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PRINTING ITEM BARCODES

Barcodes Types
You can print the following types of barcodes:

= Quantities

= Labels
= Tags
= Lijst

Available Barcode Sections

Barcodes are available from the following sections of our web site:
=  Order History
= Shopping Lists
= Reports

= Keychain Barcode Scanner

Printing Barcodes from Order History

To print barcodes from Order History:
1. Login to the web site, if you have not already done so.
2. Click My Order.
3. Click Order History.

Supplies & Small
Equipment

Item Code Qty:

[ 1©

Enter More

Order from History
Browse Supplies
Speed Entry

Sales & Promotions

Shopping Lists

My Order

4. Click Print Barcodes.

Order from History

Weint Barcodes

Items Purchased Orders Add to Order »

Narrow Results by: Category | Manufacturer | Redemption Offers | Starts With

Page 4 Printing Barcodes User Guide



5. Click the desired barcode type.

Items Purchased Barcode Reports

Note: If you have a large number of products within vour Items Purchased list, these reports may
take a few minutes to display.

Get -‘\-L-Ll b To view PDF files, you need to have Adobe Acrobat Reader &, Click here for a free
N

Select a barcode report type to display products within your Items Purchased list.

nt a I|=t of item quantity barcodes to scan item quantities.

¥ parcode Labels: alchabetically / cate
Print barcode labels for 'cduc.s listed in ycur Items Purchased list. We recommend using
Avery 5160, 5260, 5810, 5960 labels for printing.

Y parcode Tags: zlch cally
Print barcode tags for products in your Itemc Purchased list.

¥ parcode List: zlphabetically / cateqory
Print barcode rep it for prcdu:.s in your Items Purchased list.

U4 Barcode List with Image: »
Print barcode repert with image for

ducts in your I ems Purchased list.

6. Click Print.

[T 11 @& @®[om - = g -

Scanning a Quantity Barcode:

To add multiple quanties of the same itam to your order, first scan the product item code
and then scan 1 or more quantity values listed below.

Note: Several quantity barcodes may be scanned for @ single product. If you choose not to
scan a quantity value, the quantity will default to the settings noted within your ordering
prefarences which will be set to "1 or "the last guanbity ordered”.

7. Select the desired printer, select "None” for Page Scaling and click OK.

Print r'5_<|

Printer

Mame: |><en:|x Phaser 62000P (Metwork) j Froperties

Status:  Ready Comments and Forms:

Type:  Xerox Phaser 6200DP |D0cument and Markups j

Print Range Preview: Composite

& Al 5 85 4

O Current view e

e — NOTE: Please select “None” for Page

r [ : r . . .
TR Scaling. Otherwise, Avery Labels will

Subset: ' ' j .
< [N g [1(l] 1] not align correctly.

I~ (I 1 -1 ot alig 2 Y

Pans Handi =1 B 11111 e 11}
age Handing [ Ll 11111 e 111 1}
Copies: 1 = = = = - -

Vg Rl 1071l 111111 e 17111}
- 111101l 1111 1 e 1111}
11 1T 111 1 e 1}
811111y 111 e 1T

Page Scaling:

I™ Auto-Rotate and Center

™ Choose paper source by PDF page size e 1111}
|— b
Docurment: 5.5 11.0in
[ Print ta file

Paper: 8.5 x 11.0in

141
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Printing Barcodes from Shopping Lists
To print barcodes from Shopping Lists:

1. Click My Order.
2. Click Shopping Lists.

Supplies & Small
Equipment

Item Code Qty: N
I o

Enter More

Order from History

Browse Supplies
Speed Entry

les & Promaotions

Shopping Lists

My Order

3. Click View/Modify.

Shopping Lists

Create, view or modify a shopping list of items you buy on a regular basis or keep track of items you may want to purchase

at a later date.

Lists: (1) Sort By: | Shopping List Mame

Shopping List Name Created By User ID Last Modified
user guid SMITH /20/2010

Create New List »

Create New List »

4. Click Print Barcodes.

Shopping Lists: Modify

Shopping Lists = Shopping Lists: Modify

Mame: user guid

Created by: SMITH

Revised on: 6/24/2010
Sharing Option: Do Not Share

5. Click the desired barcode type.

Shopping List Barcode Reports

Mote: If you have a large number of products within your shopping list 'user guid’, these reports may
take a few minutes to display.

Please see our User Guide for printing instructions and tips.

Select a barcode report type to display products within your Shopping list.

W Item Quantity Barcodes
Print a list of item guantity barcodes to scan item guantities.

& Barcode Labels: alphabetically / cateqory / sequence entered
Print barcode labels for products listed in your shopping list 'user guid'. We recemmend using
Ayery 5160, 5260, 5810, 5560 labels for printing.

W Barcode Tags: alohabetically / cateqory / sequence entered
Print barcode tags for products in your shopping list 'user guid'.

W Barcode List: alphabetically / cateqory / sequence entered
Frint barcode report for products in yvour shopping list 'user guid'.

W parcode List with Image: alphabetically / cateqory / sequence entered

Print barcode report with image for products in yvour shopping list 'user guid'.

Page 6

Printing Barcodes User Guide



6. Click Print.

[T | @®[ee- i

Scanning & Quantity Barcode:

To add multiple quanties of the same itam to your order, first scan the product item code
and then scan 1 or more quantity values listed below.

Hote: Sevaral guantity barcodes may b scannad for & single product. If you ehoose not to
scan a quantity value, the quantity will default to the settings notad within your ordering
preferences which will be set to "1 or "the last guantity ordered”.

|

1l 111

* | IMIAR T

7. Select the desired printer, select "None” for Page Scaling and click OK.

Print

Printer

Mame: |><er0x Phaser 62000F (Metwork)

Status: Ready

Type:  Xerox Phaser 6200DP
Print R.ange

+ all

" Current view
~

j Properties

Comments and Forms:

o |
Subset:
r

Page Handling
Copies: 1 El: 2

Page Scaling: Mo

‘// Rl 1071l 111111 e 17111}

™ Auto-Rotate and Center

[" Choose paper source by PDF page size
r

[ Print ta file

Printing Tips

X

|D0cument and Markups j

Preview: Composite
kE 85

e

Ao

Docurment: 5.5 11.0in
Paper: 8.5 x 11.0in

141

— NOTE: Please select “None” for Page
Scaling. Otherwise, Avery Labels will
not align correctly.

Printing Barcodes from Reports

To print barcodes from Reports:

1. Click My Account.
2. Click Reporting.

My Account

Statements & Payments

Account Summary/Open
Transactions

Statements B Invoices
Auto Pay

Orders
Order Status

Returns

Reporting
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3. Click New Report.

Reporting

Create historic reports of items purchased in minutes. Check the status of processing reports via the Refresh link or view
completed reports in yvour browser or Excel. To check the report criteria, a link is provided. Once you create a report, you

can access it below for up to 50 days.

Reports: (4) Sort By: | Date Created v

New Report »

4. Click Barcode and click Next.

New Report

Select an option to create a new report below. 2ll requests will be processed within several minutes.

Checlk back to the previous pages, Reporting to view requested and completed reports.

Report Selection:

Backordered
List of items purchased with status of open, backorder, ship, or cancel.

@Barcode
Print barcode report for products in vour Items Purchased list.

(@) Chemical Inventory Report
List of items purchased with an MSDS.

5. Click the desired barcode type.

New Report

Select a barcode report type to display products within your Items Purchased list.

M 1tem Quantity Barcodes

Print a list of item quantity barcodes to scan item quantities.

M Barcode Labels: alchabetically / cateqory
Print barcode labels for products listed in Items Purchased list. We recommend using Avery 5160, 5260, 5810, 5560
labels for printing.

& Barcode Tags: zlghabetically / category
Print barcode tags for products in your Items Purchased list.

M Barcode List: alohabetically / category
Print barcode report for products in your Items Purchased list.

M Barcode List with Image: zlphabetically / cateqory
Print barcode report with image for products in vour Items Purchased list.

6. Click Print.

[T i1 @& @®[em- o g -

Scanning @ Quantity Barcode:

To add multiple quantities of the same itam to your arder, first scan the product item code
and then scan 1 oF more quantity values listed below.

Hote: Several guantity barcodes may be scanned for & single product. If you choose not to

scan a quantity value, the quantity will default to the settings noted within your ardering
preferences which will be set bo "1° or "the last guantity ordered”.

b

=
—
—
=
—
—
=
o
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7. Select the desired printer, select *"None"” for Page Scaling and click OK.

Printer

Mame: |><er0x Phaser 62000P (Metwork) ﬂ Properties

Status: Ready Comments and Forms:

Type: Xerox Phaser 6200DP |Document and Markups j
Print R.ange Preview: Composite

+ all K a5 4

" Current view
~
(" [ .

. I
Subset O WL
r - i I
- ~ 0L DI~ TR
9 9 L]

Copes: [1 = | T - DL~ D0
- «[ = B« TN
Page Scaling: S

— NOTE: Please select “None” for Page
Scaling. Otherwise, Avery Labels will
not align correctly.

. =l <1
Auto-Rotate and Center .

™ Choose paper source by PDF page size
r

Ao

Docurment: 5.5 11.0in
Paper: 8.5 x 11.0in

141
Cancel

[ Print ta file

Printing Tips

Printing Barcodes from Keychain Barcode Scanner
To print item barcode quantities:

1. Click My Account.
2. Click Keychain Barcode Scanner.

Site Administration

Account Administration
Contacts

User Profiles
Office Locations
Budgets
My Redemption Reminders

Keychain Barcode Scanner

3. Click the desired barcode type.

Keychain Barcode Scanner

Welcome to our new and easy to use Keychain Barcode Your Keychain Barcode Scanner is
Scanner-just Point, Click and Scan currently disabled.

Here is what you will need:

System Requirements:
s Internet Explorer 4.0+ Download Here
& Serial port: Windows 98, 2000, ME, %P

Hardware Requirements: B Enable Scanner

® Keychain Scanner ‘B Setup Instructions
® USB or Serial Cable

Bl User Guide
Need to order the keychain Already Own the Keychain Barcode
Barcode Scanner? Scanner?
To order the Keychain Barcode Scanner or for more If you have already purchased the Keychain
information on how this new device can make your Barcode Scanner, simply click the 'Enable
ordering process simpler, please contact your Henry scanner’ button below. Enabling your scanner
Schein Cental Sales Consultant. will provide you with the one-time installation of

the scanner's barcode reader.

Enable Scanner »

Print a list of Item Quantity Barcodes
t Barcode from a Shopping List
Print Barcodes from vour items purchased

[EIEIE
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4. Follow the above instructions for Order History and Shopping Lists.
5. Click Print.

l.j [T i1 @& @®[em- o g -
8

Scanning @ Quantity Barcode:

To add multiple quantities of the same itam to your arder, first scan the product item code
and then scan 1 of more quantity values listed below

Hote: Several guantity barcodes may be scanned for & single product. If you choose not to
scam a quantity value, the quantity will default to the settings noted within your ordering
prefarences which will be sat to "1 or "the last guanbity orderad”.

S 11111 T 111 e 11
g 110 11 1111

6. Select the desired printer, select "None” for Page Scaling and click OK.

Print P§|

Printer
Mame: |><en:|x Phaser 62000P (Metwork) j Froperties
Status:  Ready Comments and Forms:
Type:  Xerox Phaser 6200DP |D0cument and Markups j
Print Range Preview: Composite
& Al 5 85 4
O Current view e
A\Y ”
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! T Scaling. Otherwise, Avery Labels will
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Paper: 8.5 x 11.0in
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NoTE: For more information on the Keychain Barcode Scanner, see the Keychain Barcode Scanner User
Guide available from the web site online help.
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