WORKFLOWS DOWNTIME--Using Code 39 Barcode Font In MSWord***
DATE: 
***You must select “Enable Macros” when opening this file.  If the Word program did not prompt you to enable or disable macros when you opened this file, you may need to go into TOOLS, then OPTIONS, then select the SECURITY tab, then MACRO SECURITY, set the security level to MEDIUM, then reopen this file.  

AFTER OPENING THIS FILE:  Fill in the date at the top of the page and save the file with a new name, such as:    “Circ1Nov17.doc”   or

       “Circ Station 1 NOV17.doc”    or  “nov17.doc”   or   “MainCircNov17.doc” 

Converting ID numbers for patrons and items into barcodes that WorkFlows will be able to read:

Starting on the line after the all zeros barcode, scan in barcodes from library cards and items to be checked out, leaving a blank line between patrons.  Save the file after each patron.

When you are notified that the online system is back up, or at the end of the day (whichever comes first), do a final save AND backup the document onto a pen / flash / keychain drive or alternate drive.
DO NOT DELETE THIS FIRST BARCODE
Only when you are ready to print out the barcodes to be entered into WorkFlows, do the following:

Open the document in Word.  While holding down the “Ctrl” key, tap the “w”, so that every barcode now has an asterisk as its first and last character.  (Be careful not to use “Ctrl” and “w” more than once; if there is more than one asterisk at either end of the barcode, the scanner will not be able to read it.)
The barcodes can now be printed out and are ready to scan into WorkFlows.
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