the New button and enter the information. When finished, click the
Add button.

To edit an existing project, click the Edit button and update the information. When finished, click
the Update button.

To delete a project, first check in any items associated with the project. Then click on the Delete
button and confirm the deletion when prompted.

To make a project inactive, click the Inactive check box. This will remove the project from drop-
down lists in the system, but will keep the entry in project master data and reporting.

You can view all of the projects by scrolling through the list on the bottom panel.
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Transactions

The Transactions tab is where items are checked out and checked in. The Transactions tab is
also where check out fees and overdue fees are paid.

Check Out — checks an item out of a location to an employee

Check In — checks an item back in to a location

Fee Pay — allows payment of check out or overdue fees owed by an employee
Reserve — reserves an item for an employee

Reservations — allows viewing or deleting of reserved items
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Check Out

To check out an item, click on the Check Out button on the left side of the Transactions screen.
The date and time of the transaction will default to the current date and time.
Optionally, a reference number such as an order number can be entered in the Reference No field.

The room from which the item is being checked out may be selected by scanning into the Room
Barcode field or by selecting the barcode ID from the drop-down list. Alternatively select a room
from the Select a Room tree structure or choose from the Room Description drop-down list.

The employee checking out the item may be selected by scanning the employee’s barcode into
the Employee ID field or by selecting the ID from the drop-down list. Alternatively, select the
name of the employee from the Employee Name drop-down list.

The barcode 1D of the item being being checked out may be selected by scanning the barcode into
the Item Barcode field. Alternatively, the item barcode or description can be found using the
search function. To access the search click the binoculars icon.

Specify the status of the item by selecting from the Status drop-down list. Notes specific to the
item may also be added in the Note field. These will display on the receipt and on the transaction
reports. If this item is being checked out to a specific project, select the project ID from the drop-
down list.
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If the Allow Changes At Check Out check box is checked in the item master record, the
Fee/Period Override box will be displayed during check out. The data in these fields will default
from the master record. If desired, enter a different period type, quantity, or fee. You may also
choose whether weekends count towards the time items are checked out.

To add to an item to this check out transaction, click the Add Item + button. The item will display
in the box at the bottom of the screen. You may add multiple items to a transaction before
completing it. You may also remove an item at anytime before updating the transaction by
clicking on the item in the box at the bottom of the screen and clicking the Remove Item - button.

# RedBeam Check In/Check Out -10| x|

Exit Yiew Help

hdaster Data -] AN st Reporing W Sync Handheld -] Admin]

Check Dut Update Time I 9 M0/2007 jl-lz:g-l = ﬂ Reference No I
Check In Room Employee
Fee Pay Ba“:':'del Locd j D I j
O Descriptiunl Lacation 4 j Namel Yandelay, Art j
Reservations Selzel @ fone Item
=1 My Campany Ban:u:udel'm
£ Legal Building Desciption e Tom D =2
i i Lacation 1 I ig Heawy Cri
-Location 2 Statusl j
Location 2 : :
5 Physical Plant Facility Mate ] Fee/Penod Ovemide

- Location 4 Pe'i':'dl D aily 'l v Include Weekends
-Location & ;
i Period Ok I
b LoCation B dl
Fee[s10.00
Project 1D Project & j Remove [tem — | Add [kem + |

[Due | Item Barcode | Item Description

1 | i
Frint &

i T X CATZES

Adding or removing items will update the Total fee at the bottom of the screen. If fees are due,
enter the amount the employee has paid in the Paid field. If paying more than the total, the
change due will display in the Change field. If a printed receipt is desired, placed a check in the
Print a Receipt check box.

When all of the items have been added, save the transaction by clicking the Update button. If the
Print a Receipt checkbox is filled, a receipt will be sent to the default printer.

The Clear button will reset all the data on the screen with the exception of the room.
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Check In
To check an item in, click on the Check In button on the left side of the Transactions screen.
The day and time of the transaction will default to the current day and time.

The room to which the item is being checked in may be selected by scanning into the Room
Barcode field or by selecting the barcode ID from the drop-down list. Alternatively select a room
from the Select a Room tree structure or choose from the Room Description drop-down list.

The barcode ID being checked in may be selected by scanning the barcode ID into the Item
Barcode field or by selecting the barcode ID from the drop-down list. Alternatively, the item
barcode or description can be found using the search function. To access the search click the
binoculars icon.

Specify the status of the item by selecting from the Status drop-down list.

Notes specific to the item may also be added in the Note field. These will display on the receipt
and on the transaction reports.
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Clear

To add to an item to this check in transaction, click the Add Item + button. The item will display
in the box at the bottom of the screen. You may add multiple items to a transaction before
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completing it. You may also remove an item at anytime before updating the transaction by
clicking on the item in the box at the bottom of the screen and clicking the Remove Item - button.

Adding or removing items will update the Total fee at the bottom of the screen. Fees will include
any unpaid check out fees and overdue fees for the items being checked in. If fees are due, enter
the amount the employee has paid in the Paid field. If paying more than the total, the change due
will display in the Change field. If a printed receipt is desired, placed a check in the Print a
Receipt check box.

When all of the items have been added, save the transaction by clicking the Update button. If the
Print a Receipt checkbox is filled, a receipt will be sent to the default printer.

The Clear button will reset all the data on the screen (with the exception of the room).
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Fee Pay
To pay a fee, click on the Fee Pay button on the left side of the Transactions screen.

You may select the employee paying the fee by scanning the employee’s barcode into the
Employee ID field or by selecting the ID from the drop-down list. Alternatively, select the name
of the employee from the Employee Name drop-down list.

Fees to be paid for that employee will be grouped in the grid in the middle of the screen. Fees
will include any unpaid check out fees and overdue fees.
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The total fees due for the employee will display in the Total field at the bottom of the screen. If
fees are due, enter the amount the employee has paid in the Paid field. If paying more than the
total, the change due will display in the Change field. If a printed receipt is desired, place a check
in the Print a Receipt check box.

Save the transaction by clicking the Update button. If the Print a Receipt checkbox is filled, a
receipt will be sent to the default printer.

©2004-2008 RedBeam, Inc. Revised October 28, 2008
All rights reserved. Contents subject to software license agreement. Version 5.3.0
Contact us at www.redbeam.com Page 42



Reserve
To reserve an item, click on the Reserve button on the left side of the Transactions screen.
Optionally, a reference number such as an order number can be entered in the Reference No field.

The room from which the item is being reserved may be selected by scanning into the Room
Barcode field or by selecting the barcode ID from the drop-down list. Alternatively select a room
from the Select a Room tree structure or choose from the Room Description drop-down list.

The employee reserving the item may be selected by scanning the employee’s barcode into the
Employee ID field or by selecting the ID from the drop-down list. Alternatively, select the name
of the employee from the Employee Name drop-down list.

The barcode ID of the item being reserved may be selected by scanning the barcode into the Item
Barcode field. Alternatively, the item barcode or description can be found using the search
function. To access the search click the binoculars icon.

The length of reservation is assigned by selecting the Reserve From and Reserve To from the
drop-down list.
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Notes specific to the item may also be added in the Note field. These will display on the receipt
and on the transaction reports. If this item is being reserved to a specific project, select the
project ID from the drop-down list.
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To add to an item to this reserve transaction, click the Add Item + button. The item will display
in the box at the bottom of the screen. You may add multiple items to a transaction before
completing it. You may also remove an item at anytime before updating the transaction by
clicking on the item in the box at the bottom of the screen and clicking the Remove Item - button.
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When all of the items have been added, save the transaction by clicking the Update button. If the
Print a Receipt checkbox is filled, a receipt will be sent to the default printer.

The Clear button will reset all the data on the screen with the exception of the room.
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Reservations

To view a reservation, click on the Reservations button on the left side of the Transactions
screen.

The side panel is a tree structure that allows you to view the reservations for employees. You can
expand or close the tree by clicking on the plus and minus icons next to the information you want

to view.
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Delete the reservation by clicking the Delete button. Click on the Delete button and confirm the
deletion when prompted.
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Reporting

To access the reporting features of the system, click on the Reporting tab. There are four
different categories of reports available. They include:

Master Data — a list of data entered under the master data tab of the system

Item Data — reports on checked out/in items, overdue items, item usage, and item and rental value
Transactions — detailed information about item transactions

Label Printing — label printing functions

Click on the button on the left side of the menu to select the desired report category.
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Report Generation Overview

For each category of reports, you will select a report type, scope and grouping. Once the report
type, scope and grouping are selected, click the Print button. The selected report will display.

To print a hardcopy of the report, click the printer button on the left side of the menu bar.
Exit

x & ¢ 7= [0z | |||~s q | 1 of1 an“!ﬁ

To export a copy of the report, click the Export Report (envelope) icon to the right of the printer
icon.

To display or hide the report structure to the left side of the page, click the Toggle Group Tree
icon to the right of the Export Report icon. When this tree structure is displayed, clicking on any
level in the tree will display the selected section in the report.

To move from page to page within a report, use the right and left arrow buttons to the right of the
printer icon.

To search for specific information in a report, click on the Search Text (binocular) icon and enter
the desired information.

To exit out of the report and go back to the application, click on Exit at the top left of the report,
or click the X in the to right hand corner of the report.

Exporting the Report Data

Once the report type and scope are selected, select the radio button to export to Excel or to a Text
File and click the Export button.

Expaort | & Eucel © TextFile

You will be asked to name and save the file on a directory on your computer. Once the file is
saved, you will be asked if you would like to open the file.
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Master Data Reports

Master data reports provide a detailed list of data entered under the master data tab of the system.
To access the master data reports, click on the Master Data button on the left side of the menu.
Select from the following report types by clicking the radio button next to your selection:

Building List — a list of all buildings

Room List —a list of all rooms

Item List — a list of all items

Item And Barcode — a barcoded catalog of items
Item Type List — a list of all item types
Vendor List — a list of all vendors
Manufacturer List — a list of all manufacturers
Model List — a list of all models

Employee List — a list of all employees
Department List — a list of all departments
Status List — a list of all statuses

Project List — a list of all projects
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Once the report type is selected, you can narrow the scope of the report by selecting one or more
Filter Options. Within each filter option, you can choose either “All” or “Selected” records. To
choose specific records, click “Selected” and put a check mark next to the desired records by
clicking in the appropriate check boxes. Use the Select All and Deselect All functions to make
selecting the specific records easier.

To group the data in the reports, you may select values from the drop-down lists at the bottom of
the screen. You may also decide to display the data in descending order.

If additional data is available to be displayed in the reports, you can check the boxes of the data
you would like to see in the report under the Display Options section.

When finished, click the printer icon. To export to Excel or a Text file, select the appropriate
radio button at the bottom of the screen and click Export.
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Item Data Reports

Item data reports provide detailed information about checked out items, checked in items,
overdue items, item usage, item value and rental value. To access the item data reports, click on
the Item Data button on the left side of the menu. Select from the following report types by
clicking the radio button next to your selection:

Checked Out — a list of items checked out

Checked In —a list of items not checked out to employees

Overdue — a list of items overdue

Usage — a report detailing how often items are used

Item Value — a report detailing the value of items based on cost in the item master
Rental Value — a report detailing check out and overdue fees charged for items
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Once the report type is selected, you can narrow the scope of the report by selecting one or more
Filter Options. Within each filter option, you can choose either “All” or “Selected” records. To
choose specific records, click “Selected” and put a check mark next to the desired records by
clicking in the appropriate check boxes. Use the Select All and Deselect All functions to make
selecting the specific records easier.

To group the data in the reports, you may select values from the drop-down lists at the bottom of
the screen. You may also decide to display the data in descending order.
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If additional data is available to be displayed in the reports, you can check the boxes of the data
you would like to see in the report under the Display Options section.

When finished, click the printer icon. To export to Excel or a Text file, select the appropriate
radio button at the bottom of the screen and click Export.
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Transaction Reports

The Transaction reports list date and time stamped records of transactions. To access the
transaction reports, click on the Transactions button on the left side of the menu. Select from the
following report types by clicking the radio button next to your selection:

Check Out — item check out detail

Check In — item check in detail

Reserve — item reservation detail

All Transactions — a list of all transactions in date and time stamp order
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Once the report type is selected, you can narrow the scope of the report by selecting one or more
Filter Options. Within each filter option, you can choose either “All” or “Selected” records. To
choose specific records, click “Selected” and put a check mark next to the desired records by
clicking in the appropriate check boxes. Use the Select All and Deselect All functions to make
selecting the specific records easier.

To group the data in the reports, you may select values from the drop-down lists at the bottom of
the screen. You may also decide to display the data in descending order.

If additional data is available to be displayed in the reports, you can check the boxes of the data
you would like to see in the report under the Display Options section.
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When finished, click printer icon. To export to Excel or a Text file, select the appropriate radio
button at the bottom of the screen and click Export.
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Label Printing

To access the label printing functions, click on the Label Printing button.
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What to Print

When printing labels, you can enter the value of the barcode you want to print (Single Label),
print from data you have already entered in the system (From Master Data) or print a series of
sequentially numbered labels (Sequential Printing).

If you select Single Label, enter the value of the barcode you want to print and the total number of
labels to be printed.
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If you select From Master Data, first choose the radio button to print either item, room or
employee ID barcodes. Then select the printing scope by clicking the list icon under Scope to
Print. The total number of labels to be printed will display.

Single Label | From Master Data Sequential Printing |
I the Barcode Print; Scope to Print; # of Labelz to Print;
% Jbem 1D Select IDz 3
" Boom D | ta Print
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If you select Sequential Printing, enter barcode value with which you would like to start and end.
You can enter a prefix that will be printed on all labels. You can also determine the number of
digits after the prefix by checking the Leading Zeros check mark and entering the total number of
digits desired. The number of labels to be printed will calculate automatically. If you would like
to increment the barcodes more than one at a time, enter the increment in the Increment field. If
the start value was 10 and the incremental was 2, the next several labels to print would be 10, 12,
14 and so on.

Single Label | From Master Data “ Sequential Printing

Frefiz |-"-"-N | Start|1 | End |1E1 | Increment
Leading Zeroes W # af Digitz # aof Labels ta Print

Above the Barcode Print

For all printing, you can choose to print Fixed Text above your barcode. You may enter this text
in the First Line and Second Line fields. Delete the sample text if you do not want to print
anything above the barcode or uncheck the check mark to the right of the field.

If you are printing From Master Data, you can choose to either print Fixed Text or From Field by
selecting the appropriate radio button. If you print From Field, the item or location description
will print above the barcode rather than fixed text.
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Media

Print barcodes to a standard laser printer by selecting one of the RedBeam forms from the Select
Label Type drop down list, or if using a barcode label printer, choose the size desired. If using a
RedBeam form, select the starting column and row where printing will begin on the sheet.

Change the height (H) and width (W) of the barcode by selecting from the dropdowns under
Barcode Size section.

Select the font for the label by clicking on the Select Font button.

Media Barcode Size '
SelectLabel Type | RedBeam Fom #RE-L480 (1.} ~ | [1ooz  <]H
Starting Column # I'| Starting Fow # i'] I-||:||:|3; > ! "W Select Font

Select the font for the label by clicking on the Select Font button. Change the height (H) and
width (W) of the barcode by selecting from the dropdowns under Barcode Size section.

When finished, click printer icon. You will preview the label sheet before printing. On the
preview sheet, click the printer icon to print.
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Sync Handheld

The Sync Handheld tab is where you sync the data between the PC and the scanner. This feature
is only available in the Mobile Edition of the software.

To sync, place the scanner in the cradle and wait for Microsoft ® ActiveSync to connect. Then
click on the Sync With The Handheld button on the bottom of the screen.

The system will first detect if upgrades are needed for your mobile software and install them.

The program will then check to see if there are transactions on the scanner to be downloaded to
the PC. The blue bars moving on the left side of the screen will indicate the download of these
files. If there are no files on the scanner, a message will pop up to notify you of this. If there are
records on the scanner, they will be downloaded to the PC.

The program will then send all of the master data on the PC to the scanner to insure that the data

is up to date. The blue bars moving on the right side of the screen will indicate the upload of
these files.

# RedBeam Check In/Check Out - 10| x|

Exit Help
baster Data “I Transactions “I Feporting 1 1 Adminﬂl
rapplication [nstall
Werifying the prezence of a handheld Ingtaling handheld application
| |
~[ata Sync
Preparing tranzaction download files an the handheld Preparing data upload files on the PC
| I
Downloading the ranzaction files to the PC [Iploading the data filez to the handheld
| |
Saving the downloaded transactions |Jpdating the handheld databaze
| |

Sync | & SyncMaster Data
With The 3
Handheld
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Admin

To access the administrative features of the system, click on the Admin tab.
The administrative features include:

Network — networks database for use on multiple computers

Label Setup — allows for creation of new label sizes

Backup — backs up and restores database

Import Data — imports item and master data into the database

Purge Database — purges the database of item and master data records
Caption Override — changes master data titles throughout the system
Security — allows creation of users and roles that limit access in the system

# RedBeam Check In/Check Out o ]

Exit Help
hdaster Data 1 Transactions 1 Feporing 1 Swnc Handheld Admin

Hetwork

~To network this machine to another SQL Server:

Label Setup Enter a server name or IP address
Backup 127.001
Import Dats Or Search for Available Servers User ID Isa
Purge D atabase and select one from the list: Password Ixxxxxxxxxxx

Caption Override

SecLrity

Cumrent Server
127 0.01%RCO
Cumrent Uszer

2a

Where iz my server?

[~ Usze an 50L Server not installed by this application z pdate |

Mwindows Firewall Ports

I EDpen lozal windows firewall ports for SOL communication with clent machines. Portz will only
ibe opened for the local network [subnet),
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Network

If you are using a multi-user version of the software and would like to network PCs together,
click on the Network tab. The network function allows you to network your system by pointing
the application on your desktop to a database on another PC or server.

If you have not already installed the software on the PC or server that will house the central
database (referred to as “server” in the rest of this section), please do so before continuing. Open
the application on the server. You will be asked, “Will the data be stored on this machine?”
Click *“Yes”. This will create an instance of the Express version of Microsoft’s SQL database
that comes with and is used by this software. You do not need a full version of Microsoft ® SQL
to use this software. Once this is done, go back to the PC that you would like to network to this
“server” database.

On the PC that you want to network, enter the server where your data is stored. Do this by
clicking the Search for Available Servers button. When clicked, the system will look for other
RedBeam Check In/Check Out™ databases on your network. The server you just installed on
should display in the box. Click to select it. (Alternatively, you may enter the server name or IP
address.)

When finished, click the Update button. The data in the application will instantly by updated
with the data in the newly selected database.

# RedBeam Check In/Check Out - 0] x|

Exit Help
MasterData] Transactions ] F{epmingw swnc Handheld ] W

I ~ o network this machine to another S0L Server:
Label Setup | Enter a server name of IP address
Backup | |12?_n_n_1

Import Dats | Or Search for Available 5ervers User ID Isa

Purge D atabase | and zelect one from the hst: Password I xxxxxxxxxxx

Caption Overide

I

Security

Current Server
127 0.0.1%RCO

Cumrent Uzer

£4

Where iz my server?

[T Use an S0L Server not installed by this application z |pdate |

Fwfindows Firewall Ports

¥ EDpen lozal windows firewall ports for SCL communication with client machines. Porte will only
ibe opened faor the local network. [subnet).
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Advanced

If you are using your own full version of Microsoft ® SQL Server 2000 or 2005, you will need to
install the database to the SQL Server you would like to host the database. The database
installation file may be found on the installation CD in the directory \Utilities\Seed.exe. Copy the
file to a directory of your choice on the machine hosting SQL Server. Once in the directory,
double click to execute the file and you will be presented with the following screen:

Run Package x|

This executable will create a new database. Please
choose the server and database vou would like to create,

I
Mare Info... |

—5elect Dakabase

Server II{I-:u:aI]l j

e windows authentication

(& S0L Server authentication

ser marne I

Passwiord I

™ Upgrade an existing database

¥ mMake a database advanced. .. |

Database IRCO

Fun Cancel |

If you aren’t using the “(local)” default instance, you may type the name or IP address of the SQL
Server in the “Server” drop down box or you may click the down error to allow the application to
search for eligible servers. If you are using a non-default instance of SQL Server be sure to
include the instance name in your selection (i.e. MachineName\lnstanceName).

Leave the “Make a database” option selected and leave the database name as “RCQO”.

If you wish, you may specify an SQL Server security user name and password (with authority to
create new databases) instead of the default windows authentication. If you do not have admin
access to the SQL Server machine, this may be easiest.

If you would like to store the database files in directory locations other than the defaults, you can
change the file locations in the “Advanced” tab. Do not change the Collation on this screen.
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x

—Create New Database Opkions
Database folder: Iu::'l,pru:ugram filestmicrosoft sql serverimssql. 1Ymssqlldata
Log Folder: Iu::'l,pru:ugram files\microsoft sql serverimssql. 1imssglidata
Collakicn: ISQL_Latinl_GeneraI_CF‘l_CI_P.S j
Recovery model: | <server default> =
Compatibilicy level: ISQL Seryer 2000 j
Database size (MB: IIEI

0, Cancel

Click “Run.”
seed X
¥ou are about boinstall dakabase 'RCO' Are wour sure you wank
to conkinue?
Yes | Mo I
Click “Yes.”

Execution started x|

Package Mame:Seed

Creating Database (locallisglexpress:RCO

Cancel
After the database had been created you will see the following:
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@ Package executed successfully.

Click “Ok”.

Once the file is attached, check the Use a SQL Server not installed by this application check box
at the bottom of the screen.

# RedBeam Check In/Check Out - 10| x|

Exit Help
baster Data “I Transactions “I Feporting 1 Swnc Handheld Admin

Metwork

~To network this machine to another SQL Server:

Label Setup Enter a server name or IP address Y SOL Server Instance
Backup 127.0.0.1 |
Import Data Or Search for Available Servers I User ID Isa
Purge D atabase and zelect one from the list: Password Ixxxxxxxxxxx

Caphon Owveride

Security

Current Server
127.0.01%RC0
Current User

23

Wwihere iz my server?

v Use an SEL Server not installed by this applicatior: z pdate |

Windows Firewall Ports
v Open local windows frewall ports for SOL communication with client machines. Portz will only
be opened for the local netwark, [subnet).

If you have not already done so, click Search for Available Servers. Choose the server from the
list box or type the server name or IP address into the New Server field. When finished, click
Update.
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Why isn’t my server found?

There are several reasons why you may not see your server when clicking the “Search for
Available Servers” button:

You haven’t installed or opened the application on the server yet:

The application must be installed and initiated on the server machine before your workstation can
connect to it. If you have installed on the server, but you haven’t opened the application on the
server, the workstations will not be able to connect.

Your server is not on the same subnet as the workstation:

If your server is connected through a router, is in a different domain, is in a different workgroup,
etc., it may not appear. You must manually enter the IP address or computer name of the server
to connect. The computer name of the server can be found in the “System” application which is
found in the windows Control Panel classic view of your server machine.

Your server is obstructed by a firewall:

This application is not designed for traffic through an unsecured network and should not be used
in that context. The application is designed to automatically open ports (on the local subnet only)
in the Windows operating system firewall (which ships with Windows XP). This firewall should
not be your problem. If (for some reason) you have another internal firewall within a secure
network, you will need to open two ports to allow the application to communicate. SQL Server
uses UDP port 1434 to establish connections from SQL Server 2000 clients. (This socket number
is also reserved for SQL Server by Internet Assigned Number Authority (IANA).) SQL also
listens on a TCP port. The default number for a default instance is 1433, the official IANA
socket number for SQL Server. In our case, we are using a "named instance" of SQL Server, and
this port number may have been dynamically assigned when the instance was first started. To
determine the port that our instance of SQL Server is listening on, you can use a Network Setup
utility that was created by the SQL Server installation (wrapped in our installation).

For SQL Server 2000, this can be found on the server machine at "\Program Files\Microsoft SQL
Server\80\Tools\Binn\SVRNETCN.exe". When you open the SVRNETCN application:

1. Onthe "General" tab, select the "Instance(s) on this server" =
<name of computer>\RCO

2. Under "Enabled protocols:", click TCP/IP and then click
properties.

3. The "Default port:" will be displayed.

Both this TCP port and the UDP port 1434 will need to be opened within your firewall.

For SQL Server 2005, open the SQL Configuration Manager utility from Start Menu>All
Programs>Microsoft SQL Server 2005.

1. Inthe left hand pane, select “SQL Server 2005 Network
Configuration” and then select “Protocols for RCO.”
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2. Inthe right hand pane, right click “TCP/IP” and then click
Properties.
3. For “IP Addresses” read the “TCP Dynamic Ports” value.

Both the “Dynamic Ports” value and the UDP port 1434 will need to be opened within your
firewall.
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Label Setup

Label Setup allows you to create new label types that are added to the drop down list of available
label types under Reporting->Label Printing.

The system comes with many standard label sizes which are listed in the grid at the bottom of the
screen. If you see the size you want, select it, click Edit and uncheck the Inactive check box.

To create a new label type, click New. Enter the name you would like to give the label type, the
brand of the label and the label or form number if applicable.

Select the print orientation and the media type.
Enter the dimensions and other characteristics of the label. A preview of the label will display on
the top right side of the screen. Red indicator lines will help you to understand which dimension

you are changing.

When finished, click Update. The label type will now be available in the Label Type drop down
list on the Reporting->Label Printing screen.

# | RedBeam Check In/Check Out
Exit Help

MasterData} Tranaan:tinna} F{epartingw SyncHandheld ]

Metwark Lab=l Type ILaI:ueI Printer [autosense label gap)
Label Setup Brand ||3 J——

Mumber Ia— Inactive T

— Print Orientation
Imzort D ata _andscape [reverse

¥ Porrat = dimensiors from aclual page
Purg= Databaze shen entering ther below)

Zaption Overide | [~ t=dia Type
= Conthuous [Label Printes
SecLrity € Shest & Jollz. Far-fold, et |

— Label Dimenzions [in nchesz)
Top Maain il 005 Labe “wicth Fage Width |2 12 a5

Lek baain 0.0g 005 Labe Height Fage Height |4 11

MNumber Acrozz Harizantal Fitch
= ¥ Auto-cakulate

MNumber Down Yerical Pkeh 4 1.6 (Bue = Default Value.

K¢ DR w[ X »H] v e |

Find Hew Edit Copy Del Undo

Label Tupe
Label Piinter [autozense label gap] | Gerneric

| =hal Bivbar N2 basaimea Ishal Aaml

£ 11T
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Backup

Because this software uses a Microsoft ® SQL database, you cannot simply copy the database file
to create a backup. RedBeam has added this Backup feature to automatically handle the
additional processes required to make a backup copy of the database. If you use a tape drive back
up, you will likely want schedule a backup that will place a copy of the database in one of the
folders backed up by your tape drive.

To create or schedule a back up of the database, click on the Backup tab. Be sure to access this
application from the computer where the database is located. If the database is located on a
server, please access this application on the server.

From the tree structure in the Backup section, select the folder where you would like the database
backed up. If you use a tape drive backup, select a folder that is included in the tape backup.

To perform an immediate backup, click the Backup Now button. To schedule a backup, select the
Daily or Weekly radio button in the Schedule section, choose the time each day or week you
would like the backup to occur and click the Schedule It button. This will set up the SQL backup
job.

To restore a backup database, click the ellipse (...) button in the Restore section and select the
appropriate file. WARNING: Restoring the database causes all current data to be replaced
by the data in the backed up database. If you would like to replace the data, click Restore.

# RedBeam Check In/Check Out -10| x|
Exit Help
hdaster Data 1 Transactions 1 Feporing 1 Sync Handheld jlﬁm
Mebwork ~Backup
Label Setup Folder IE:\Pngram Filez'RedBearn®
#0 que B
-5 Real
Import Data FJE? Redbean
Purge D atabase [#-{3) Asset Tracking
i i -5 Check In Check Out
Laption Overide B+-{5) Inwentory Tracking
Security -3 RedBearn Back Office
{7 Ukilities J
--{[7) Remate Display Control
-5 Raxio
FH-{C5) Satellite Farms Runtime
B-{0) SonicWALL hd
~Schedule
& Daily  weekly I'I2:DEI:DEI .-“-‘-.Mﬁ Schedule It Backup How |
—Restare
Fie | o |
Waring: Restoring the database causes current data to be replaced
by the data in the backed up database.
Restore |
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Import Data
To import data into the system, click on the Import Data tab.

Data is imported into the system using Microsoft ® Excel spreadsheet templates. To download a
template, select the table desired under the Choose Table section by clicking on it. Then click the
Create Excel Source File from Template button. Select the folder you want to save the file in and
remember where it is being saved. Name the file and click save.

When the source file opens, enter the data you want to import. You can save and open the source
file as many times as necessary to enter all of the data.

When data entry into the source file is completed, close the spreadsheet. Click the Choose Source
File button, select the source file and click Open.

Note: It is recommended that all other master data be imported before importing items, since
data in the item records is dependent on the other master data.

# RedBeam Check In/Check Out - 10| x|

Exit Help
MasterDataﬂl Transactions “I Repnningw Swnc Handheld “I

Metwork Choosze Table
Label Setup endor Step 1: Select the table to be imported by clicking on the
appropriate table button.
Backup pit OF Measure Step 2 Click the Create Excel Source File from Template Button.
_ Step 3 Select the folder where pou want o save the source file,
Import Data Item Type name the file and click Save.
P Datab Step 4 When the zource file opens, enter the data you want o
urge Database t anufacturer import. You can save and open the source file as many imes as
Caption Dverid neceszamn to enter all of the data.
SR HETICE td ndel Step & When data entry into the source file iz complete, click the
; Choogze Source File button, select the source file and click Open.
Security Slatus
|| Item |
Employes
[repartment
Froject
Create Excel Source File from Template
Chooze Source File
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Review the data you are about to import by scrolling through the preview table. When satisfied
with the results, click Proceed. You will have an opportunity to review the import on the next
screen before committing the changes to the database.

# RedBeam Check In/Check Out - 0| x|

Exit  Help

MasterData] Transactions ] F{epnrtingw =wnc Handheld ]

Metwork, Confirm
Label Setup Pleaze review the data vou are about to import by zorolling through the table below, When zatizgfied with |«
the rezultz, click Proceed. “'ou will have an opportuniby bo review the import on the nest zocreen before
Backup commiting the changes to the database.
_ Mate: During the import, the syzterm will reject duplicate records or records that do not have data in ﬂ
Import D ata

AutodddCheckin | AutodddCheckOut |Item Type
Fepair Tools
Caption Oweride b achinemn

Purge D atabase

Security

<- Back | Proceed |

Note: During the import, the system will reject duplicate records or records that do not have
data in required fields, such as the ID fields. It will also reject records that include master data
entries that do not match the master data already in the database. For example, if manufacturers
that are not already entered in the manufacturer master data are imported in an item import,
items with the invalid manufacturers will be rejected. Errors on invalid records will not impact
the import of valid records.

The Result screen will list the records that were added and those that failed. If you are satisfied
with the results that were added, click Finish to commit the data to the database. If you are not
satisfied with the results that were added, click Roll Back to remove the data from the database.
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# RedBeam Check In/Check Out - 10| x|

Exit  Help
MasterDataﬂl Transactions “I Repnningw Sync Handheld “I

MHetwork Fresult
Leliel Sl s Fesul |AutodddCheckin | AutodddCheckOut | ltem Type
Backup |0k FALSE FALSE Repair Tools

Ok FALSE FALSE M achinemn

Purge Database

Caption Owveride

Security

o Added: 2 @ Rolled Back: 0
6 Failed: 1]

Total: 2 Roll Back | Firizh |

Note: Data will fail to be imported for a number of reasons. The reason for failure will be listed
next to the ID of the failed record. Failure normally occurs if required fields, such as ID fields
are left blank, or if data the record to be imported depends on are is incorrect, such as entering
an invalid manufacturer when importing an item. Entries too long for a given field will be
truncated. Entries in the wrong format, like a date field or a state postal abbreviation will be set
to a system default.

©2004-2008 RedBeam, Inc. Revised October 28, 2008
All rights reserved. Contents subject to software license agreement. Version 5.3.0
Contact us at www.redbeam.com Page 69



Purge Database

To access the purge database functions, click on the Purge Database tab. Under certain
circumstances it is convenient to purge the database of all or selected data.

IMPORTANT: Once data is purged from the system, it cannot be recovered. Use this
function carefully.

To purge data in the system and start fresh with a clean database, click Select All. To select
specific tables, please a check mark next to the desired table to be deleted.

Note: Because some tables are dependent on others, if you select certain tables, tables dependent
on those selected will also be purged as indicated by the check boxes.

When finished selecting, click Purge.

-io/x
Exit Help
taster Data ] Transactions ] Feporting 1 =whc Handheld ]ﬁm
Metwark Trangaction Table
Label Setup [ Transactions
Backup Master Tables Table [ Purge Resul i
Import Data ¥ Lacation
¥ Item Type
Caption Owerride ¥ Unit OF Measure
Security v hodel
v Manutacturer
v endor
v Statug
¥ Employee
¥ Department
v Praject
Purge |
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Caption Override

To access the caption override functions, click on the Caption Override button on the left side of
the menu.

Caption override allows you to change master data to better match the needs of your organization.
To change the term, enter your desired term in the New Term field and click Update. Exit and

reopen the application for the changes to take effect. The new term will be updated in all areas of
the system including master data, transaction, reporting and admin.

# RedBeam Check In/Check Out - 10| x|

Exit Help
baster Data “I Transactions “I Feporting 1 Swnc Handheld “Iﬁm
Metwark Select a new term to substitute in the application for the labeled term
Label Setup
Default Term Mew Term Current Term
Backup
Company IDrganizatiun IEu:umpan_l,l
|rmpart D'ata -
Building IWarehuuse IBuiIding
Purge Databaze
= Floom ILu:u:atiu:un |F|cu3m
Caption Overr...
Emplayee IEIiend IEmpIuyee

' IJpdate |
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Security
To access the security functions, click on the Security button on the left side of the menu. User
security is not automatically active in the system. By default, it is disabled. To enable user

security, click the Enable Security for the Application check box. The user ID and password that
were created when the software was installed is the administrative user and password.

User

To create additional users for the system, click the User tab. Click the New button and enter the
user 1D, first name, last name, password, phone, and email. You can give this user the ability to
update user security for other users by clicking on the User Security And Database Restore
Access check box. You must also assign a user a role. The system default is Administrator. You
may set up other roles under the Roles tab. When finished, click the Update button.

To edit a user, click the Edit button and update the record. When finished, click Update.

To delete a user, click on the Delete button and confirm the deletion when prompted. The user
will be erased from any related records. A user may not update or delete their own user ID.

To make a user inactive, click the Inactive check box.

You can view all of the users by scrolling through the list on the bottom panel.

# RedBeam Check In/Check Out - 10| x|

Exit  Help
taster Data “I Transactions “I Feporting 1 Swnc Handheld “Iﬁm
Network [+ Enable Security for the Application
Label Setup m Foles ]
Backup User ID [dsmith Phone  [404-243-1625
Import 03t First Name IDebbie Email Idsmith@cumpany.cnm
P D atab P ‘ .
BESREE Lt ISmlth = Uzer Securty And Database Restore!
Caption Oyverride Password I xxxxxxxxxxx Brocess
Werfy Pazsword I xxxxxxxxxxx
Role I Manager j [ Inactive
FK|<| o= R] > [M]_oueee | G
Fird Mew Edit Copy Del. Unda Barcode
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Role

To create other roles, click the Role tab. Click the New button and enter the name of the new
role.

To limit user functions click the Functions button. From the tree structure, select the areas of the
application that you would like users with this role to access. You may choose the type of access
by selecting from the drop-down list to the right of the function. Although options may be
limited for some functions, you may choose from:

None — hides the function from the user to prevent access

View — gives the user the ability to only view data

Edit — gives the user the ability to edit, but not the ability to add or delete records
Full — gives the user full access

# RedBeam Check In/Check Out o ]

Exit Help

MasterDatajl Transactions 1 Repuﬂing) Swnc Handheld jlﬁm

Network [+ Enable Security for the &pplication

Label Setup Users lm

Backup Fole

|Manager| [T Inactive
Irmport Data
= PC Interface 1=
filisclbioishsy Locations taster Data Full
Caption Overide - Transactions Full
Reporting Full
t Gync Handheld Full
& Admin Ful
= Handheld Interface
b Check Out Full
b CheckIn Full —
- Hiztaru Full j
H k< | D|EB|w|X] > [ M| o e | |
Find Mew Edit Copy Del Undo Barcode

Adrinistrator

b anager
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To limit access to locations click the Locations button. From the tree structure, uncheck the
locations that you do not want a user with this role to access.

# RedBeam Check In/Check Out - 10| x|

Exit Help

MasterDataﬂl Transactions “I Repnningw Swnc Handheld “Iﬁm

Network [+ Enable Security for the Application

Label Setup Users lm

Backup Fole [Manager [" | Inactive

|rmpart D'ata

Functionz

[ Location Access

| »

filigelbiol ke Locations E| by Compary

5--E| Legal Building
L Location 1

Caphon Owveride

- Location 2

¢ e Location 3
[ Physical Plart Facility

AREEEERERE

------ Location 4
o Location 5 b
b Location B ll
W ki< D(EF|X] 5[] o | wmm|
Find Mew Edit Copy Del. Undo Barcode

Adrniniztrator

bd anager

When finished, click the Update button.
To edit a role, click the Edit button and update the record. When finished, click Update.

To delete a role, click on the Delete button and confirm the deletion when prompted. A role may
not be deleted if it is assigned to a user.

To make a role inactive, click the Inactive check box. This will remove the role from the drop-
down lists in the system, but will not alter existing users assigned to the role.

You can view all of the roles by scrolling through the list on the bottom panel.
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Registration

The Registration screens include four tabs including Customer, Reseller, Activation and Support.

Under the Customer tab, enter information about your company including company name, your

name, address, phone and email.

Registration

(=]

Customer | Reseller | Acth
— Company Information
All fields are mandatory.

Company ]HedBeam. Inc.

First Mame ]Jnhn

Last Mame ]Sm'rth

State | GA v] Zip Code |30022

Email |

¥ Please send me update and renewal notices via email.

Street ]382{} Mansell Road, Suite 2808
City |Alpharstta
Phone  [877-373-0930

Cancel |

Mext

Under the Reseller tab, enter information about the company you purchased the RedBeam system
from including company name, your contact’s name, address, phone and email. This information
can be accessed later if you need to order additional licenses, upgrades, support or supplies.

Registration

=

Customer  Reseller | Activation

r— Reseller Infoarmation

~ Reseller ]f-‘-me Barcode Solutions

First Mame |Saru:||a

Last Name |‘J':‘h”5':""

State |CA v] Zip Code [33323

Street |5570 Sandlewood Lane
City | Hollywood
Phone  [984-555-2038

** fields are mandatory.

Back |

Email 1sandm.juhnsnn@amebarcude.mm

Mext
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Under the Activation tab, enter your product serial number and click Activate. If you have
internet connectivity, the Activation Key will automatically be populated by the system. If you do
not have internet connectivity, please call 877-373-0390 and provide one of our support
specialists the PC Unique ID displayed on the screen and your product serial number. They will
then verbally provide the activation key for your machine.

Registration @

SUPEOrt |

Customer | Reseller Activation

—Serial Mumber Activation

Flease enter the senial number found on the software CD jacket, and click the "Get
Activation Key”. This wall transmit your registration to Redbeam

via the internet. If you do not have internet connectivity or would like to

buy maore licenses, please call 877-373-0350.

PC Unigue D IE!"???D.?_E-:EEE-

Activation Key ]FJH FAT-ZI43-72-82-80

Senial Number jHCAFEEEEﬁCEE Activate

Back | Mext

About

The About menu shows information regarding RedBeam Check In/Check Out™ including the
version number.

'-""
/ RedBeam Check

redbeam

In/Check Qut
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Section 3: Using the Mobile Computers

If you are using the Mobile Edition of the software, the mobile computer portion of RedBeam
Inventory Tracking™ is loaded during the initial sync with the handheld which is described under
the Sync Handheld section of this manual. Once the installation is finished, re-sync to complete
the upload of master data.

To use the program on the mobile computer, go to Start->Programs and click the Check Out In
icon.

Login

If user security is active, you will be presented with the Login screen. Select your user ID, enter
your password and click OK.

Main Menu
Functions on the main menu include Check Out, Check In, Reserve and History.

To access a function, click the button with that function name.

Check In/Check Du Yy 4% 16:22

PedBeam Checle
In/Check Out

Check Out
Check In

Reserve

History

Exit
“ersion 50,0
Copyright 2005-2007 RedBearmn, Inc,

©2004-2008 RedBeam, Inc. Revised October 28, 2008
All rights reserved. Contents subject to software license agreement. Version 5.3.0
Contact us at www.redbeam.com Page 77



Check Out
1.To check out items, scan the barcode of the location you would like to receive into.

Note: You can also select a location from the location tree structure, which is accessed by
clicking the drop down menu.

2.Scan or enter the 1D of the employee checking out the item.

3.Optionally, you can enter a reference number using the keypad.

4.1f you use projects, enter the project this item will be assigned to using the drop down.

5.1f you use statuses, enter the status of the item.

6.Scan the barcode ID of the item you would like to check out or key in the barcode ID.

7.1f this item allows changes at check out, click the check mark to access the Fee/Period tab.
8.If desired, click the Note or Fee/Period tab and make adjustments.

9.When finished, click the + button to add the item. Add all of the items for this transaction and
click Update.

You can clear any field on this screen by clicking the Clr button.

Check Out - Check I &F £ 6:36

11j22/05 = | 6 :35:00 PM Mo
Location || ace | |
Employee [aq Clr
RefMNo 11234 Clr
Project  |Project & -
Skatus Good -
em |1 W1 cir

Check Out | Note

Item Barcode

Location Barcode

Exit

| e
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To enter notes, click the Notes tab.

Check Out - Check I &F £ 6:37

Includes spare battery,

Check Out

MNote

Location Barcode

Item Barcode

Exit

| Memy

If changes for the item are allowed at check out, click the Fee/Period tab and make the desired
changes. The tab is activated by clicking the check mark next to the item on the Check Out tab.

Period
Period Oty
Fee

Check Out - Check ¥ = 05:50

Doaily
1 |-

10 | cr |
Include Weekends

Check Out

Mote | Fee,/Period

Location Barcode

Item Barcode

Exit

| e
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If fees are charged during check out, a fee pay message will pop up when Update is clicked.
Enter the amount being paid. If the amount is not exact, the amount still due or the change will
be displayed.

1122§05 | 63500 PM My

Location  [Locq | o

Fee Paid
Difference
|
Location Barcode |Il:em Barcode
ko |Locd TI1

4 4
Bt [[lNew] + ]| Undate
]
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Check In

1.To check in items, scan the barcode of the location you would like to receive into.

Note: You can also select a location from the location tree structure, which is accessed by

clicking the drop down menu.

2.0ptionally, you can enter a reference number using the keypad.

3.If you use statuses, enter the status of the item.

4.Scan the barcode ID of the item you would like to check out or key in the barcode ID.

5.If this item allows changes at check in, click the check mark and a Fee field will display. Make
any desired fee adjustments in the Fee field.

6.When finished, click the + button to add the item. Add all of the items for this transaction and

click Update.

You can clear any field on this screen by clicking the Clr button.

Check In - Check In &F % 7:06

112205 | 7 :04:537 PM Mo
Location [ qce | x|
RefMNo 11234 Clr
Stakus Good -
em |1 W cr

Check In | Moke

Location Barcode

Item Barcode

Exit

| Menwy
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To enter notes, click the Notes tab.

’
)

{?;1 Check In - Check In & 4% 7:07

Includes spare battery,

Check In | Mote |

Location Barcode Item Barcode

| Memy

Exit

If fees are charged during check in, a fee pay message will pop up when Update is clicked. Enter
the amount being paid. If the amount is not exact, the amount still due or the change will be
displayed.

11/22{05 | 7 :04:00 PM M

Location  [Laed |

Transaction Fees

Difference $0.50

|New| + || Lpdate
]

Exit
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Reserve
1.To reserve items, scan the barcode of the item location.

Note: You can also select a location from the location tree structure, which is accessed by
clicking the drop down menu.

2.Scan or enter the 1D of the employee reserving the item.

3.Optionally, you can enter a reference number using the keypad.

4.1f you use projects, enter the project this item will be assigned to using the drop down.
5.Select the reserve from and to dates for the item.

6.Scan the barcode ID of the item you would like to reserve or key in the barcode ID.
7.1f desired, click the Note tab and add comments.

8.When finished, click the + button to add the item. Add all of the items for this transaction and
click Update.

You can clear any field on this screen by clicking the Clr button.

#2 Reserve - Check In Yy < 16:32
= x

Location  [Loce | Clr
Ernployee [aq Clr
Ref Mo [1234 Clr
Project  |Project &

From | g f10/07 |12 |00j00|AM
To lgfiojo7 «|11|se|oo|em
ltem |11 Cir

Check Out | Note

Location Barcode Item Barcode

Exit . ey - Update }

Bl
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To enter notes, click the Notes tab.

©2004-2008 RedBeam, Inc.

.fwr /|Reserve - Check In Ty o2 16:33
i, X

Check Out

MNote

Location Barcode

4 1l

Item Barcode

Exit

. Mevw

3
- Update

] 8
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History

The transaction history allows you to review and amend your mobile computer data file before
uploading to the PC.

You can scroll up and down the record list using the scroll bar on the right side of the screen. The
most recent record will be on the top.

You can scroll left and right to view additional information about the transaction including the
reference number.

If you have made an error in scanning, you can select the record and delete it by clicking on the
Delete Row button on the bottom of the screen. If you want to delete all records, click the Delete
All button.

To exit the transaction history, click Exit.

Note: When you upload to the PC, all transactions will be removed from the mobile computer.

Check In/Check Oul &Y 4% 7:00

Item Barcode

Delete Row | Delete all | Exit
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Resetting the Scanner

Performing a Soft Reset

A soft reset restarts the terminal and saves all stored records and entries.

Caution: Files that remain open during a soft reset may not be retained. DO NOT perform a soft
reset if the terminal is suspended. Press the power button to wake the terminal; if the terminal

does not turn on, perform a soft reset.

To perform a soft reset, please consult your scanner user manual.

Performing a Hard Reset

A hard reset also restarts the scanner but erases all stored records and entries. Therefore, never
perform a cold boot unless a warm boot does not solve the problem.

To perform a hard reset, please consult your scanner user manual.
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