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Understanding the inventory windows

You inventory your materials to determine which materials in your collection may be lost
and which materials are available for circulation. There are several windows in the
inventory process. These windows make up a wizard. A wizard is a procedure that
consists of a series of windows that help you progress through a multistep operation.
Most windows in the inventory wizard are equipped with Next and Back buttons. The
Next button opens the window that's next in the inventory wizard. Each subsequent
window brings you closer to completing the inventory process. The Back button opens
the window that you just came from in case you forget a step or need to change your
information.

For help with inventory tasks, see "Understanding inventory" in the Inventory chapter of
the Spectrum CIRC/CAT User Manual.

Inventory window

The Inventory window is the first window in the inventory process. Each time you access
inventory, this main window opens. Some of the steps in the Inventory window are not
available all the time—this depends on whether you have previously completed one or
more of the other inventory steps.

Inventory | | |nventory
“rou can inventory your collection to find which materials may hewve been lostthroughout the year. To WindOW
inventony your collection follow the steps below. This is the main
Step 1: Prepare the materials for imventony. Frepared matenals that are not entered later inventory window.
awill be marked as lostwhen inventory is finalized Whenever you
1 Siep 2 Entermatenals or averite thel status. Entered materials 25 well asitinse access inventory

currentlyin eircul sfiam, will netbeimatkedias (astwhen et s tinalized

from the Winnebago

1 Biep 3 Primt reporelefore finalizing. feteralsremanm i be entered, oz well 2z menu, this window
wanely Ehetherrepeits, can e mrntesd ’

opens.

1 Siep 4t Binellee inventon, Ay prepered meterialsnetin cheulstion ar net entered i stzp 2
will e rmarked 2 wet i this ste

© Step 5: Print reports after finalizing. Materials lost and/or found this period as well as a
variety of other reports can be printed.

At any time prior to finalizing imventony you can click Cancel lnverntary to cancel the current inventarny
process.

Selectthe inventory step youwould like to complete and click MNext

CaricElrveEntan Irventany Statis | Mext»» I Close
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The following table describes the elements in the Inventory window.

Element Description
Step 1: Prepare the Lets you specify which materials to inventory. Preparing
materials for inventory. materials opens a current inventory period. See "Preparing

materials for inventory" in the Inventory chapter of the
Spectrum CIRC/CAT User Manual for more information.

Step 2: Enter materials or  Lets you enter the barcode numbers of the materials you

override their status. want to inventory. You can also override the status of any
material by choosing this option. See "Entering materials
for inventory" in the Inventory chapter of the Spectrum
CIRC/CAT User Manual for more information.

Step 3: Print reports Lets you print status reports before you finalize an

before finalizing. inventory. For a list of recommended reports to print
before you finalize inventory, see "Printing inventory
reports" in the Inventory chapter of the Spectrum

CIRC/CAT User Manual.
Step 4: Finalize Lets you finalize the inventory. Finalizing an inventory
inventory. closes the current inventory period. If there are any

materials that didn't have their barcodes entered, they are
marked lost during finalization. See "Finalizing
inventory" in the Inventory chapter of the Spectrum
CIRC/CAT User Manual for more information.

Step 5. Print reports Lets you print status reports after you finalize an

after finalizing. inventory. For a list of recommended reports to print after
you finalize inventory, see "Printing inventory reports" in
the Inventory chapter of the Spectrum CIRC/CAT User
Manual.

Inventory: Understanding the inventory windows 373

SCC5um1200tb



Element

Description

Cancel Inventory button

Opens the Cancel Inventory window, in which you can
cancel the current inventory. See "Canceling inventory" in
the Inventory chapter of the Spectrum CIRC/CAT User
Manual for more information.

Inventory Status button

Opens the Inventory Status window, in which you can
view basic statistical information about the current
inventory, such as the date the inventory was prepared,
how many materials were prepared, how many materials
were inventoried, and so on. See "Viewing inventory
status" in the Inventory chapter of the Spectrum
CIRC/CAT User Manual for more information.
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About the inventory preparation windows

Before you can accurately inventory your material collection, you have to specify which
materials to include in the inventory. You do this when you prepare your materials for
inventory. Preparing materials starts a new inventory period.

The following windows are included in the inventory preparation process:
e Prepare Materials for Inventory window
e Prepare Materials within a Range of Call Numbers window
e Prepare Materials by Material Type window
e Preparing Materials for Inventory progress window

e Summary of Materials Prepared for Inventory window

Note: You may not see all of the windows listed above when you prepare materials for
inventory. Some windows aren't necessary depending on the options you choose.

Prepare Materials for Inventory window

The program must prepare all the materials that you want to inventory, but you don’t
have to inventory all the materials in your collection. You specify whether you want to
inventory all of your materials or only a portion of your materials in the Prepare
Materials for Inventory window.

Prepare Materials for Inventory Prepare Materials
Preparing materials for inventony imvahves marking the materials you have specified as being for Inventory
‘prepared’. Prepared materials whose barcodes are not entered will be marked as lostwhen .
inventory is finalized WIndOW

Here you can choose
Choose one of the fallowing optians: to prepare your entire

collection or a portion
& Prepare the entire collection. fyou choose this option all materials inyour callection will: :
e e e reried) 5 of your collection for

inventory.

 Prepare arange of materials. Ifyou chaose this option only materials within the call
number range and/or with material types you specifiy will be marked as prepared

Click Next after you have made your selection

<< Back | Mext >> I Close
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The following table describes the elements in the Prepare Materials for Inventory
window.

Element Description

Prepare the entire  Lets you choose to prepare all the materials in your database for
collection. inventory. This may take a while to complete.

Prepare a range of  Lets you choose to prepare only a range of materials for a
materials. particular inventory period.

Prepare Materials within a Range of Call Numbers
window

The Prepare Materials within a Range of Call Numbers window is where you specify the
range of materials for the program to prepare. If you choose to prepare materials by call
number range, you need to specify at least one material type. If you specify a range by
call number without specifying a material type, no records will be prepared.

Prepare Materials within a Range of Call Numbers Prepare Materials
‘rou have chosen to prepare a range of matetials. You ray prepare materials within a range of call within a Range of
numbers andjor materials with specified material types ca" N um berS
FPrepared materials whose barcodes are not entered laterwill be marked as lostwhen vou finalize WlndOW
the inventory process In thIS window yOU

’

can specify a range of
call numbers to
prepare materials for
inventory.

¥ Prepare materials within a range of call numbers

Frepare call numbers from: I

1o |

Click Mext to continue or to prepare materials with specific material types.

Clase

<< Back
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The following table describes the elements in the Prepare Materials within a Range of
Call Numbers window.

Element Description

Prepare materials  Lets you choose to prepare only those materials that are included

within a range of in the call number range that you specify.
call numbers

Prepare call Designates the first call number included in the inventory. The
numbers from box  default data in this box is the material that has the call number
that comes first in alphanumeric order.

To box Designates the last call number included in the inventory. The
default data in this box is the material that has the call number
that comes last in alphanumeric order.

Prepare Materials by Material Type window

The Prepare Materials by Material Type window lists all of the material types available in
your program’s current database. You can select any or all of these types. Selecting a
material type from the list tells the program to prepare all of the materials with that
material type. For example, if you want to inventory your collection of fiction books (but
not your entire collection), select Fiction from the list of material types. You must specify
at least one material type. If you only want to prepare materials by call number range and
not filter the selection any further, choose all material types by clicking the All button in
this window.

Inventory: About the inventory preparation windows 377

SCC5um1200tb



Prepare Materials by Material Type

‘Y'ou hawve chosen to prepare a range of materials. Y'ou mey prepare materials within a range of call
numbers and/or materials with specified material types

Prepared materials whose barcodes are not entered will be marked as lostwhen you finalize the
Inventory process

Prepare Materials
by Material Type
window

Here you can choose
which materials to
prepare for inventory

-Easy

-000-099
-100-199
-200-299
-300-399

Click Nextto prepare the specified materials. This process may take & long tirme to complete.

Default - All
- Fiction
eference
- Bingraphy %

by selecting specific
material types.

=l

<< Back | Next>> I Close |

The following table describes the elements in the Prepare Materials by Material Type

window.

Element

Description

Material types

Displays all of the material types currently set up in your program'’s

list database. To select a material type from the list, click the box in
front of the type’s description. Materials types are set up in Material
Type Setup (see "Setting up material types" in the Setup chapter in
the Spectrum CIRC/CAT User Manual for more information).

All button When clicked, selects all of the material types in the list.

None button

When clicked, deselects all of the materials types in the list.
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Preparing Materials for Inventory progress
window

The Preparing Materials for Inventory... window displays the progress of marking
materials as prepared for inventory. After all the materials you requested to be prepared
for inventory are marked as prepared, the total number of prepared materials is listed in

this window.

You can also view your inventory status in this window by clicking the Inventory Status
button. See "Viewing inventory status" in the Inventory chapter of the Spectrum
CIRC/CAT User Manual for more information.

Preparing Materials for Inventory.__. Prepare Materials
Freparing materials for inventary. Flease wait for Inventory
progress window
This window shows
Materials prepared: 808 the progress of the
inventory
preparation process.

Progress:

Click Next after processing is completed

IrisEntarsy Shats [Mexis> Cancel

Inventory: About the inventory preparation windows 379

SCC5um1200tb



Summary of Materials Prepared for Inventory

window

After the materials are prepared for inventory, the Summary of Materials Prepared for

Inventory window opens.

Summary of Matenals Prepared for Inventory

Atotal of 1110 materials hawve been prepared for inventory,

“r'ou should now enter barcodes, a process that informs the system which materials currently exist
Materials currently in circulation will sutormatically be entered. Materials not entered will be marked
as lostwhen inventany is finalized.

Choose one of the following options:

@ Enter barcodes from a portable inventony unit. If wou choose this option you will be guided
through the steps necessary for entering barcodes from a portable inventory unit.

* Enter barcodes from a barcode reader or the keybaoard. fyaou choose this option you will
hawve to wand individual barcodes or type them in by hand

£ Enter barcodes from a text file. lfyou choose this option you will be prompted for the name
of an already-existing text file that containg material barcodes to be enterad.

£~ Cancel inventary.

Click Mest after you have made your selection

Inventory Status | Mext>>» I Close

Summary of
Materials
Prepared for
Inventory
window

This window displays
how many materials
were prepared for
inventory. It also
gives you options for
entering barcodes,
the next step in the
inventory process.

This window summarizes the preparation process. When you get to this window in the
inventory process, you know you are ready to start entering barcode numbers.

The following table describes the elements in the Summary of Materials Prepared for

Inventory window.

Element Description

Enter barcodes from  Lets you enter barcodes for inventory from a portable

a portable inventory inventory unit. See "Entering barcodes from a portable

unit.

inventory unit" in the Inventory chapter of the Spectrum

CIRC/CAT User Manual for more information.

Enter barcodes from Lets you enter barcodes for inventory from a barcode reader
a barcode reader or or keyboard. See "Entering barcodes from a barcode reader or

the keyboard.

keyboard" in the Inventory chapter of the Spectrum

CIRC/CAT User Manual for more information.
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Element

Description

Enter barcodes from
a text file.

Lets you enter barcodes for inventory from a text file. See
"Entering barcodes from a text file" in the Inventory chapter
of the Spectrum CIRC/CAT User Manual for more
information.

Cancel inventory.

Lets you cancel the current inventory. See "Canceling
inventory" in the Inventory chapter of the Spectrum
CIRC/CAT User Manual for more information.

Inventory Status
button

Opens the Inventory Status window, in which you can view
basic statistical information about the current inventory, such
as the date the inventory was prepared, how many materials
were prepared, how many materials were inventoried, and so
on. See "Viewing inventory status" in the Inventory chapter
of the Spectrum CIRC/CAT User Manual for more
information.
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About the inventory windows for entering

barcodes

After you prepare your materials, you can begin entering the material barcode numbers.
Entering a barcode verifies that the material exists in your collection.

The following are the windows that guide you through the process for entering barcodes:
e Entering Barcodes for Inventory window
e Entering Barcodes from a Portable Unit window
e Retrieving Barcodes from a Portable Unit window
¢ Entering Barcodes from Portable Unit Files window
¢ Entering Barcodes from a Barcode Reader or Keyboard window
¢ Entering Barcodes from Text Files window
¢ Entering Barcodes window

e Entering Barcodes Summary window

Note: You may not see all of the windows listed above when you enter barcodes for
inventory. Some windows aren't necessary depending on the options you choose.

Entering Barcodes for Inventory window

All the materials that you want to inventory must be entered into the program. There are
three options in this window that you can enter barcodes for inventory. There is a fourth
way to enter barcodes, however you need to purchase the add-on program called
Spectrum-in-Hand to use this method. Contact the Sagebrush's Sales Department for
more information.

You specify the manner in which you want to enter your barcodes in the Entering
Barcodes for Inventory window.
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Entering Barcodes

Entering barcodes for inventary invalves telling the system which matarials currently exist. Materials for Inventory

not entered will be marked as lostwhen inventory is finalized

Choose one of the following options:

window
Here you can decide
how you want to

& Enter barcodes from & portable inventory unit, Ifyou choose this option you will be guided enter barcodes for

through the steps necessary for entering barcodes from a portable inwventory unit inventory_

" Enter barcodes from a barcode reader or the keyboard. [fyou choose this option you will
hawve to wand indrvidual barcodes or type them in by hand.

" Enter barcodes from a text file. If you choose this option youwill be prompted for the name
of an already-existing text file that contains material barcodes to be entered

Click Next after you have made wour selection

Inventory Status |

<< Back | Next >> I Close |

The following table describes the elements in the Entering Barcodes for Inventory

window.

Element

Description

Enter barcodes from a
portable inventory
unit

Lets you enter barcodes for inventory from a portable
inventory unit. See "Entering barcodes from a portable
inventory unit" in the Inventory chapter of the Spectrum
CIRC/CAT User Manual for more information.

Enter barcodes from a
barcode reader or the
keyboard

Lets you enter barcodes for inventory from a barcode reader
or keyboard. See "Entering barcodes from a barcode reader
or keyboard" in the Inventory chapter of the Spectrum
CIRC/CAT User Manual for more information.

Enter barcodes from a
text file

Lets you enter barcodes for inventory from a text file. See
"Entering barcodes from a text file" in the Inventory chapter
of the Spectrum CIRC/CAT User Manual for more
information.

Inventory Status
button

Opens the Inventory Status window, in which you can view
basic statistical information about the current inventory, such
as the date the inventory was prepared, how many materials
were prepared, how many materials were inventoried, and so
on. See "Viewing inventory status" in the Inventory chapter
of the Spectrum CIRC/CAT User Manual for more
information.

Inventory: About the inventory windows for entering barcodes 383

SCC5um1200tb



Entering Barcodes from a Portable Unit window

The Entering Barcodes from a Portable Inventory Unit window lists the three steps you
need to complete before you can move to the next inventory step. This window opens if
you select the "Enter barcodes from a portable inventory unit" option in the Entering
Barcodes for Inventory window or the Summary of Materials Prepared for Inventory
window. For more information, see "Entering Barcodes from a Portable Unit " in the
Inventory chapter of the Spectrum CIRC/CAT User Manual.

o Important! This manual only describes the elements in your Spectrum CIRC/CAT
program. There are additional steps and elements involving the portable unit and the
portable software that came with the unit. Refer to the documentation that came with
your portable unit for more information.

Entering Barcodes from a Portable Unit Entering
“You have chosen to enter barcades from a portable unit. Before continuing please verify that you Barcodes from a
hawe completed the following steps. Portable
Step 1: Install the portable unit's sofware. This software is used to save the wanded barcodes |nvent0|'y Unit
into atextfile. Ifyou hawe notinstalled the portable unit's software please exit Spectum and .
install it nowr window
If you choose to
Step 2: Program the portable unit. You musttell the portable unit different barcode enter barcodes USing

symbalogies. etc. fyou have natyet programmed it please do so now, a portable inventory

unit, this window

Step 3 Use the portable unitto wand meterial barcodes. The porable unitwill store these opens.
barcodes, which can then be refrieved using the portable unit's software:

Click Next after you have completed the above three steps and are ready to retrieve barcodes from
the portable unit.

Inventony Status << Back Close
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The following table describes the elements in the Entering Barcodes from a Portable

Inventory Unit window.

Element

Description

Three steps for
entering barcodes
using a portable unit

Lists the three steps you need to complete before you enter
your barcodes from a portable inventory unit. If you have
questions about using the portable unit or the portable unit
software, refer to the documentation that came with your
portable unit.

Inventory Status
button

Opens the Inventory Status window, in which you can view
basic statistical information about the current inventory, such
as the date the inventory was prepared, how many materials
were prepared, how many materials were inventoried, and so
on. See "Viewing inventory status" in the Inventory chapter
of the Spectrum CIRC/CAT User Manual for more
information.

Retrieving Barcodes from a Portable Unit window

The Retrieving Barcodes from a Portable Unit window lets you specify the information
Spectrum needs in order to retrieve the barcodes you wanded from your portable
inventory unit. This window opens when you click the Next button in the Entering
Barcodes from a Portable Unit window.

For more information, see "How to retrieve barcodes from a portable unit" in the
Inventory chapter of the Spectrum CIRC/CAT User Manual.
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Retrieving

‘rou are now ready 1o retrieve harcades from the portable unit. This consists of running the portable Barcodes from a

unit's software, which will receive the barcodes the unithas stared and save them  in afile .
Portable Unit

Selectyour portakle fram the listbelow, choose the appropriate COM port (it applicakle), and click WIanVY

Launch to start the portable unit's software In this wmdow, you

Far rmore detailed instructions and froubleshooting tips on using your portable click Help. Spec'f)’ the model of

Model: [k

Click Mext after you hawe successfully used the portable unit's software to save its barcodes in afile

the portable unit

h .
r Ing.
Wee I COR Part (11| Launch... youre using
e
- Help

Inventory Status

| << Back | Mext »» I Close |

The following table describes the elements in the Retrieving Barcodes from a Portable

Unit window.

Element

Description

Model

This is the model of your portable inventory unit. Some common
models are the PW-800 and the PT-815. Make sure you select the
correct model from this box. The model name in this box usually
matches the name of the portable unit software that is installed.
This information tells Spectrum which program to use to
communicate with the portable unit.

Use COM Port

This tells Spectrum what communications port, either 1 or 2, your
portable unit is physically hooked up to. Typically, you need to
specify the COM port option in Spectrum for the following portable
units: the BCP-502, the 8W-430, and the PW-800 64K. The PW-
800 192K and PT-815 units let you select a COM port option
within the software that came with those units.

Launch button

Opens the program that came with your portable unit. Refer to the
documentation that came with your portable unit for information
about this software.

Help button

Opens a Help window, which gives you specific information for
retrieving barcodes and entering them into Spectrum.
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Element Description

Inventory Status  QOpens the Inventory Status window, in which you can view basic

button statistical information about the current inventory, such as the date
the inventory was prepared, how many materials were prepared,
how many materials were inventoried, and so on. See "Viewing
inventory status” in the Inventory chapter of the Spectrum

CIRC/CAT User Manual for more information.

Entering Barcodes from Portable Unit Files

window

The Entering Barcodes from Portable Unit Files window opens after you retrieve
barcodes from a portable unit. Any files that you add must only contain lists of barcodes

and no other data.

For more information, see "How to add file(s) from a portable inventory unit" in the

Inventory chapter of the Spectrum CIRC/CAT User Manual.
Entering Barcodes from Portable Unit Files
You hawe chosen to enter barcodes from files saved by pontable units. These files should exist and

hawe been sawved by the software for the portable unit.

Files

Eemove

Click Mextto begin processing the files.

Irventory Status << Back | Tl | Close

Entering Barcodes
from Portable
Unit Files window
Here you can add the
text files that you
created using a
portable inventory
unit.

Inventory: About the inventory windows for entering barcodes
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The following table describes the elements in the Entering Barcodes from Portable Unit
Files window.

Element Description

Files list Displays all of the text files containing the barcodes you want to
inventory.

Add button Opens a window where you can locate and select files to add to the

list of text files to use for inventory.

Remove button  Deletes the currently selected text file from the Files list.

Inventory Status  Opens the Inventory Status window, in which you can view basic

button statistical information about the current inventory, such as the date
the inventory was prepared, how many materials were prepared,
how many materials were inventoried, and so on. See "Viewing
inventory status" in the Inventory chapter of the Spectrum
CIRC/CAT User Manual for more information.

Entering Barcodes from a Barcode Reader or
Keyboard window

The Entering Barcodes from a Barcode Reader or Keyboard window displays the barcode
number you are currently entering in the Barcode box. The previous material numbers
(up to 100) and their status are displayed in the barcode list.

For more information, see "Entering barcodes from a barcode reader or keyboard" in the
Inventory chapter of the Spectrum CIRC/CAT User Manual.

388 Spectrum CIRC/CAT Reference Manual

SCC5rm1200tb



Entering Barcodes from a Barcode Reader or Keyboard Ed

Yiou may now wand barcodes or type them in by hand. Highlight a barcode and click Override if you
would like ta manually change a material's status.

Barcode I (WeritE

;I A= Already Entered
C = Command Barcode
E = Unrecognized Data
| = Inventoried by Circ

Entering Barcodes
from a Barcode
Reader or
Keyboard window
If you choose to enter
barcodes from a
barcode reader or

keyboard, this
L =(Ftisviatey ek window opens. Here
M = Mot Prepared
B Gt you can scan or type
the barcodes you
want to inventory.

P = Patron Barcode
U = Unknown Barcode
| W =Wanded Out of Order

¥ Beceive notifications when barcodes are entered out of call number order;

Click Mextwhen you are finished entering barcodes.

Inventory Status

<< Back | Next >> | Close |

The following table describes the elements in the Entering Barcodes from a Barcode
Reader or Keyboard window.

Element

Description

Barcode box

Lets you enter a barcode to inventory. After you enter a barcode
here, the barcode is displayed in the barcode list.

Override button

Opens the Override a Material's Inventory Status window where
you can change the material's current status. See "Overriding a
material's inventory status" in the Inventory chapter of the
Spectrum CIRC/CAT User Manual for more information.

Barcode list

Lists up to 100 of the previously entered barcodes. Some
barcodes may have a flag displayed next to them. For more
information about barcode flags, see "Material barcode flags" in
the Inventory chapter of the Spectrum CIRC/CAT User Manual.

Receive notification
when barcodes are
entered out of call
number order

If selected, notifies you if the material barcode numbers you
enter are out of call number order. This may help you find
materials that are shelved incorrectly.
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Element Description

Inventory Status Opens the Inventory Status window, in which you can view

button basic statistical information about the current inventory, such as
the date the inventory was prepared, how many materials were
prepared, how many materials were inventoried, and so on. See
"Viewing inventory status" in the Inventory chapter of the
Spectrum CIRC/CAT User Manual for more information.

Entering Barcodes from Text Files window

The Entering Barcodes from Text Files window displays the text files you want to use for
inventory. These files should already exist and contain lists of barcodes and no other data.

For more information, see "Entering barcodes from a text file" in the Inventory chapter of
the Spectrum CIRC/CAT User Manual.

Entering Barcodes from Text Files x| Entering Barcodes
‘vou hawe chosen to enter barcodes from text files. The texd files should already exist and contain from Text Files
lists of barcodes. [fthe textfiles do not existyou should create them now:. WindOW
Here you can add text
files containin
[ | Add. 9
barcodes that you

Eeriove | want to inventory.

Files

Click MNextto begin processing the files

Iventony Status | << Back | [alEwdt > | Close |

The following table describes the elements in the Entering Barcodes from Text Files
window.

Element Description
Files list Displays all of the text files containing the barcodes you want to
inventory.

390

Spectrum CIRC/CAT Reference Manual

SCC5rm1200tb



Element Description

Add button  Opens a window where you can locate and select files to add to the list
of text files to use for inventory.

Remove Deletes the currently selected text file from the Files list.

button

Inventory Opens the Inventory Status window, in which you can view basic
Status statistical information about the current inventory, such as the date the
button inventory was prepared, how many materials were prepared, how many

materials were inventoried, and so on. See "Viewing inventory status"
in the Inventory chapter of the Spectrum CIRC/CAT User Manual for
more information.

Entering Barcodes window

The Entering Barcodes window displays how many barcodes have been entered from a
file and displays the material barcodes and their inventory status in the list. After all the
barcodes have been entered from a file, you can go back and override a material’s status,
if necessary. See "Overriding a material's status" in the Inventory chapter of the Spectrum
CIRC/CAT User Manual for more information.

Entering Barcodes_ B Entering

Entering barcodes from the file "Inventory.od". Please wait.. Barcodes window
Here you can see
how many barcodes
A= Alrsady Entared were entgred from

C = Command Barcode the text flle(S) you

E = Unrecognized Data added.

I = Inventoried by Circ

L = Previgusly Lost

N = Mot Prepared

0 = Overridden

F = Patran Barcode

LI'= Unknown Barcode

12 Al W' ="Wanded Outof Order

11 Al LI

Mumber of barcodes entered: 25

| Imventonys Status Legend:

PrErrEE £IE %

Click MNext after processing is completed.

Inwentany Status o Mext» \Czic |
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Element Description

The following table describes the elements in the Entering Barcodes window.

Barcode list  Lists up to 100 of the previously entered. Some barcodes may have a
flag displayed next to them. For more information about barcode flags,
see "Material barcode flags" in the Inventory chapter of the Spectrum

CIRC/CAT User Manual.
Inventory Opens the Inventory Status window, in which you can view basic
Status statistical information about the current inventory, such as the date the
button inventory was prepared, how many materials were prepared, how many

materials were inventoried, and so on. See "Viewing inventory status"
in the Inventory chapter of the Spectrum CIRC/CAT User Manual for

more information.

Entering Barcodes Summary window

The Entering Barcodes Summary window displays the total number of barcodes you

entered in the current inventory and lists your current options.

For more information, see "After entering barcodes" in the Inventory chapter of the

Spectrum CIRC/CAT User Manual.

Entering Barcodes Summary

Atotal of 25 materials were entered.

Choose one of the following options

& {Enter more materials or override their status. Entered materials, as well as those currently:

in circulation, will not be marked as lostwhen inventary is finalized

 Print repons bhefare finalizing. Materials remaining to he entered, as well as a variety of
ather reports, can be printed

© Finalize inventony. f you choose this option any barcodes not entered will be marked as
lost.

£ Cancel inventory.

Click Mext after you hawe made your selection

Irventory Status Next»>» I Close

Entering
Barcodes
Summary
window

This window displays
how many materials
were entered for
inventory. It also
gives you options for
what you can do
next in the inventory
process.
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The following table describes the elements in the Entering Barcodes Summary window.

Element Description

Enter more materials  Lets you go back and enter additional barcode numbers for the
or override their materials you want to inventory. You can also override the
status. status of any material by choosing this option.

Print reports before  Lets you print status reports before you finalize an inventory.

finalizing. For a list of recommended reports to print before you finalize
inventory, see "Printing inventory reports" in the Inventory
chapter of the Spectrum CIRC/CAT User Manual.

Finalize inventory. Lets you finalize the inventory. Finalizing an inventory closes
the current inventory period. If there are any materials that
didn't have their barcodes entered, they are marked lost during
finalization.

Cancel Inventory. Lets you cancel the current inventory. See "Canceling
inventory" in the Inventory chapter of the Spectrum CIRC/CAT
User Manual for more information.

Inventory Status Opens the Inventory Status window, in which you can view

button basic statistical information about the current inventory, such
as the date the inventory was prepared, how many materials
were prepared, how many materials were inventoried, and so
on. See "Viewing inventory status" in the Inventory chapter of
the Spectrum CIRC/CAT User Manual for more information.
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About the inventory status windows

In the inventory status windows, you can either change the status of a material that is
entered for inventory, or you can view statistical information about the current inventory
period.

The following windows help you view or change inventory status:
e Override a Material's Inventory Status window

¢ Inventory Status window

Override a Material's Inventory Status window

The Override a Material’s Inventory Status window displays the current status of a
material and lets you change a material’s status to one of the two options listed. You can
only access this window by clicking the Override button in the Entering Barcodes from a
Barcode Reader or Keyboard window.

For information on how to override a material's status, see "Overriding a material's
inventory status" in the Inventory chapter of the Spectrum CIRC/CAT User Manual.

Overnde a Matenal's Inventory Status | | Override a
(T}
“'ou hawe chosen to override a material's inwentory status. Owveriding a material's inventory status Materlal S
allows yaou to manually add or remaove a material from inventony as well 8s manually change a
material to either lost or not lost, Inventory Status
window

Barcode to Cverride:
- Here you can

change the status of
the currently
selected material in
the Entering

Current Status
This material is not lost

This material is in inwentory

Choose one ofthe following options as the material's new inventory status: Barcodes from a
& hdark this material as lost and remove it from inventony Barcode Reader or
£ Bemove this material from inwentory Keyboard window.

Click Save after sefting the meterial's new status.

Cancel

394 Spectrum CIRC/CAT Reference Manual

SCC5rm1200tb



The following table describes the elements in the Override a Material’s Inventory Status

window.

Element

Description

Mark this material as
lost and remove it
from inventory

By selecting this option, the status of the currently selected
barcode from the barcode list in the Entering Barcodes from a
Barcode Reader or Keyboard window will be changed to "lost"
and then removed from the current inventory. This option is
only available if the currently selected barcode is entered into
inventory.

Remove this
material from
inventory

By selecting this option, the currently selected barcode from
the barcode list in the Entering Barcodes from a Barcode
Reader or Keyboard window will be removed from the current
inventory. However, the status of the barcode will remain the
same. This option is only available if the currently selected
barcode is entered into inventory.

Mark this material as
not lost

By selecting this option, the currently selected barcode from
the barcode list in the Entering Barcodes from a Barcode
Reader or Keyboard window will be marked as not lost but not
added to the current inventory. This option is only available if
the currently selected barcode's status is lost.

Add this material to
inventory and mark
it as not lost

By selecting this option, the currently selected barcode from
the barcode list in the Entering Barcodes from a Barcode
Reader or Keyboard window will be marked as not lost and
added to the current inventory. This option is only available if
the currently selected barcode's status is lost.

Inventory Status window

The Inventory Status window lists when the inventory was prepared, the number of

materials prepared, total materials inventoried so far, and other important information
regarding the status of your current inventory process.

For information for how to view inventory status, see "Viewing inventory status" in the
Inventory chapter of the Spectrum CIRC/CAT User Manual.
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Inventory Status %] InVentOry Status

Kl

Ireventory Status as of 11 December, 2000 =
Diate prepared: 11 December, 2000

Prepared: 1110 ¢
Inwentaried: 26 inventory.
Rermaining to be inventaried: 1084

Irvventoried but not prepared: 0

Total matenials lost: 44 —

Lostthis period: 0
Found this period: 2

window

The following information may be included in the Inventory Status window:

The date materials were prepared

Number of materials prepared

Number of materials inventoried (entered)

Number of materials remaining to be inventoried
Number of materials inventoried (entered) but not prepared
Possible warnings regarding your inventory data
Number of materials entered by circulation

Number of materials lost

Number of materials lost this period

Number of materials removed from the lost file (found)
Number of materials overridden

Material types included

Call number range included

This window gives you
statistical information
about the current
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About the inventory reports windows

It’s a good idea to print inventory reports both before and after you finalize inventory.

To see a list of all the inventory reports, what parts of the program they are available in,
and when it's most useful to print them, see "Printing inventory reports" in the Inventory
chapter of the Spectrum CIRC/CAT User Manual.

The following are the inventory report windows:
¢ Inventory Reports window

¢ Inventory Reports Options window

To learn more about inventory reports and reports in general, see the Reports chapter in
the reference and user manuals for Spectrum CIRC/CAT.

Inventory Reports window

Available inventory reports are listed in the Reports box in the Inventory Reports
window. After you select the report you want to create, the applicable indexes, range
values, and options become available. You should always select your report before you
select an index or other options.

Inventory Reports x| |nventory Reports
Select the type of report you want to print and the index you want to use for the report. You may also WindOW
optionally specify a range of materials to print. [fvou do not specify a range. the default range will
include all materials: TO select the
inventory report you
Beport |Materials Entered [ want to create, click
Index |Call number = the arrow next to the

Report box and click
the report name from
Enci =t | the list. After you
select a report, you
can set the index,
select the range of
materials to include in
Qpllnns << Back Create Close the report, and click
the Options button to
set your options.

Start gt I

Click Options to change your report options. Click Create to see a preview of the report

Click Back when you are done printing reporis
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The following table describes the elements of the Inventory Reports window.

Element Description

Report Lists the available inventory reports.
Index Lists the available indexes for the selected inventory report.
Start at Designates the first record included in the report. Start at values are

not case-sensitive. The default data in the Start at box is the number or
title of the first data record of the current index.

End at Designates the last record included in the report. End at values are not
case-sensitive. The default data of the End at box is the number or
title of the last data record of the current index.

Options Opens the Inventory Report Options window. This button is only
available if there are options available for the selected report.

Create Launches your default browser and displays the selected report. If you
have multiple browsers installed on your computer, the report is
generated in the application that is associated with HTML files.

For more information on using the Inventory Reports window, see "Setting up reports" in
the Reports chapter of the Spectrum CIRC/CAT User Manual.

Inventory Reports Options window

When you click the Options button in the Inventory Reports window, the Inventory
Reports Options windows opens. The options available depend on which report you
select in the Inventory Reports window. Also, not every report requires you to choose
report options before printing the report.
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Inventory Reports Options

Materials Included

x| Inventory Reports
Options window

You customize your

[ HEluelE risterElE ot Gl the mEstte CE iy tEty pErE inventory reports with the
@ nelide meterials fram allinventan/ perbds options you select in this

window. Different options
¥ Only include materials inventaried by Circulation are available depending on
™ Only include materials entered, but not prepared which report you select.

Ok I Cancel

The following table describes the elements of the Inventory Reports Options window.

Element

Description

Include materials from
only the most recent
inventory period

This option is only available for the Materials Lost report.
If you select this option, the report only lists materials
marked as lost during the last inventory period. Selecting
this option will report the information formerly found in
the Materials Marked as Lost this Period report.

Include materials from all
inventory periods

This option is only available for the Materials Lost report.
If you select this option, the report lists materials marked as
lost during all inventory periods.

Only include materials
inventoried by
Circulation

This option is only available for the Materials Entered
report. If you select this option, the report lists the
information formerly found in the Materials Entered by
Circulation report.

Only include materials
entered, but not

This option is only available for the Materials Entered
report. If you select this option, the report lists the

prepared information formerly found in the Materials Entered but
not Prepared report.
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About the inventory cancellation windows

Canceling your current inventory stops the current inventory. You should cancel only if
you don’t want to complete the inventory you’ve started.

The following windows guide you through the cancellation process:
e Cancel Inventory window
e Canceling Materials for Inventory window

e Cancel Summary window

Cancel Inventory window

You can cancel the current inventory by accessing the Cancel Inventory window, which
is accessible by clicking the Cancel Inventory button in the Inventory window. You
should cancel only if you don’t want to complete the inventory you’ve started. When you
cancel, materials are no longer prepared for, or entered into, inventory. If you cancel and
want to begin a new inventory, you have to start the process over from the beginning.

For information for how to cancel an inventory, see "Canceling inventory" in the
Inventory chapter of the Spectrum CIRC/CAT User Manual.

Cancel Inventory
“'ou hawe chosen to cancel inventary. Canceling inventory will remowve the inventory status from all WindOW

materials, effectively un-doing any waork wou have performed for this inventory period This is the first window

in the cancellation
process. If you don't

want to cancel the
Click Mextto cancel inventony. This process may take a long time to complete. inventory at this time
’

Click Back ifvou do notwish to cancel inventany.

you can click the Back
button in this window.

Inventory Status << Back Close
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Canceling Materials for Inventory window

The Canceling Materials for Inventory window processes the materials you want to
cancel and then displays the total number of materials that were canceled.

Canceling Materials for Inventory...

Canceling materials from inventory. Please wait...

Materials read 238

Materials canceled 230

Click Mext after processing is completed.

e T Qancel —

Cancel Summary window

Canceling Materials
for Inventory
window

This window shows the
progress of the
cancellation process.

When you cancel an inventory, the total number of materials that were canceled is
displayed in the Cancel Summary window. If you want to start a new inventory period
after you cancel, click the Next button in the Cancel Summary window to return to the

Inventory window to re-prepare materials for inventory.

Cancel Summary E4

Atotal of 1060 materials have been canceled

You may now start a new inventory period by preparing another group of materials

Click Mextto go back to the inventary menu.

Cancel
Summary
window

This window lets
you know how
many materials
were canceled.
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About the inventory finalization windows

Finalizing an inventory marks the end of the inventory period and closes the current
inventory period. This process compares the materials that you prepared for inventory
with those you entered into inventory.

The following windows guide you through the finalization process:
¢ Finalize Inventory window
¢ Finalizing Materials for Inventory window

¢ Finalize Summary window

Important! Do not finalize an inventory until you enter all the prepared materials that
aren’t lost because after materials are finalized there is no way to change their status in
inventory. Materials that are prepared but not entered will be marked as lost after you
finalize. You can only change a lost status in the Circulation part of the program or by
performing another inventory. If you need to enter additional materials before finalizing
your inventory, click the Back button in the Finalize Inventory window.

Finalize Inventory window

The Finalize Inventory window lists how many materials will be marked as lost if you
finalize your current inventory period, so it's important to read the information in this
window carefully.

For more information, see "Finalizing inventory" in the Inventory chapter of the
Spectrum CIRC/CAT User Manual.
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Finalize Inventory

Finalize

“You have chosen to finalize inventary. Any matetials thatwere prepared for inventory but not entered InVentory
will be marked as lostthis petiod window

ltyou click Mext 1034 raterials will be marked as lost

To print alist of the materials that will be marked as lost. click Inventany Reparts and select the
Materials Remaining to be Entered report

Inventony Reports...

This is the first
window in the
finalization process.
If you don't want to
finalize at this point,

Click Back if you are not sure you have entered all materials

you can click the
Back button in this

Click Nextto finalize inventory. This process may take a long time to complete WindOW.

Irventony Status

| << Back | i Mext >» I Close |

The following table describes the elements in the Finalize Inventory window.

Element

Description

Inventory
Reports button

Opens the Inventory Reports window, in which you can print
status reports before you finalize the inventory. For a list of
recommended reports to print before you finalize the inventory,
see "Printing inventory reports" in the Inventory chapter of the
Spectrum CIRC/CAT User Manual.

Inventory Status
button

Opens the Inventory Status window, in which you can view basic
statistical information about the current inventory, such as the date
the inventory was prepared, how many materials were prepared,
how many materials were inventoried, and so on. See "Viewing
inventory status" in the Inventory chapter of the Spectrum
CIRC/CAT User Manual for more information.

Inventory: About the inventory finalization windows

SCC5um1200tb

403



Finalizing Materials for Inventory window

The Finalizing Materials for Inventory window processes the materials you want to
finalize. When processing is finished, it displays the number of finalized materials as well

as the number of materials marked as lost.

Finalizing Materials for Inventary...

Finalizing materials for inventory. Flease wait.

Materials finalized 503

Materials marked as lost 0

Progress

Click Next after processing is completed,

Finalize Summary window

Finalizing Materials for
Inventory window

This window displays the
progress of the finalization
process.

The Finalize Summary window displays the total number of materials that were finalized

and how many materials were marked as lost.

Finalize Summary =]

Atotal of 1110 materials were finalized. Ofthese, 0 materials have heen marked as lostthis
period

To print summary repons such as the materials lost and/or found this period click Inventory Reports.

Inventory Reparts

Click Close to close the inventory module.

Finalize Summary
window

This window lets you know
how many materials were
finalized for inventory.
From here, you can click
the Close button (not
shown in graphic) to close
out the inventory period.

The following table describes the elements in the Finalize Summary window.

Element Description

Inventory Reports  Opens the Inventory Reports window, in which you can print

button status reports after you finalize the inventory. For a list of
recommended reports to print after you finalize the inventory, see
"Printing inventory reports" in the Inventory chapter of the

Spectrum CIRC/CAT User Manual.
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