
 
        

  

 
 

 

NCIS GUIDE 
Barcode Functionality in the ACU  
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1 Background 

 

Barcode functionality can be used in the Aseptic Unit in two settings  

• During lot management 
• During tray set up  

 

In order to understand barcode functionality in these setting it is necessary to distinguish between the two types of 
barcodes found on a product; 

 
1. Linear barcode- this contains the EAN number (13 digits number printed below the barcode) and is unique for 

each product and strength. 

 
 

2. Matrix barcode- contains information about product identification (EAN or GS1 numbers), expiry and lot (batch) 
number. 
 
                
 

 

 

 

 

 

 

 

 

 

 

 

 

 

• All barcode scanners used with NCIS in the Pharmacy must be installed with the most up 
to date drivers for that device and configured as Serial Scanners to work with Matrix 
Barcodes 

• Test all newly installed barcode scanners in lot management and tray verification using 
both correct and incorrect matrix and linear barcodes to ensure correct operation 

 
 

 



National Cancer Control Programme                       Document/Version no: NCISTrain17/2                                                 
NCIS Guide                                                                                          Date :16/03/2023  
Barcode Functionality in the ACU  Review Date: 16/03/2025  
   
  
  

2 | P a g e  
 

2 Lot Management  

If a drug product has a 13 digit EAN code it will be entered into the Master Drug File, this allows the barcode 
to be used during Lot Management. Note: entering the EAN number in the Master File is completed by the 
NCCP 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.1 Scanning the Linear Barcode 
 If the linear barcode is scanned into the designation field, the system will identify the product strength 

associated with that linear barcode. 
 

 
 
 If there are no product strengths in the NCIS drug file with the scanned barcode the following screen will 

appear 

 

 

 

 In this case the user needs to send a picture of the box, folded flat, making sure to include both linear 
and matrix barcodes to ncis@cancercontrol.ie so the drug can be built on the system 

 When you scan a linear barcode for a product that has been set up the following screen will appear 

mailto:ncis@cancercontrol.ie
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 
Search for your lot number using the drop down menu 

 If the lot is not available at the site then click on Add new lot and manually enter the lot and expiry 

 

• If the lot is available from the dropdown list then select the lot number and press ok, the user will then 
be presented with an add lots pop up where they can update exactly how many products they are 
adding 
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2.2 Scanning the Matrix Barcode 
 If the matrix barcode is scanned into the designation field, NCIS will identify the product strength as well 

as the batch and expiry 
 

 
 
 If there is no product strength in the NCIS drug file that matches the barcode additional options will be 

made available, In this case the user needs to send a picture of the box, folded flat, making sure to 
include both linear and matrix barcodes to ncis@cancercontrol.ie so the drug can be built on the system 

 If the user scans the matrix barcode and they are the first site to scan the product strength with the 
encoded lot they will be presented with the following message 

 

• Once the user has pressed OK they will be presented with a pop up box where they will be asked to 
choose the lot from the drop down menu, or, if the lot is not there, click add new lot 

 

• Once the user has clicked add new lot the lot management page will have auto populated with the lot 
number and the expiry so the user will just have to enter the amount they are adding and, if they 
choose, they can also enter a price 
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• If the user scans the matrix barcode and the lot number already exists in another prep site but not in 
theirs the designation field will populate with the drug, the brand and strength 

 

• From here the user clicks the ‘New’ button, once this is pressed the lot number and expiry fields will be 
open to enter information 

• The user can then scan the matrix barcode again and the lot number and expiry fields will auto populate 
with the correct information 

• Once this is done the user can enter the amount of stock they are adding and a price if they so choose 
• Do not enter a barcode in the Barcode or Internal Number Fields 
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• If the user scans the matrix barcode and the lot number already exists in the users prep site they will be 
presented with the add lots pop up where they can enter how many lots they are adding and press ok 

 

 

 

2.3 Adding a new lot and manually adding products that don’t scan 
 

 Search for the product by either free-typing the drug name into the search box or by scanning the matrix 
barcode 

 When the correct drug has been found click ‘new’ 
 

 

 

 

 

 

 The Lot Number and other fields will now be open for entering information 
 If the matrix barcode is scanned into ‘Lot no’ field the lot number and expiry fields will be populated 

(See screenshot below). The number of units can then be added manually. 
 In some cases e.g. dose banded products or products that don’t contain a barcode, the barcode cannot 

be scanned. In this scenario the Lot and Expiry can be added manually into this screen 
 Along with the number of units you are adding to the system you can also add a price 
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• The Internal box is not generally used in NCIS, however if needed additional information can be added 
here.  

• The NDC box is used to insert the manufacturer of outsourced dose banded products 
• NEVER complete the Barcode or enter a barcode in the Internal field as any barcode entered here will 

override the barcode in the drug file 
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2.4 Setting Blocked or Preferred Lots 
NCIS will select lot numbers of shortest expiry to use in preparations. This can be overridden by marking lots 
as ‘preferred’ or ‘blocked’.  Preferred lots will be selected ahead of shorter expiry lots. Blocked lots will not 
be selected for use. 
 
 
 
 
 
 
 
 
 
 
 

 

3 Tray set up 

 Once pharmacist verification has occurred the medication will be available in the ‘set up preparation’ 
screen 

 

 
 
 Click on the medication to create/edit the parts list.  NCIS will select the Lot Numbers with the shortest 

expiry, they can also be changed if required. Once Lots are selected click ‘barcode verification’ to check 
the trays contents.  
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• The barcode verification screen shows which products can be scanned to verify and which ones need to 
be verified manually.  
o Products that have a red highlight can be barcode verified, as shown below: 

 

 

 

o Products without a red highlight must be verified manually, as shown below:  

 

 

 

4 Barcode verification of Trays 

To barcode verify products which may be scanned, either the Matrix Barcode or Linear barcode can be 
scanned. However, the behaviour of each barcode type needs to be considered. 

4.1 Correct matrix barcode scanned  
NCIS compares both the lot number and the product barcode of the scanned product to the information in 
Masterdata. If this matches the product will be verified. 

 

 

 

 

 

 

 

 

 

 

 

4.2 Incorrect matrix barcode scanned 
NCIS compares both the lot number and the product barcode of the scanned product to the information in 
Masterdata. If this does not match the product will not be verified and the yellow banner shown below will 
appear on screen. 
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4.3 Linear barcode scanned of correct product 
NCIS compares only the product barcode of the scanned product to the information in Masterdata. When 
this matches, the product is verified. 

NOTE: When the linear barcode is scanned at this point only the correct product identity can be verified, lot 
number is not considered. 

 

 

 

 

 

 

 

 

 

 

 

4.4 Linear barcode scanned of incorrect product 
NCIS compares only the product barcode of the scanned product to the information in Masterdata. If this 
does not match the product will not be verified and the yellow banner shown below will appear on screen. 
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