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· Run “Report 1. Set  inv date on charged items”

· Scanned barcodes into NOTEPAD .txt file

· Transfer file(s) of scanned barcodes using Scanner transfer utility wizard [image: image2.png]



· Run “Report 2. Load barcdes from file” 

· ( WAIT FOR REPORT TO FINISH
· Review report for “Items Inventoried but Checked Out” could be charged to patron, Missing, Long term overdue, etc.

· Review report for “Barcode ID “39092xxxxx” is not in your database” errors

· Review report for “Items Out of Order” 

· Run “Report 3. Not inv date NEVER” – results= list of possibly missing items

· ( WAIT FOR REPORT TO FINISH
· Run “Report 4. Not inv this date” – results= list of possibly missing items

· ( WAIT FOR REPORT TO FINISH
· Search shelves for possibly missing items generated from both Reports 3 and 4

· Scan any items found as inventoried with the “Inventory Item” wizard [image: image3.png]



· Mark items not found as missing by using EITHER method –

· Type in barcodes of missing items using the “Mark item Missing wizard”  

· Run these two reports -  (to automatically mark all items not inventoried as missing – BE CAREFUL… run report correctly or suffer the consequences!)

· “Report 5. Chrg NEVER inv to missing” and

· ( WAIT FOR REPORT TO FINISH
· “Report 6. Chrg not inv to missing”

· ( WAIT FOR REPORT TO FINISH
Filename(s):














Other notes:  





OR





Inventory Process Checklist


(Using a laptop to scan barcodes)





Make sure all of your reports use the same call # and other criteria  which you list here!








