Inventory Steps

. Run Preinv 1 — This is a list of items marked missing (or lost, discard, weeded, etc.) before you
began your inventory. Look it over to be sure those items really are lost or missing.
a. Report to your ITC for help in removing these items in bulk. Email
helplibrary@mveca.org to remove all missing/discard items before beginning the next
steps.

. Run Preinv 2 — This is a list of items with the status of “intransit” in your library. ltems listed will
need to be investigated, corrected. Use the SPECIAL CIRCULATION group/Pending transits
wizard to receive.

. Run Step 1 Report — Set Inventory Date

a. This will inventory all items that are currently checked out.

b. Run this every day that you scan items if your library is open to check out books during
inventory.

c. If your library is closed and no books are being checked out, you only need to run it one
time right before you start inventory.

. Scan ltems with MobileStaff - WATCH THE SCREEN

a. Use your chromebook, laptop or any device where you can plug in a USB hand held
scanner and then go to your shelves and scan the items.

. Run Step 3 Report — This will give you a list of items that are missing and were not scanned.

a. Any items that you locate should be scanned with the Inventory item Wizard.

b. After scanning items with Inventory Wizard, rerun as often as necessary to verify items
still missing.

. Run Step 4 Report {Checkout to Missing)- This is a list of items that will be changed to Missing
when you finalize your inventory.

. Run Step 4 Report again (Checkout to Missing) — Check the box “Update Database” on
Update Options tab.
a. This finalizes your inventory and changes the status of items to Missing that are listed
on the final run of the Step 3 Report.
b. You will *not* get a list of items on this report when it is run to update the database.
Follow documentation carefully when working with this option!!

. Run Step 5 Report — This is a complete list of all items that are Missing in your library,
including those updated in Step 4.



Sirsi Inventory - Understanding the Reports
This document is to help you understand what these reports do.
Carefully follow the inventory documentation to eliminate any errors.

Preinv 1 - MISSING Copies List Report
» This is a list of items marked missing or lost before you began your inventory. Look it over
to be sure those items really are lost or missing.

» Email helplibrary@mveca.org to have those items removed from Workflows before
beginning Inventory.

Preinv 2 - List Transits Report
» This is a list of items with the status of “intransit” in your library. Items listed will need to be
investigated, and received from In-Transit.

Step1- Setinventory Date Report

> This will mark each item that is checked out to a patron as being counted in inventory. it will
enter the date that the report was run as the “Date Inventoried” in the Marc record for that
item that is currently checked out to a patron.

> Run this every day that you scan items **if your library is open during inventory and
books are being checked OUT**.

> If your library is *NOT* open for checking out books, and you are only checking IN
books, you only need to run this report the day you begin Inventory.

Step2- SCAN ITEMS WITH MOBILESTAFF
» Be sure to *watch your screen* for any messages as you scan.

Step 3- Item NOT in Inventory Report

This will give you a list of items that were not scanned.

If you have scanned the entire library — go over this carefully.

Any items that you locate/find from the list should be scanned with the Inventory item
wizard,

Rerun as often as necessary to verify items still missing.

YV VVV

Step4- Check Out To MISSING Report
> This is a list of items that will be changed to “Missing” when you finalize
your inventory.
» 4a - Save as a template!

o Rename it so it's easy to identify (Step4 Fiction or Step4 All Library)

o Note the creation date of the items on this list. Any items loaded by MVECA to your
collection AFTER you began scanning an item group (date in Step 1) will appear as
missing! Scan them with the Inventory Item wizard.

> 4b - This finalizes your inventory and changes the status of items on the 4a report to
Missing.

o PLEASE BE CAREFUL WHEN RUNNING THIS. IF YOU USE THE INCORRECT

DATE IT WILL MOVE EVERYTHING TO MISSING.

Step 5- MISSING Copies List Report
> This is a complete list of all items that are Missing in your library, including those updated in
Step 4.

Congratulations, you have completed Inventory : )!
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INFOhio Symphony Handbook
Inventory Worksheet
(For use with INFOhit/Sirsi K-12 Inventory)

Step 1 Step 2 Step 2 Step 2a
Set Inventory item Group Date First item Last item File Name / Notes Croate Barcode Load Scanned
Date Report Scannad Call # Call # File Barcodes Report
Example: 5/2/15 Fiction 52115 FIC A FICM fictiona-m.txt 512115 5/2115

We will be using Mobile Staff to scan all items and NOT
creating a file, barcodes and loading scanned barcodes.

Inventory scanning completed for ltem Group. Complete Steps 4-5 when entire library Is scanned.
Continue with Step 3 Step 3a Step 3b Step 4a Step 4b Step 5
Run report Step 3 Check for Missing Check this list carefully All items finalized in items declared Missing
items database
Date item Group items NOT in For found items, scanl] Checkout to Missing | Checkout to Missing New Missing Copies
Inventory Report | using Inventory item for LIST to Declare List Report
(Raconclile) Wizard Update Database NO | Update Database Yes
5/3/06 Fiction 513115 513115 5/6/15 5/6/15

In Finisl

Last Updated Summer 2015
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HIO'S PreX 12 DIGITAL LIBRARY Pre-Inventory Reports

Preinv 1) MISSING Copies LIST Report

1. Run the Preinv 1) MISSING Copies List report (1% Time) to identify items that are currently in the
MISSING, DISCARD, WEEDED, LOST or LOST-CLAIM location in the selected Item Group (or all

Item Groups). These were marked MISSING, DISCARD, WEEDED, LOST or LOST-CLAIM prior to
this inventory.

Basic | Call Number Selection| Item Selection

WARNING!  This report will list all titles that have a Status of MISSING. It should be run as a
pre-inventory report and as part of the inventory process. Adjust the report name

accardingly.

CEN L E O Prelny 1) MISSING Copies List
Description: List of items missing.
Title: [Inventory: Missing [tem List

Footer:

2. Click the gadget for Current status and select MISSING, DISCARD, WEEDED, LOST or LOST-
CLAIM.

3. Click the gadget for Item group and select the item group(s) or leave blank to select all item groups.

NOTE: Library staff should check the shelves to make sure those items are really missing. If any of these
items are found in a later search, scan in the items using the Inventory Item wizard.

NOTE: If items are found that are checked out to a special status user such as LOST or MISSING, they
should also be checked in. If the home location of a found item has been modified to a location
such as DISCARD or WEEDED, carefully check status information before making any change.

Basic| Call Number Selection Item Selection

Library: KAHS

Shelf location:
Current status: LOST|LOST-CLAIM[MISSINC@

@ Itern group; COLLBIOG

Materal type:

Media desk: |

Last Updated Summar 2015 Special Tasks - Inventory pg 1
Page layout created and text abridged by INFOhio from SirsiDynix documentation.
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Pre-Inventory Reports
Sample Missing Copies List Report:
Inventory: Missing Item List
Produced Friday, april 15, 2005 at 11:14 AaM
920 PAR 1953
Title: Scientist and his tools
Personal Author: Parker, Bertha Morris
copy:l 1d:32612000002034 library:DLLD price:55.00
catl:BOCK cat2:UNKNOWN type:COLLBIOG
shelf location:AVAILABLE created:8/25/2004 permanent
current status:MISSING
920 RAZ 1889
Title: Custer and Crazy Horse
Personal Author: Razzi, Jim
copy:1 id:32612000001960 library:DLLD price:$7.95
catl:BOOK cat2 : UNKNOWN type:COLLBIOG
shelf location:AVAILABLE created:8/25/2004 permanent

current status:MISSING

NOTE: /fitems are not found and are truly gone from the library, contact your ITC to remove these items
en masse for you, BEFORE you start your inventory process!.

Last Updated Summer 2015 Special Tasks - Inventory pg 2
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OHIO'S PreK-12 DIGITAL LIBRARY Pre-Inventory Reports

Prelnv 2) List Transits Report

1. Run the Prelnv 2) List Transits to identify items that are currently identified as being in transit
between libraries. Item in transit can be particularly problematic during the inventory process,
especially if one of the items is inadvertently omitted from the inventory process and gets identified
as a missing item. In most cases, the items included on the report have already arrived at the
appropriate destination and simply need to be processed via the Receive ltems in Transit wizard.

2. On the Selection Criteria tab, specify the
destination ||bl'ary if you have a partiCUIarly Basic Transit Selection Sorting
large school district. if you have a relatively

e Ml L
report of all items in your district. Reason:
Starting library:

Date sent:
Library: |

Schedule New Reports : Schedule Prelnv 2) List Transits

3. Select the sorting order
that you feel would best

suit your needs.
Sorted by: date sent

Basic Transit Selection Sorting

datesent TN TNCAEAR = b=, I A=)
destination library

starting library

title

Sample List Transits Report:

Transit List
Produced Tuesday, January 30, 2007 at 2:31 PM

TC FROM DATE REASON
E ROS «copy:1 32617010055518
Alice, the cat who was hounded / Text and photographs by Jules Rosenthal.
Rosenthal, Jules.
KAEL KAHS 9/29/2006,15:55 LIBRARY
796.33 MAY copy:1 32617010014374
The Green Bay Packers.
May, Julian.
KAEL KAHS 9/20/2006,16:12 LIBRARY
F LEW copy:1 32617011010520
The horse and his boy / C.5. Lewis ; illustrated by Pauline Baynes.
Lewis, C. S. (Clive Staples), 1898-1963.
KAEL KAHS 9/20/2006,16:12 LIBRARY

Last Updated Summer 2015 Special Tasks - Inventory pg 1
Page layout creatad and text abridged by INFOhio from SirsiDynix documentation.
Copyright ® 2006, SirsiDynix. All Rights Reserved




I N F@ io INFOhio Symphony Handbook
OHIG'S PreK-12 DIGITAL LIBRARY Pre-Inventory Reports

NOTE: To rectify these items, removing them from the “intransit” status, use the PENDING TRANSITS
wizard. Items in the “intransit” status will NOT be inventoried.

Special Circulation group / Pending Transits wizard displays a list of items that are currently in transit
to your library or a selected library. You have the option of receiving them. This wizard is useful for getting
lists of transit items or receiving them without the item in hand.

1. Click on Special Circulation Functions Wizard group.
2. Click on Pending Transits Wizard.

Pending Transits screen displays. (Only if there are items in transit for your building. You may click
OK and select a different library.)

3. Select the item to receive.
4, Click the Receive ltem button.
5. The list of items received will be displayed at the bottom of the screen

6. Click OK.

Last Updated Summer 2015 Spacial Tasks - Inventory pg2
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OHIO'S Prek-12 DIGITAL LIBRARY Inventory Step 1

Step 1 SET INVENTORY DATE Report

This report inventories items that are currently checked out, even if the items are checked out to a special
status user, such as LOST or MISSING. The date you run this report will appear on the item record.

Chech Itess Status: : Glossary
This I'eport also establishes the d.ate Tile: Interventions : collaborative planming for students at risk
you need to reference when running Authar: Sprick, Randall.
future reports. C#ll number: PROF 371.393 SPR
Copy! 1
item 10: 2620000149671 {orculaton summary}
WARNING: If library is open, run frice; $15.00 Treal RUCREESNAL
Shelf location AVATLABLE, Current status: CHECKEDOUT. ..
before each Inventory Matgrial type: BOOK.., Funding sourcs:  GIFT/DON,
Date crested 8/17/2004 Media desk:
Scannlng sess’on or up’oad° Date last checked out 12/19/2005 Previcus user 1D:
ed n Last activity: 12/19/2008
H . Date inventoried: 12/19/2005 Total checkouts: 1
Runnln the Re Ort- (r‘-mes inventoried 2 In-heuse uses: [

Selection Criteria

i Schedule New.Re Schedule Stap 1) Set Inventory Dato
1. Select Library code. ichedols New Reports : Scheduie Step 2) Az

l Basici item Selectiunl

2. Select the item group(s), leave blank for entire
library or use the Excludes Selected Policies to Library: LMHS @
omit an item group. Example: paperback. Shelf location: ®)
Current status: 63
Item group: PROFESSNAL ¥
Sample Report Log Media desk:

6633 item record(s) considered.

5 item record{s) selected.
UNICORN item selection finished on Tuesday, May 1, 2006, 1:53 PM
UNICORN inventory load v2003.1 started on Tuesday, May 1, 2006, 1:53 PM

The item key and date will be read from standard input.
**WARNING: This item is currently charged out:31633010229616
**WARNING: This item is currently charged out:31633010231307
**WARNING: This item is currently charged out:31633010134295
**WARNING: This item is currently charged out:31633010134493
**WARNING: This item is currently charged out:31633010164656

5 item record(s) edited.
UNICORN inventory load finished on Tuesday, May 1, 2006, 1:53 PM

Action Steps:

3. MARK THIS DATE ON YOUR WORKSHEET! You will need to refer to this date when running later
reports.

4. Run this report each time you scan or upload your files if your library is open or if there is any activity
in your database (check in, check out, adding items, etc.).

NOTE: The item IDs of items with a Shelf Location of AVAILABLE and a Current Status other than
AVAILABLE are displayed in the report log with a warning message that the itern is checked out. You
may review these checked out items individually if desired.

Last Updated March 2009 Inventory 14.1: Page 1 of 1
Page layout created and text abridged by INFOhie from Sirsi copyrighted documents with prior permisaion of Sirs| Corporation.
Copyright @ 2008, SirsiDynix Corporation. All Rights Reserved.



'o INFOhio Symphony Handbook
OHIO S PreK. 12 DIGITAL UBRARY MobileCirc — Inventory

inventory

Q MobileCirc method takes the place of STEP2a and STEP2b in Inventory Process.
MUST Complete Pre-inventory steps and STEP1 report before starting this process.

MobileCirc enables you to quickly and easily inventory items by scanning them into “Inventory.” This
option can be used in either OnLine or Offline mode.

If using Offline mode, be sure to run the “Upload Offline Transactions option” once you have re-
established an Online connection. NOTE: Refer to the Offline section of this guide for more
information about Offline mode.

1. Be sure that the first item you scan is in the correct place on the shelf. This item will set the tone
when checking the shelving order as you scan.

2. Watch the screen as you scan...if there is a problem with the scan, or the item has a status other
than “AVAILABLE", you will hear a short buzz and the warning message will display on the screen. (If
applied in setup**). If possible, rectify the item before moving on (as noted below).

3. To inventory an item: Call # E JEW [previous FIC CAT]

1. Tap INVENTORY
(RED call number indicates item scanned out of order if “check shelving order has been
applied in setup**)

2. Do one of the following:
- Enter the Item ID {scan or manually)
- Tap the barcode icon at the end of the Item ID field and scan the item's barcode
(bluetooth scan)

3. Tap INVENTORY ITEM
The Item ID, Library, Home location, Status, Call #, Title and ON RESERVE will be shown.
If information does NOT match up, the line will be red, and you will hear a buzz sound (see
possible alerts listed below, with how-to information.)

4. Repeat Steps 1 - 3 for each item you want to inventory.

Possible alerts for scanned items:

1. CHECKEDOUT - this item has been

inventoried, but it should not be on shelf, you Item ID 32612010061210
will need to check this item in — go to CHECK | Lijbrary DLFN
IN selection and check in this item (click onthe |Home AVAILABLE
title, will be the CURRENT item listed), then Status CHECKEDOUT [not in home location]
continue with inventory. Call & FIC WAL RC 630
Title The backward bird dog

On Reserve No

Last Updated Summer 2018 Inventory — MobileCirc pg 1
Page layout created and text abridgad by INFOhlo from SirsiDynix
documentation. Copyright © 2018, SirsiDynix. All Rights Reserved
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HION'S PreX-12 DIGITAL LIBRARY MobileCirc — Inventory
Check Out
Renew by User item 1D
Renew by item
32612010061210 The backward bird dog
In-house Use
Check In ltem
ltam Status

2. INVALID ID: - set this item aside to correct the barcode label:

Inventory Item

item ID 32612000507797
Status ltem record has invalid ID. Please, correct it before proceeding

3. WRONG LIBRARY: ltem has been inventoried, however ltem belongs to another library in your
database and needs to be retumed to that library.

Item ID 3261230000064 7
Library DLHS [wrong library]
Home AVAILABLE
Status AVAILABLE
Call # FIC ROW
Title Harry Potter and the chamber of secrets
On Reserve No jwas No]
Last Updated Summer 2018 Inventory — MobileCirc  pg 2
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tem D Title Route to

32612010018574 Cat and the mouse and the mouse and the cat AVAILABLE

H INFOhio Symphony Handbook
OHICYS Prex- 12 DIGITAL LIBRARY MobileCirc — Inventory

4. MISSING item: Item has been inventoried, however it was marked MISSING during previous inventory
process, or with MARK ITEM MISSING wizard. Go to CHECK IN selection and check in this item (click
on the title, will be the CURRENT item listed}, then continue with inventory.

Item ID 32612010018574

Library DLFN

Home

Status

Call # =AM [previous FIC CAT]

Title Cat and the mouse and the mouse and the cat

On Reserve No
Shadowed Yes

Check In 32612010018574 Cat and the mouse and the mouse and the cat

Check In ttem

5. LOST CLAIM item — Item has been inventoried, however it needs to be set back to AVAILABLE status.
Go to CHECK IN selection and click on thls tltle (wnll be the CURRENT t|tle) message will appear that
this item was reported lost. == — = -

Warninglll This item was reported as lost or assumed to be lost.

OK

Go to CHECK IN selection and check in this item (click on the fitle, wnII be the CURRENT item Ilsted)
then continue with inventory.

Check In 32612010400505 Arthur's Valentine

Check In ftem
Item ID Title Route to
32612010100505 Arthur's Valentine AVAILABLE
Last Updated Summer 2018 Inventory — MobileCirc pg 3
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OHIO S PreK-12 DIGITAL LIBRARY MobileCirc — Inventory

To find out patron who declared item LOST, go into Workflows, ITEM SEARCH and DISPLAY wizard,
select item, "detailed display:, select BILLS tab for this information.

6. DISCARD item - Item has been previously discarded. Set item aside to dispose of later.

Inventory ltem h

Item 1D 32612300001363

Library DLFN

Home

Status DISCARD

Call # E JEW [previous FIC CAT]
Title ABC cat

On Reserve No
Shadowed  Yes

Once you have completed this step, continue to Workflows reports - STEP 3 of the Inventory Process
(run STEP3 report — Items NOT in Inventory), then STEP4 report — (Checkout to Missing) carefully
following documentation.

B B e o TR TR T i A et Ak e i e o o o e e e e et e e ek e d e e ek et de A e A AR AR TR T A R i i R kb b e drde i e i ik ik

***Setup for inventory properties — select or deselect and tap “Apply”

in-house Use

Item Status

Options ¥l Audio Alerts

Holds Puil List
1 _Check Shelving Ord
Inventory

Deselect » Add User
Add User Apply Cancel
Modify User

Last Updated Summer 2018 Inventory — MobiieCirc pg 4
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Inventory Step 3

Step 3a - Items NOT in Inventory Report

Run the ftems NOT in Inventory report to get a listing of all of the items that were NOT included in the

current inventory scan (possible missing items).

NOTE: Copies are sef with a Date Inventoried by either Set inventory Date report
or the_lnventory Item wizard. The objective of this report is to obtain a list of
copies that are not in the current inventory.

@ lnvertory kem

If you find an item on this report, use the Inventory ltem wizard in
Special Circulation Function wizard group to scan in the item. This will

Data Inventoried:
Times inventoried: 4

6/24/2008

mark the item with the date as inventoried.

NOTE: Be sure that you have scanned all barcodes in the item group(s) being inventoried and uploaded
them to the system (Step 2a). Steps 1 and 2 should be completed before running this report.

1. Click Item Selection tab.
2. Click the library gadget to select your library code.

jadule Hew Reporis | Schedule Step 3) tems NOTin inventory
Basic Item Selection

@2)
@

Library: DLFN
Shelf location:;

O Includes selected policies
(+) Excludes selected policies
() Contains invalid policy
( Contains no policy

List to choose from

Current status:

Gadget t Date Range

Item group: COLLBIOG
Date inventoried: <04/01/2008

— Gf

3. Click the Item group gadget to select the item group(s) you
have scanned, leave blank for entire library or bullet

Start date

Use data for dates within a penod starting fron
of the system ending 3 months before the rep

{* Since the beginning of the system

‘Exclude selected policies’ to

omit an item group. Example: paperback  Befors
4. Click on the calendar icon. =

o Click on Before.
on

Bafore

After

[Range |

7)o |

o Selectthe Date Inventoried. This is the first date you
started scanning your items. It should be the first date you
recorded on your inventory Worksheet. Even if you are

Use data for the dates betore 04012008 [¥)

doing several ltem Groups, always select this first date!

Step 1 _ Step 2

Set Inventory Item Group Date First ltem

Date Report Scanned Call #

M Fiction S20% FICA

Inooe 3 Fiction 3008 FIC AAB
To0 — Siography IN200 B ASRON
313109 MonFiction KK 001

Last Updated July 2013
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OHIO'S PraK .12 DIGITAL (J2RARY Inventory Step 3

Example of report results (be sure to view LOG to see details):
from log:
COUNT Items Previously Inventoried but not this time:

109
COUNT Items NEVER Inventoried:

205
Report results:
INFOhio :: Titles Not in Current Inventory {invstep3) 04/22/2009
Call Number Barcode Title Status
001.%4 BIG 32614010158350 Bigfoot and other strange beasts / by AVAILABLE
004.092 PAU 32614012003752 The last lecture / Randy Pausch with AVAILABLE
004.092 PAU 32614012003760 The last lecture / Randy Pausch with AVAILABLE
004.6 RED 32614010173672 Adobe Photoshop CS2 revealed / Elizab AVAILABLE
01.9 NAT 32614010160232 Mysteries of the ancient world AVATLABLE
031 PIC 32614012002713 Pick me up : [stuff you need to know- AVAILABLE
031.02 32614010163467 Guinness world records, 2006 / [edito WEEDED
031.02 RIP 32614010172187 Ripley's believe it or not! : expect AVAILABLE
031.02 RIP 32614010172435 Ripley's believe it or not! : planet AVAILABLE
031.22 GUI 32614010158277 Guinness world records 2009 / [editor AVAILABLE
108 B 32614010136356 The English philosophers from Bacon AVAILABLE
150.19 JUN 32614010173433 Memories, dreams, reflections / by C. AVAILABLE
190 R 32614000001156 Twentieth-century thinkers : studies AVAILABLE
204 TOL 32614010173110 A new earth : awakening to your life' AVAILABLE
29% H 32614010166148 Shinto / by Paula R. Hartz WEEDED
304.8 AND 32614012003554 Arriving at Ellis Island / Dale Ander AVAILABLE
304.8 RAA 32614012003661 Ellis Island / by Lucia Raatma AVAILABLE
305 DIS 32614013700299 Discrimination / Jacqueline Langwith, AVAILABLE
305.235 FRE 32614010158665 The Freedom Writers diary : how a tea AVAILABLE
305.48 ROD 32614010173193 Kabul Beauty School an American wom AVAILABLE
305.48 ROD 32614010173219 Kabul Beauty School : an American wom AVAILABLE
306.8 WIL 32614010159010 Why can't we love them both LOST-CLAIM
323.4 A 32614000004234 The idea of equality : an anthology / AVAILABLE
323.4 KIN 32614010158699 The words of Martin Luther King, Jr. AVAILABLE
325.73 REB 32614012003786 Life on Ellis Island / by Renee C. Re AVAILABLE
34%,766 GRI 32614012004347 The innocent man : murder and injusti AVAILABLE
362.11 CON 32614012003687 Forgotten Ellis Island the extraord AVAILABLE
362.29 BER 32614012004420 Methamphetamine / by Emma Carlson Ber AVAILABLE
362.82 WAL 32614010172161 The glass castle : a memoir / Jeannet AVAILABLE
362.82 WAL 32614010172302 The glass castle : & memoir / Jeannet AVAILABLE
362.82 WAL 32614010172294 The glass castle : a memoir / Jeannet AVAILABLE
362.82 WAL 32614010172328 The glass castle : a memoir / Jeannet AVAILABLE
363.12 RIF 32614010158384 The Titanic experience : the tragic s AVAILABLE
364.1 LAN 32614000009415 Code name "Zorro" the murder of Mar AVAILABLE
378.1 STO 32614000010041 The killings at Kent State : how murd AVAILABLE
394.1 SCH 32614012004024 Fast food nation : the dark side of t AVAILABLE
398.2 HOR 32614010172666 Horrors! 365 scary stories / select AVAILABLE
358.2 WES 32614130003742 Medieval tales / translated and adapt AVAILABLE
398.24 DUD 32614013700372 Unicorns / by William Dudley AVAILABLE
595.4 K 32614000015669 How to know the spiders : pictured-ke AVAILABLE

Last Updated July 2013
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Inventory Step 3

Step 3b — Using the Inventory Item Wizard

When to use this wizard:

« After running the Step 3) Items not in Inventory report, you will undoubtediy locate some of the
items listed on the report. Use the Inventory ltem Wizard to inventory them. The inventory item
wizard will inventory the item and it will be removed them from the list of potentially missing items.

+ If new items are added to your database (SmartPort, vendor loads, etc.) after you begin the

inventory, scan them using this wizard before putting them on the shelves Otherwise, they could

appear on your Missing ltems list.

s Use this wizard if you chose to complete your inventory interactively. We do NOT recommend this.

1. Click on Special Circulation wizard group.
2. Click on Inventory ltems Wizard.

(&) mnventory tem

3. Use the Inventory Item wizard and scan the barcodes on the items being inventoried.

CAUTION: You MUST walch the workstation screen for error/alert messages.

a) In the ldentify ltem window, scan each
item's barcode. You can also use the ltem
Lookup helper to identify items. A list of
physically inventoried items appears; this
list includes the call number/copy and
barcode of each item.

b) The insertion point automatically returns
to the ltem ID box as each item is added to

the list,unless an alert/error is encountered.

Inevantory 1buin

B w

Item ID

List Of [tems Inventaned
Call Humber
PROF 911 NEW
FROF 911 MID
FROF 910 GEO
PROF B0 REA
PROF 612.8 571
PROF 510 WA 1
PROF 370.1 57T
PROF 920 FAC
PROF 911 S0
PROF 911 MOU

Copy Item ID

1 12620000075408
1 32620000126307

c) The Inventory Item wizard updates the Times Inventoried
counter and the Date Inventoried box in the item record.
An item's inventory information displays only from the item’s

platform or glossary information.

Date created: B/17/2004
Date last charged: NEVER
Last discharged: MNEVER

f19/2005
|| Times inventoried: 3 @

Last activity: 1271952005

In-house uscs: 0
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d)

4,

If an item has a special status, an alert message

window appears displaying the item status.

Sound will accompany an alert message
{default sounds set). To edit an audible alert,
right click on the Inventory ltem Wizard and
choose properties. On the Behavior tab,
choose a sound file of your choice..

The list of Items inventoried may be printed by
using the Print wizard before closing the
Inventory ltem window.

Click Close to exit the Inventory ltem wizard.

m Aleri Metsape

-
\l) A fromgwork for ynderstandmg poverty { Payne, Rybr K.
PROF 342.5 PaY i 1D:326200001 08342

,@ Iteen chuthed out

'y Miging Items - DO NOT DELETE User [D: MISSING

Date dus: HEVER Cheched out: &/10/2005,9:32
Renswals NONE Claims ret:  NEVER

Last nobes:

Qverduas:

Datus-+
Hotices -+

) Invertory lem : St Propesties

Display property page:  Wizard Startup @ raver

Behavir Halpars

Seunds
Ptay wound for [tem Needs Trarsd alert disroul.wav
2y saund for [tem n Avalable Soon locstion slert duraut.way
zy saund far ltem Charged alert
oy sound fol ooued alert
Play seund !en

ay saund for Held slert

disrout. wav

disrout.wav
shidbik wav
Pay sound for Ttem on Reserve slart

Pay saund on errer Aisrout. Wk

A ] A

NOTE: /f the system determines that the item currently should be anywhere but its shelf location,
an alert message appears o indicate what should be done with the item. For example, if a user in
another library put a hold on the item, the alert message will suggest that the item be put in transit

to the other library to satisfy the hold.
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Step 4a & 4b CHECKOUT TO MISSING Report

WARNING: You will run this report at least twice:

4a. The first time you will create a list of items that will be changed to Missing. It may be re-run as
needed. Be sure to check this report LIST carefully!

4b, The second/last time will actually finalize your inventory and change the status of items in

your database to MISSING.

4a. Run the Checkout to MISSING report to create a
list of items that will be declared MISSING if not found in

the current inventory.

1.
2.
3

Click on Schedule New Report.

Click on My Inventory or All inventory tab.
Click on Checkout to Missing report.

Call Number Selection tab:
a. No changes necessary.

Item Selection tab:

a. Select Library if needed.

b. Select the item group(s) you
have inventoried cr leave blank
if you have completed the entire
library.

c. Date Inventoried. Click on

gadget:

e Click Calendar icon.

» Select Before

s Use gadget to select the
date you began your
inventory (first date on your
worksheet).

o Click OK.

6. Update Options:

Update database records should be set to

NO by leaving out the checkmark.

7. Save Report as a template before

running it.

Report name:
Descnpbion:
Title:

Footer:

Schadule New Raparts 1 Schedule Stap 4) Checkout to MESSING
Basie  Call Number Selection Item Selection Updats Option
Step &) Chieckiout ta MISSIN

Checkout uninventoned itams to userlD MISSING
Inventory: Checkout Missing Items to userlD MISSING

Sthadule Hevr Raports 1 fcimdule Stup 3) Chawkowt to MISSING

basic| Cal Number Selection 1tem Selection] update option |
Library: KAHS @
Shelf location

L 4
*

Currant status l L

Ttem growp: [ChangsThis
Material type:

*
g

Funding source: | *

Permanent: { Yes  No # Both

Cireulate: © Yes © No & poth
Extended info: r— *
W blank field matches with Not Equal qualifier
1n the shadow catelog: ™ Yes ¢~ Na & Both

Actountable:  ves ™ No @ Both

Number of pieces: I L 2

Date created: I L2
Last activity dete: | L 2

Distribution ke;:l L 2

Date last checked oul'.l *

Date last ih:

Date invantariad:
Nurnber of t d *
Murnber of :h'ckuuu:l L 2

Number of total checkouts: | L 2
I &

Atumboae of inbace chacloidr:

L 4

Y

Eadpets Datn Rangs

&

on B;l’!

No date Any

After

Ranga

Use data for this date [ L 2

) ==

schedule Nevr Reports : Schedule Step 4) Checkout to MISSING

Basic Call Number Selection Itemn Selection Update Option

(‘DD Lipdate database records

Schadule | Run Now (b)

Save As Temnplate

9,

| Cancel |
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Checkout to Missing Report
Sample Report

WARNING: This list is the iterns that will be changed to a status of MISSING when you run this
report and change the OUTPUT OPTIONS “Update database records” YES.
CHECK IT CAREFULLY!

Log shows:
Ttems will be selected if library is KAaHS.
Items will be selected if item type is (selection)
Items will be selected if the last inventory date is earlier than 05/18/2006.

ITEM REPORT

Produced Monday, May 22, 2006 at 2:23 PM

PROF 001.4 GRO 1 1994
Title: The Grolier guide to new research methods and sources.
copy:1l id:32620000137163 library:LMHS price:5$68.50
catl:BOOK cat2:GENERAL type : PROFESSNAL
shelf location:AVAILABLE created:8/17/2004 permanent

current status:AVAILABLE

PROF 371.2 SCH 1996
Title: Results : the key to continuous school improvement /
Mike Schmocker.
Personal Author: Schmoker, Michael J.

copy:1l id:32620000080272 library:LMHS price:5$16.95
catl:BOOK cat2:GIFT/DON type: PROFESSNAL
shelf location:AVAILABLE created:B/17/2004 permanent

current status:AVAILABLE

PROF 371.33 TEC 1997

Title: Technology & your fingertips [microform] : a guide to
implementing technology solutions for education
agencies and institutions / prepared for National
Center for Education Statistics, National Cooperative
Education Statistics System, National Forum on
Education Statistics.

Added author: Educational Resources Information Center (U.S.)

copy:1l id:32620000165825 library:LMHS price:$5.00
catl :MICROFORM cat2:GIFT/DON type : PROFESSNAL
shelf location:AVAILABLE created:8/17/2004 permanent

current status:AVAILABLE

PROF 371.2 DUF 1998
Title: Professional learning communities at work : best
practices for enhancing student achievement / Richard
DuFour, Robert Eaker.
Personal Author: DuFour, Richard, 1947-

copy:3 id:32620000183885 library:LMHS price:524.95
catl:BOOK cat2:GIFT/DON type: PROFESSNAL
shelf location:AVAILABLE created:8/17/2004 permanent

current status:AVAILABLE
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Step 4b - Do this step after COMPLETING the entire library or as much as you plan on doing.

After confirming that the items on the report are truly missing, you will run Report 4 — Checkout to Missing
again.

@ All items selected in this report will have their status changed to MISSING.

1. In Schedule new reports, click on Template tab.
2. Choose “Step 4) Check out to Missing” from the list of template reports.

3. Click Setup and Schedule.

4. Qutput Options:
Change Update database records to YES by putting a checkmark

in Update database records.

5. DO NOT make any other changes to the report!
Schedule New Reports : Schedule Step 4) Checkout to MESSING

Basic | Call Number Selection| Item Selection| Update Option

Update database records

6. Click Run Now button at the bottom of the screen.
[ Schedule ] [ Run Now ] l Save As Template ] [ Cancel ]

NOTE: The list of changed items is NOT printed on this finalize step. This step updates your database.
Use the Checkout to Missing report from Step 4a if you want to print the list or save it.
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Step5 MISSING COPIES LIST Report

Run the Step 5 Missing Copies List report to get a complete, updated list of items that are now a status
of Missing in your database. This includes all items missing prior to this inventory and the items missing
after this completed inventory was finalized. You can check again for the missing materials before

deciding to have them discarded.

[ Basic| call Number Selection ] Item SeleCtion| .

Selection Criteria:

1. Click the gadget for Library and select your library Ubrary: LHHS
code. Shelf location:
Currant status: MISSING

2. Click the gadget for Current status and select it . PROFESSNAL 3
MISSING. (may include LOST, LOST-CLAIM). S Qlc
Material type:

3. Click the gadget for ltem group and select the item Media desk:

group(s) or leave blank for all item groups.

NOTE: Library staff should check the shelves to make sure those items are really missing. If any of
these items are found in a later search, scan in the items using the Check In tems wizard.

NOTE: if items are found that are checked out to a special status user such as LOST or MISSING,
they should also be checked in. If the home location of a found item has been modified to a
location such as DISCARDED or WITHDRAWN, carefully check status information before

making any change.

4. OPTIONAL - Discard MISSING items.
When you're ready, NOTIFY your ITC to batch delete your MISSING items.

SAMPLE REPORT Step 5) Missing Copies List:

Inventory: Missing Item List
Produced Friday, April 15, 2005 at 12:22 FM

920 LEV 1988
Title: Secret Mission
Personal Author: Levine, Ellen

copy:1 id:32612000001586 library:DLLD price:57.06
catl:BOOK cat2 :UNKNOWN type:COLLBIOG
shelf location:AVAILABLE created:8/25/2004 permanent

current status:MISSING

820 PAR 1853
Title: Scientist and his tools
Personal Author: Parker, Bertha Morris

copy:1l id:32612000002034 library:DLLD price:$5.00
catl:BOOK cat2: UNKNOWN type:COLLBICG
shelf location:AVAILABLE created:8/25/2004  permanent

current status;MISSING
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