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Section 1: RFID Scanner Check Out Procedure

The university uses RFID scanning devices to perform the
annual equipment inventory. The device will detect all assets
with an attached RFID tag using radio signals. Users only
need to perform a scan in each room to detect the assets
that are located in the immediate vicinity.

Please fill out this form to request a date and time to check
out an RFID scanner to perform the annual equipment

inventory: https://go.eiu.edu/rfidcheckout

e Scanners can be picked up at the Business Office
located in Old Main, room 1137.

e Allscanners will need to be returned to the Business
Office by 4:15 PM every day.


https://go.eiu.edu/rfidcheckout

Section 2: Performing the Annual Equipment Inventory
1) Open the RFTrack app

RFTrack

EEED

zDemo zConfig.. zMonitor  PTT Ex...

o
o

Google Play Sto...

e EO
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2) Login
User: corresponds to the scanner number written on

the bottom left side of the scanner.
e.g.) handheld1, handheld2, handheld3, or handheld4
Password: Panther1895



3:24PM & © nel

RFTrack. V%30

‘ Ehandheld4 ’

{ Q- J & Panther1895

Save Username

LOG IN

EJ SHOW CONNECTION INFO

3) Select ‘Asset Inventory’

ASSET LOCATOR ADD NEW ASSET

ASSIGN ASSET

TAG SETTINGS
LOCii?é?QNTAG TAG READER
TR};SNSSEI;I-ER ABOUT
LOGOUT



4) Choose the building and room number being

inventoried.

Note: If you receive a notification that the room has already been
inventoried, please select Resume Inventory (selecting Start New

Inventory will reset any previous inventory progress for that room)

This Location has already been Inventoried
since the 03/31/2024 Inventory Start Date

Last Inventoried Date
09/20/2024

Last Inventoried By
handheld3

Assets Found
16

Assets Not Found
0

Extra Assets Found
0

START NEW INVENTORY

< RESUME INVENTORY

CANCEL




5) Once on the Inventory Summary page, hold the trigger

down to begin a scan.

Note: Please open all cabinet doors and drawers in the room before
scanning.

Note: Please ensure the scanner is in RFID scan mode and not
barcode mode. The ‘RF’ selector at the top right of the screen needs
to be the color orange.

Note: If you leave a room being inventoried, select Save & Close
before leaving.

2:36 PM 3 3:22PM i3

Location Assets

Location Assets x

EIU-Old Main-1137 EIU-Old Main-1137

SAVE & CLOSE SAVE CANCEL SAVE & CLOSE SAVE CANCEL

SUMMARY FOUND EXTRA NOT FOUND SUMMARY FOUND EXTRA NOT FOUND

INVENTORY SUMMARY INVENTORY SUMMARY
EXPECTED: 17 EXPECTED: 17
NOT FOUND: 6 NOT FOUND: 6
FOUND: 12 FOUND: 12
EXTRA: 0 EXTRA: 0
TOTAL: 18 TOTAL: 18

. Small ) Small

POWER LEVEL:180 Cubicalv POWER LEVEL:180 Cubicalv




5a)

The Summary tab displays the expected number of

assets assigned

to the selected room. The summary tab also displays the assets not
yet found in the room, the assets found via an RFID scan, and other
extra scanned tags that are not assigned to the selected room.

Please adjust the RFID scanner’s power level to an appropriate scan

range depending on the room’s environment.

2:36 PM &3 2:36 PM

Location Assets Location Assets

EIU-Old Main-1137 EIU-Old Main-1137

SUMMARY FOUND EXTRA NOT FOUND SUMMARY FOUND EXTH

INVENTORY SUMMARY INVENTORY SU Auditorium
EXPECTED: 17 EXPECTED: Large Classroom
NOT FOUND: 6 NOT FOUND:

Small Classroom
FOUND: 12 FOUND:
EXTRA: 0 EXTRA: Small Office
TOTAL: 18 TOTAL:
POWER LEVEL:180 POWER LEVEL:180 il

Cubical

There are five power options. Please use the following chart to

determine the optimal power level setting depending on the size of

the room being scanned:



Room Environment Appropriate Power Level

Small cubical less than 100 Small Cubical

square feet

Small office space less than 400 | Small Office

square feet

Small classroom less than 700 Small Classroom

square feet

Large classroom less than 1,500 | Large Classroom

square feet

Auditorium or large room greater | Auditorium

than 1,500 square feet

5b)
The Found tab displays the assets found during the RFID scan.

Note: All RFID asset tags will display as a 12-digit number beginning with
612010. For example, an asset with a tag number of 207763 will display as
612010207763 on the scanner. You may need to swipe left on the Found

screen to view the scanned tag numbers.



3:37PM 3 3:38PM

Location Assets Location Assets

EIU-Old Main-1137 EIU-Old Main-1137

SAVE & CLOSE SAVE CANCEL SAVE & CLOSE SAVE CANCEL

SUMMARY FOUND EXTRA NOT FOUND SUMMARY FOUND EXTRA NOT FOUND

Asset

TaglD Location N
IComputer Dell CTO 3520 i5-1145G7

612010200044

<
Swipe Left

5c)

The Extra tab will display all scanned tags that were not assigned to

the selected room.

Note: The RFID scanner may detect other RFID signals not emitted from RFID
tags and display them in the Extra tab. If the scanner displays a TagID that

does not begin with 612010 please disregard it.
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3:44PM &

Location Assets

EIU-0Old Main-1137

SUMMARY FOUND EXTRA NOT FOUND

TaglD
o 612010210039

0 Compact Cargo Van 612010212471
e 9440 BTX Base 612010210813
P00 612010210566

5d)

The Not Found tab will display assets assighed to the selected room

that have not yet been scanned in this room or another room.

3:44 PM 8

Location Assets

EIU-Old Main-1137

SAVE & CLOSE SAVE CANCEL

SUMMARY FOUND  EXTRA NOT FOUND
TagID

iplex 7010 SFF 612010206288

0 3520i5-1145G7 612010207895

0 3520 i5-1145G7 612010200000

612010200408
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Manually Marking Inventory as Found

If an asset is off campus or unreachable you can manually mark an

asset as found.

e Inthe Not Found tab, tap and fold on the asset you want to
manually mark as found until this menu appears:

10:27 AM &2 L |
View Details ]
Image

Add Comment

i

Proximity Locator
FOUND

Last Found/Extra Inventory
Mark as Found
Computer Dell CTO 3520 i5-1145G7

Computer Microsoft Surface Pro 2

e Tap ‘Add Comment’ and provide a comment on why the asset
cannot be scanned.

10:27 AM 2

View Details

Image

Add Comment

Proximity Locator

5 :
@ -

Last Found/Extra Inventory

Mark as Found
Computer Dell CTO 3520 i5-1145G7

Computer Microsoft Surface Pro 2
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e Once acomment has been written, tap ‘Mark as Found’ to

manually mark an asset as found.

10:27 AM & nwil

View Details

Image

Add Comment

Proximity Locator H

Last Found/Extra Inventory

Computer Dell CTO 3520 i5-1145G7

Computer Microsoft Surface Pro 2 g

6) When you have completed scanning the selected room

select Save & Close.

3:34PM & ©

Location Assets

EIU-Old Main-1137

SAVE & CLOSE SAVE CANCEL

SUMMARY FOUND EXTRA NOT FOUND

INVENTORY SUMMARY
EXPECTED: 9
NOT FOUND: 3
FOUND: 16
EXTRA: 0
TOTAL: 19
POWER LEVEL:180 Saih -
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Section 3: Looking Up Your Current Inventory Status

To see which inventory items need to be found you will need

to run a report on the RFTrack web application.

e On a computer, please go to this link:

https://eiu.rftrack.com/Login.aspx

inLogic

(®Login
Username

= User: Guest
= Password: Panther1895
e Once logged on select the reports icon on the left side

of the screen, then select Report Builder.

14


https://eiu.rftrack.com/Login.aspx

RFTrack

Report Builder
N QUICK LINKS

Asset List B current Inventory

Assets by Category
Assets by Location
Assets by Model L
Assets by Department
Asset Detail (1)

Locations Inventory History

Assets With Images (3) Assets by Inventory Status Assets by Inventory Progress
IT Asset Detail —— 10503

Asset Lifespan

Lease Ending
New Assets

Tag ID Changes

Asset Location Changes

Asset Changes

Location With Image
IN

Asset Inventory Detail W Mot Inventoried W Overdue W Up-To-Date
Asset Inventory Status

Inventories Due

Missing Assets

Location Inventory Metric

inlogic . ...

e On the left side of the screen are options to select the

inventory status for each current asset custodian.

HOME » REPORTS » AD HOC > REPORT BUILDER
Report Builder ® 2Records  Selected Report: Custodian Inventory Status - Hutchinson, Michael [ Private @

Report B Saveas. @belete [ Export @

Custodian Inventory Status - Gourley Fischer,
Danny

Choose Report Columns...
Gustodian Inventory Status - Gregorich, Shellie <

Custodian Inventory Status - Helmuth, Angela Asset Tag ID el e i s || ey e S s

Custodian Inventory Status - Hendrickson,
Ryan

Custodian Inventory Status - Hill, Austin
Custodian Inventory Status - Holl

This report was created by you. Any changes you make will be automatically saved.

Select records where all of the following apply

Donald Personnel LastName contains Hutchinson

and Inventory Status is not equal to Found

Custodian Inventory Status - Kabasele, and Inventory Status is not equal to Extra
Mutombo

Custodian Inventory Status - Kahler, [Add new condition]

Christopher =

Custodian Inventory Status - Karnes, Cliff
Custodian Inventory Status - Kattenbrake,
Mark

Custodian Inventory Status - Keith, Brian
Custodian Inventory Status - Kilgore, Christine
Custodian Inventory Status - Kingery, Roberta
Custodian Inventory Status - Kurzweg, Brandon
Custodian Inventory Status - Ludiow, Jeannie

Result table Total records: 2
. inventory
# Asset Tag ID Asset Asset Name Location Location | yyyqntory
Full Name et

1 612010211158 MC3320XR RFID Gun CIRCULARANTENNA  EIU-OId Main-1137  Not Inventoried
2 612010211160  MC3330XR RFID Gun CIRCULARANTENNA  EIU-Old Main-1137  Not Inventoried

1-20f2 records

inlogic 2025
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e Once an asset custodian is selected the inventory items
that need to be found will be displayed at the bottom of
the screen.

e To log out select the usericon at the top right portion of

the screen and select Logout.

— @ Asset Lookup Account

HOME » REPORTS > AD HOC > REPORT BUILDER
Report Builder ® 2Records  Selected Report: Custodian Inventory Status - Hutchinson, Michael [ Private  ® New

Custodian nventory Status - Gourey Fischer, | This report was created by you. Any changes you make will be automatically saved.

Ch Ry t Cols -

Custodian Inventory Status - Gregorich, Shellie 10020 Report Columns.

Custodian Inventory Status - Helmuth, Angela Asset Tag ID e e s | e e e A e
Custodian Inventory Status - Hendrickson,
Ryan

Custodian Inventory Status - Hll, Austin Select records where all of the following apply

Custodian Inventory Status - Holly, Donald Personnel LastName contains Hutchinson
Custodian Inventory Status - Hutchinson, I — 4

Fes and Inventory Status is not equal to Found
Custodian Inventory Status - Kabasele, and Inventory Status is not equal to Extra
Mutombo

Custodian Inventory Status - Kahler, [Add new condition]

Christopher o B

Custodian Inventory Status - Karnes, Ciff
Custodian Inventory Status - Kattenbraker,
Mark

Custodian Inventory Status - Keith, Brian
Custodian Inventory Status - Kilgore, Christine
Custodian Inventory Status - Kingery, Roberta
Custodian Inventory Status - Kurzweg, Brandon
Custodian Inventory Status - Ludlow, Jeannie

Total records: 2.

Result table

. Inventory

# Asset Tag ID Asset Asset Name Location Location |y ntory
Full Name o

1 612010211159 MC3330XR RFID Gun CIRCULARANTENNA  EIU-OId Main-1137  Not Inventoried
2 612010211160  MC3330XR RFID Gun CIRCULARANTENNA  EIU-Old Main-1137  Not Inventoried
1-2 of 2 records

inLogic o202

Note: If you are not currently using this webpage, please logout

to prevent system performance issues.
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Section 4: Offline Mode

If you need to scan an area with weak Wi-Fi or no internet

connection, please put the scanner into offline mode.

e Tap onthe cloud icon at the top of the inventory screen.

3:34PM & Q PN |

Location Assets Il

ElU-Old Main-1137

save s cLose cance

SUMMARY FOUND EXTRA NOT FOUND

INVENTORY SUMMARY

EXPECTED: 9
NOT FOUND: 3
FOUND: 16
EXTRA: 0
TOTAL: 19
POWER LEVEL:180 U 4

e Once in offline mode, you can perform equipment
inventory scans as normal. All changes are saved
locally to the device until the scanner is put back into
online mode.

e When you are in an area with a stable Wi-Fi connection,
please put the scanner into online mode by tapping the

cloudicon.

17



Section 5: Asset Lookup

To look up information on an asset select ‘Lookup Asset’.

3:28PM R © N | 9:08 AM £t PN | 9:08 AM £t el

RFTrack.

ASSET
INVENTORY ASSET LOOKUP

Lookup Asset RF Asset Details

Tag ID
612010200112

MAIN IMAGE  ATTRIBUTES

ASSET NAME |Computer Dell 7070 CTO |

ASSET LOCATOR ADD NEW ASSET LOOKUP TAG ID
|612010200112 |
ASSIi’:éSSET SETTINGS BUILDING

|EIU—OId Main v

LOC.?C\ST?(I)(:JNTAG L liigs s LOCATION 1026 v

ASSET ABOUT CATEGORY Computers v

TRANSFER SUB CATEGORY v

MANUFACTURER Dell v

LOGOUT

e Scanthe QR code on an asset tag while in barcode
mode or RFID scan a tag while in RFID scan mode.

®" To change between barcode mode and RFID scan mode

choose anicon at the top of the screen.

18



Section 6: Procedure for Reporting Missing Inventory Iltems

If an item cannot be found, a police report will need to be
filed to mark the asset as missing and removed from your

inventory list.

e Police reports can be filed using this form:

https://www.eiu.edu/busofc/machform/view.php?id=11

626

Note: If you find an asset with an old red inventory tag but no white

RFID tag, please contact Jacob Reeks (jgreeks@eiu.edu) to request

a new RFID tag.

19


https://www.eiu.edu/busofc/machform/view.php?id=11626
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