
RUN PREINV 1

List of items marked missing, 
discarded, weeded, lost etc. 
before you begin inventory.

eMail MVECA to have these 
items removed before starting 

inventory.

RUN PREINV 2

List of items with the status 
of "intransit".

Missing items need to be 
investigated.

RUN STEP 1 REPORT

Set Inventory Date

This step will inventory all items 
currently checked out. 

*If library is open during inventory, 
this needs to be ran daily.

SCAN ITEMS WITH 
MOBILESTAFF

Watch the screen 
for alert messages

RUN STEP 3 REPORT

List of items that are 
missing and were not 

scanned.

RUN STEP 4 REPORT

Checkout to Missing

List of items that will be 
changed to "Missing" when 

inventory is finalized.

RUN STEP 4 REPORT 

(2nd time)

Check box "Update database"

This finalizes inventory and 
changes status of items to Missing 

that are on STEP 3 Report.

RUN STEP 5 REPORT

Complete list of all items 
missing in your library
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