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Property Inventory Scanner Instructions 
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*You are now ready to begin scanning the barcodes on the equipment. 

*Aim at the barcode and press the yellow button or scan button on the 
scanner.  When the barcode has been recognized, you will hear a beep.* 
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You can scan as many tags as you need but make sure when taking a 
break or if finished for the day, click on Submit. If you don’t click submit, 
the asset scanned may be lost and will need to be rescanned.  
 

 
 

*When your scanning has been completed, please make sure you return 
the scanner to Property Management. Once Property Management receives 
the scanner, they will send your report of the items scanned and will notify 
you if you have any pending items to scan. Make sure all assets have serial 
numbers and locations as you will not be able to proceed with submitting 
your Annual Certification, if they are blank.  *If all items have been verified 
with their appropriate information, Property management will notify you to 
move forward in submitting and approving your Annual Certification.   

 

If you have any issues or need help with the scanner, please feel free to 
send us an email to baelp-asset.accounting@ttuhsc.edu. 

 

 


