[bookmark: _GoBack]CREATING SCANABLE BARCODES FROM 14-DIGIT NUMBERS
1.  Before getting started, visit idautomation.com/barcode-fonts to download the free font called IDAutomationHC39M.  It is toward the bottom of the page.  Click on freeware Code 39 Bar-Code-Font link.  
2.  Install the font.  
a. Download Windows version directly from www.IDAutomation.com/free-barcode-products/code39-font.  This will create a Zip file.  
b. To extract zip file, open downloads, right click on file and select extract all.
c. Extracted files will create a new folder.  Open folder, file will not have “zip” behind it.  
d. Double click to install exe.file.  Click accept for the EULA (end user license agreement) and   click next until complete.  
3.  Run whatever report you need on workflows.  
4.  Copy and paste the report into Word.  Instructions for using pipe delimited reports and Excel are listed below.  
5.  Select the Find and Replace (Control-F)
6.  Choose the Replace Tab.
7.  In the Find field enter: ([0-9]{14})   I have this on a virtual sticky note on my desktop.  
8.  In the Replace Field enter: !\1!    I have this on a virtual sticky note on my desktop.  
9.  In the More menu, select Wildcards
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10.  Place your curser in the Replace field, click on the Format button, then font.
11.  Choose the Font IDAutomationHC39M and click OK.
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12.  Select the Replace All button.  
If using pipe delimited reports:  
1   View and save as pipe delimited report.  It is a good idea to save to a desktop folder. 
2.  Import pipe delimited report into Excel.
3.  Clean up report so that the barcodes are all in the same column.
4.  Convert column to number format.  
5.  Copy column and transfer to a Word document.  To conserve paper, use landscape, narrow margins, and three columns.  
6.  Find and replace as before.  
There will be an asterisk at the beginning and end of the barcode.   
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