TEXTBOOK BAR CODE

 PROCEDURES
Enclosed is a copy of the textbook bar code procedure. Each campus is asked to follow these guidelines when new materials are received on a campus.

Please call the Textbook Warehouse with any questions at ext. 21680.

Textbook Bar Code Procedure

The following are guidelines pertaining to bar coding student textbooks.  Textbooks need to be bar coded once they have been received into a campus inventory.

1. When materials are delivered to the campus the campus textbook coordinator, or a designated staff member, needs to be available to help count in the materials.  Any discrepancy in the item count should be resolved between the campus staff member and the person delivering the order.  Any shortage or discrepancy should be clearly noted on the textbook requisition form.  This count is important because it will be charged to the campus inventory.  

2. Before the staff member delivering the materials leaves the campus, both the designated campus staff member and the delivery staff member must sign the paperwork.  A copy will be provided to the designated campus staff member.  This copy should be filed in the campus textbook binder.  The delivery staff member will also provide a copy to the Textbook Warehouse for their files.  

3. Once materials have been received on a campus they must be bar coded.  

To bar code consistently throughout the district each student book will have a bar 

code placed in the same location.

Note:    Each bar code number is represented twice on the bar  

   code label sheet.  Each student book will have two bar 

   code labels placed on it with the same bar code number.  

4. Place the student book face down on the table.  Looking at the back cover of the textbook, place the first bar code in the bottom left hand corner of the book.  Do not cover the ISBN number.  Choose the bottom right hand corner of the book if this would occur. 

5. To place the second bar code, open the back cover of the book and locate the last page with writing.  Place the bar code on the opposite page in the bottom right hand corner.  This is usually a blank page.  Do not cover any writing when placing the bar code.

6. Once the bar codes have been placed on the book it can be assigned to a student.

Teacher Edition Bar Code Procedure

The following are guidelines pertaining to bar coding teaching materials.  Teacher kits need to be bar coded once they have been received into a campus inventory.

1. When materials are delivered to the campus the campus textbook coordinator, or a designated staff member, needs to be available to help count in the materials.  Any discrepancy in the item count should be resolved between the campus staff member and the person delivering the order.  Any shortage or discrepancy should be clearly noted on the textbook requisition form.  This count is important because it will be charged to the campus inventory.  

2. Before the staff member delivering the materials leaves the campus, both the designated campus staff member and the delivery staff member must sign the paperwork.  A copy will be provided to the designated campus staff member.  This copy should be filed in the campus textbook binder.  The delivery staff member will also provide a copy to the Textbook Warehouse for their files.  

3. Once materials have been received on a campus they must be bar coded.  

To bar code consistently throughout the district each teacher edition will have 

a bar code placed in the same location.  If a teacher edition is part of a kit, take 

the teacher edition out and place a bar code on it.

Note:  Each bar code number is represented twice on the bar code label sheet.

4. Place the teacher edition face up on the table.  Looking at the front cover of the teacher edition, place the first bar code in the bottom left hand corner of the book.  Do not cover any writing.  

5. Place the second bar code on a copy of the component list of the teacher edition.  Place the name of the teacher on the component list and have the teacher sign the list.  The bar code number will represent all pieces in the teacher edition.  The component list should be placed in the textbook file.

6. Once the bar codes have been placed, it can be assigned to a teacher.

