INF®hio

INFOhio Symphony Handbook
Inventory Worksheet
(For use with INFOhio/Sirsi K-12 Inventory)

OHIO'S Prei-12 DIGITAL LIBRARY
Step 1 Step 2 Step 2 Step 2a
Set Inventory Item Group Date First ltem Last ltem File Name / Notes Create Barcode Load Scanned
Date Report Scanned Call # Call # File Barcodes Report
Example: 5/2/15 Fiction 512115 FIC A FICM fictiona-m.txt 52115 52115
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 ltems finalized in ltems declared Missing
items database
Date Iltem 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
{Reconcile) Wizard Update Database NO | Update Database Yes
5/3/06 Fiction 5/3M15 5/6/15 5/6/15

Last Updated Summer 2015

In Finished Reports, when viewing and/or printing inventory reports, put check mark in the view Log box.

Special Tasks - Inventory

Fage layout created and text abridged by INFOhio from SirsiDynix documentation.
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