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Basics of 
Scanning 

Distributing Instructional Materials 
Using Quick Data Entry IM 

1.  Login to TIPWeb-IM. 

2.  Click on Quick Entry under Quick Links on the home page. 

3. Select Student Distribution from the Choose Type of Data Entry 
drop-down menu. 

4. Select one of the Remember Data Field(s) radial 
 buttons, if applicable. 

5.  Click on GO (Start Scanning). 

Follow these simple steps for 
successful bar code scanning. 

• Ensure all connections 
are secure. 

• Hold scanner 6-9” away 
from bar code. 

• Hold scanner at a slight 
angle to the bar code, 
not directly above or 
level with surface. 

• Aim the scanner at the 
bar code. Press trigger. 

• Ensure the scan line 
crosses the entire bar 
code. 
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Earth Science 

3173451 

Property of Learning ISD 

Scan the ISBN bar code (top) A Scan the student ID bar code 

Ashley N Acker 

820719 

Learning Middle School 

No ID’s with bar codes? Print the Student or Teacher 
Listing with Bar Codes Reports from TIPWeb-IM 

C Scan the Accession bar code (bottom) 
(scan twice to validate the accession number) 
“Validate Accession” is an option set by the district. 
If you do not see “Validate Accesion” as an option on your screen, you do not have to scan twice. 

Definitions: 
ISBN - is a number assigned to each title. Inventory counts are tracked to each title at the district and campus by the ISBN. 
Accession - is the unique number assinged to a textbook. This number is used at the campus to track books issued to students and teachers. 
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Collecting Instructional Materials 
Using Quick Data Entry IM  

1.  Login to TIPWeb-IM. 

2.  Click on Quick Entry under Quick Links on the home page. 

3. Select Collect by Accession from the Choose Type of Data Entry 
drop-down menu. 

4.  Click on GO (Start Scanning). 
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A Scan the Accession bar code (bottom) 
(scan twice to validate the accession number) 
“Validate Accession” is an option set by the district. 
If you do not see “Validate Accesion” as an option on your screen, you do not have to scan twice. 

Definitions: 
ISBN - is a number assigned to each title. Inventory counts are tracked to each title at the district and campus by the ISBN. 
Accession - is the unique number assinged to a textbook. This number is used at the campus to track books issued to students and teachers. 

Basics of 
Scanning 
Follow these simple steps for 
successful bar code scanning. 

• Ensure all connections 
are secure. 

• Hold scanner 6-9” away 
from bar code. 

• Hold scanner at a slight 
angle to the bar code, 
not directly above or 
level with surface. 

• Aim the scanner at the 
bar code. Press trigger. 

• Ensure the scan line 
crosses the entire bar 
code. 
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