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Understanding inventory

You inventory your materials to determine which materials in your collection may be lost
and which materials are available for circulation. This information is found by comparing
the items you want to inventory (preparing for inventory) and the items that actually are
entered into inventory (entering barcodes). You can also print a variety of reports so you
know the inventory status of prepared materials and the progress of the inventory process.

Spectrum’s inventory process is a wizard—which is a process that guides you through
each step of a multistep operation using a series of windows. For information about the
inventory windows, see "Understanding the inventory windows" in the Inventory chapter
of the Spectrum CIRC/CAT Reference Manual.

Back up your data

We recommend that you back up your entire database before you begin the inventory
process. See "Backing up Spectrum data" in the Backup chapter of this manual for more
information.

Allow enough time

Several steps in the inventory process can tie up your computer for some time depending
on the speed of your computer and how many materials you're inventorying. While it is
not a necessity, you may want to inventory your materials during a slow period or when
your library is closed to patrons. If you don't have enough time to complete a process,
you can close the Inventory part of the program and begin where you left off at a later
time. See "Stopping and starting the inventory process" later in this chapter for more
information.

Steps in the inventory process

The process of performing an inventory consists of several steps. 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. In other words, the
available steps depend on which inventory processes you have already completed for the
current inventory period. For example, if you haven’t prepared materials for inventory,
then you cannot enter materials or override their status. Likewise, if you quit (not cancel)
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the inventory process after completing the preparation step, the succeeding steps are
activated the next time you access inventory.

The following is the recommended order of steps for completing inventory:

1. Prepare the materials for inventory.

2. Enter materials or override their status.

3. Print reports before finalizing.

4. Finalize the inventory.

5. Print reports after finalizing.

For more on each of these five main inventory steps, see the corresponding sections later
in this chapter or the Inventory chapter in the Spectrum CIRC/CAT Reference Manual.

Step

Description

Preparing materials

You must specify which materials to inventory. Preparing
materials opens a current inventory period.

Entering barcodes

You must enter the barcode number of each material you want
to inventory. When you enter a barcode number, you inform
the program that the material exists. During this process, you
can override the status of any material, such as marking a
material lost.

Printing reports

You can print most inventory reports at any time during an
inventory, but some are most useful at a specific time in the
process (for example, before and after finalizing the
inventory).

Finalizing inventory

After you enter all the material barcodes that you want to
inventory, you can finalize the inventory. This closes the
current inventory period. If there are any material barcodes that
weren't entered, they are marked as lost during finalization.

At any time during the inventory period, you can view the status of or cancel the current
inventory. You view the inventory status by clicking the Inventory Status button in any
inventory window. You cancel an inventory by clicking the Cancel button. You should
cancel only if you don't want to complete the inventory you started. When you cancel,
materials are no longer prepared or entered for inventory. You have to start the inventory
process from the beginning if you cancel the current inventory.

Inventory: Understanding inventory
SCC5um1200th

421



Starting and stopping the inventory process

You start, or restart, the inventory process from the Inventory window, which lists the
main inventory steps.

After you prepare materials and before you finalize materials for inventory, your
inventory period or process is considered open. You don't have to start and finish an
inventory on the same day or even in the same week. However, if you do have a
significant amount of time between preparing and finalizing an inventory, any materials
that you add to your database after the prepare process are not inventoried. Until you
finalize an inventory, the inventory period is still open.

If you stop, not cancel, the inventory, you can begin where you left off the next time you
access inventory. Make sure you remember what step you finished and where you need to
begin, so you don't have to repeat any steps.

How to start the inventory process

Follow the steps below to start or continue an inventory period.

To start an inventory process

1 Select Inventory from the Winnebago menu. The Inventory
window opens.

Inventory x|

You can inventory your collection to find which materials may hawve been lostthroughout the year. To
inventony your collection follow the steps below.

& Step 1 Prepara the materials for inventory. Prapared materials that are not entered Iater
will be marked as lostwhen inventary is finalized. :

) Bienm & Enter materials or overtit e thert statis, Ertered materials aswell s thase
currentlyin cireul e willlnat e marked aslmstwhen mventanisitinalizec

1 Biep 3 Print repets before finalizing, Metersls emaihing to ke entered, a2 wall assa
watiety ot other remars, ean e aEritted

1 Siepd EihElEeitvEntEn s Ay prepaEdimeteraE netinereulstiEn arnet enteredi stEme
willlie marted as (Eet el this st

 Step & Print reports after finalizing. Materials lost and/or found this period as well as a
wariety of ather reports can be printed.

At any time prior o finalizing inventory yvou can click Cancel Inventory to cancel the current inventory
process.

Selectthe inventary step you would like to complete and click MNext.

arEe] verntary [ ity Stetis | MNext »> I Close
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2 Select Step 1: Prepare materials for inventory and click Next.

See "Preparing materials for inventory" later in this chapter to
continue the inventory process.

To continue an inventory process that you already started
1 Select Inventory from the Winnebago menu. The Inventory
window opens.

2 Select the step that's next in your current inventory process and
click Next.

See the corresponding section in this chapter that relates to the step you need to perform
to continue the inventory process.
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Preparing materials for inventory

Before you can accurately inventory your material collection, you have to choose which
materials to include in the inventory. You do this when you prepare your materials for
inventory. This process may take a while to complete and should not be interrupted.
Make sure you allow enough time for it.

Important! You can prepare materials for inventory while your patrons search the catalog
as long as you prepare using a different client computer.

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 can specify whether you want
to inventory all or only a portion of your materials. You may want to inventory only a
portion of your collection to make inventory more manageable. For example, rather than
inventorying your whole collection at once, you could inventory your fiction materials,
then your reference materials, and so on. When you finish entering barcodes for one
section of materials, finalize that inventory session, print reports for it, and then start
inventorying the next section of materials.

Note: Any materials prepared but not entered are marked as lost when you finalize your
inventory.

For preparing inventory reference information, see "About the inventory preparation
windows" in the Inventory chapter of the Spectrum CIRC/CAT Reference Manual.

Preparing your entire material collection

By preparing your entire collection, you inventory all of the materials in your material
database. Be aware that the preparing process may require a lot of time, depending on the
size of your collection. For a rough estimate, it takes approximately a half-hour to prepare
a standard library collection of 15,000 records (it may take longer depending on the speed
of your computer). Before you start this process, you should make backups of all the files
in your Spectrum Server folder.

How to prepare your entire material collection

Follow the steps below to prepare your entire material collection for inventory.
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To prepare your entire collection
1 Choose Inventory from the Winnebago menu. The Inventory
window opens.

2 Select Step 1: Prepare the materials for inventory and click
Next to continue. The Prepare Materials for Inventory window

opens.

Freparing materials for inventory involves marking the materials wou have specified as being
'‘nrepared'. Prepared materials whose barcodes are not entered will be marked as lostwhen
inventary is finalized.

Choose one of the following options:

g éPrepare the entire collection. Ifyou choose this option all materials in your collection will
e marked as prepared.

¢ Prepare arange of materials. [f yvou choose this option only matarials within the call
number range and/or with material types you specifiv will be marked as prepared.

Click Mext afteryou hawve made your selection.

<< Back | Mext >> I Close

3 Select Prepare the entire collection and click Next. The
Prepare the Entire Collection window opens.

4 Click Next to begin preparing materials.

The Preparing Materials for Inventory progress window opens,
and the preparing process starts. While the program prepares
records, a progress bar and a running count of the total
number of materials prepared are displayed.

5 When the preparing process is complete, click Next. The
Summary of Materials Prepared for Inventory window opens.

See "After preparing materials for inventory" later in this section for information on what
to do after preparing for inventory.
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Preparing a range of materials for inventory

You can inventory a portion of your material collection by specifying a range of materials
for the program to prepare. You can use call numbers, material types, or both to specify
which materials to prepare. If you set up both call number and material type ranges,
materials must meet both of these conditions in order to be prepared for an inventory
period. This means a material’s call number must be within the range you designate, and
it must be one of the material types you specify.

You need to specify at least one material type if you choose to prepare materials by call
number range. If you specify a range by call number without specifying a material type,
no records will be prepared.

How to prepare a range of materials using call numbers

Example scenario: You decided you only have time to prepare materials that fall within
the call numbers 001.6 BAK and M1299. S9.

To prepare materials within a range of call numbers

1 Choose Inventory from the Winnebago menu. The Inventory
window opens.

2 Select the Step 1: Prepare the materials for inventory option
and click Next to continue. The Prepare Materials for Inventory
window opens.

3 Select the Prepare a range of materials option and click Next
to continue. The Prepare Materials Within a Range of Call
Numbers window opens.
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Piepare Matenals within a Range of Call Humbers

“ou hawve chosen to prepare a range of materials. You may prepare materials within a range of call
numbers andfor materials with specified material types.

Frepared materials whose barcodes are not entered later will be marked as lostwhen you finalize
the inventory process.

IV Prepare materials within & range of call numbers

Prepare call numbers from: IDD1.6 BAK

i |M1299. EL

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

<< Back | Cloge

4 Select the Prepare materials within a range of call numbers
option.

5 Enter 001.6 BAK in the Prepare call numbers from box

6 Enter M1299. 59 in the to box. The numbers that fall between
the lowest and highest call numbers make up the range of
materials that are prepared for inventory.

7 Click Next. The Prepare Materials by Material Type window
opens.

From this point, you can:

e continue to prepare a range of materials to inventory by specifying the
material types (see "How to prepare a range of materials using
material types" directly after this topic). 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 the Prepare Materials by Material Type
window.

e discontinue the inventory (if you click the Close button, none of your
materials are prepared, and because you haven't prepared any
materials, the inventory process is not open).
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How to prepare a range of materials using material types

You should choose this option only if you are confident that your materials are assigned
to the appropriate type. We recommend that you print a report listing all the materials
assigned to the material type called Default. The best report that lists this information is
the Materials report indexed by material type—make sure it's not the "short form" report
(see the Reports chapter in the Spectrum CIRC/CAT user and reference manuals for more
information). If you have any materials in this category, you should assign these
materials to an existing type or create a new one to assign them to. If you have materials
assigned to the Default type and then prepare materials by a specific material type, some
materials may not be prepared and then marked as lost later.

o Important! 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.

Note: In order to select a material type from the list you need to click the box in front of
the type’s description. If the box is checked, the item is selected. To select all the
available material types, click the All button. To deselect all of the available material
types, click the None button.

Example scenario: You only want to prepare materials that are assigned to either the
Fiction or Reference material type.

To prepare materials by material type

1 Choose Inventory from the Winnebago menu. The Inventory
window opens.

2 Select the Step 1: Prepare the materials for inventory option
and click Next to continue. The Prepare Materials for Inventory
window opens.

3 Select the Prepare a range of materials option and click Next
to continue. The Prepare Materials Within a Range of Call
Numbers window opens.

4 Decide if you want to define a range of materials to inventory
by specifying call numbers. See "How to prepare a range of
materials using call numbers" directly before this topic for more
information.

If you don't want to define a range using call numbers, click
Next to continue. The Prepare Materials by Material Type
window opens.
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Prepare Materials by Material Type x|

“rou hawve chosen to prepare a range of materials. Y'ou may prepare materials within a range of call
numbers andfor materials with specified material types.

Frepared materials whose barcodes are nat entered will be marked as lostwhen you finalize the
inventory process.

11 - Default - All
V]2 - Fiction —
w3 - Reference

14 - Biography &l
[(15-Easy

[]6-000-099

[17-100-199

18- 200-299

[19-300-399

110 -400-499

111 -500-599

112 - 600-699 LI

Click Nextto prepare the specified materials. This process may take along time to complete.

<< Back | Next >> I Close |

5 Click the None button to deselect all of the material types (by
default all of the material types are selected).

6 In the material types list, click the box next to the Fiction and
Reference material types.

7 Click Next to begin preparing the range of materials you
selected.

The Preparing Materials for Inventory progress window opens,
and the preparing process starts. While the program prepares
records, a progress bar and a running count of the total
number of materials prepared are displayed.

8 When the preparing process is complete, click Next. The
Summary of Materials Prepared for Inventory window opens.

See "After preparing materials for inventory" later in this section for information on what
to do after preparing for inventory.

After preparing materials for inventory

After the program prepares the materials for inventory, it opens the Summary of
Materials Prepared for Inventory window. This window lists the total number of
materials prepared for inventory and gives you three options for entering material
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barcodes if you continue the inventory process. Remember, the total number of materials
prepared is the number of records that must be entered into inventory before finalizing.

Summary of Materials Prepared for Inventory

Atotal of 1110 materials have been prepared for inventony.

You should now enter barcodes, a process that infarms the system which materials currently exist.
haterials currently in circulation will automatically be entered. Materials not entered will be marked
as lostwhen inventory is finalized.

Choose one of the following options:

& Enter barcodes from a portable inventory unit. [fyou choose this option you will be guided
through the steps necessary for entering barcodes from a portable inventory unit,

" Enter harcodes from a bharcode reader or the keyboard. Ifyou choose this option you will
hawe towand individual barcodes or type them in by hand.

" Enter harcodes from atextfile. Ifyou choose this option you will be prompted for the name
of an already-existing text file that contains material barcodes to be entered.

 Cancel inventary.

Click Mext sfteryou hewve made wour selection.

Inwentary Status Mewt >> | Close

At this point in the inventory process, you have the option to:

e continue with the inventory by entering materials (see "Entering
barcodes for inventory" later in this chapter).

e view your inventory status (see "Viewing inventory status" later in this
chapter).

e Stop here and continue at a later date

e cancel the inventory (see "Canceling inventory" later in this chapter).

Make your selection and click the Next button. If you want to continue at a later date,
click the Close button.
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Entering barcodes for inventory

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 program stores
the material barcodes you enter.

Entering barcodes for inventory does not mean the same thing as scanning barcodes for
inventory. By the time you are to this point in the inventory process, you should have
already scanned your barcodes, either using a portable inventory unit or a Personal
Digital Assistant (or PDA) unit with the Palm operating system. Be aware that scanning
barcodes may require a lot of time, depending on the size of your collection. For quick
reference, it takes four people approximately two days to scan a library collection of
25,000 records. It may take longer depending on the speed of your computer, setup time,
method used, and experience levels. If you don't have a portable inventory unit or a PDA
unit to scan barcodes, you can record barcodes for inventory using a barcode reader or
your computer's keyboard.

Entering barcodes is the process of taking the barcodes you've scanned and transferring
them to the computer where you're performing inventory. You can choose to enter
barcodes immediately after preparing your materials for inventory by choosing how you
want to enter your barcodes from the Summary of Materials Prepared for Inventory
window. Or, if you stopped the inventory process after preparing your materials, you can
start the inventory process again and access this step through the main Inventory window.

Note: Materials currently checked out are automatically entered into the current
inventory. You can print a list of these materials by generating the Materials Entered by
Circulation report.

Spectrum CIRC/CAT offers you three options for entering barcodes:
e using a portable inventory unit
e using a barcode reader or keyboard

e from a text file

Note: If you are using the Spectrum-in-Hand program, see "Entering barcodes using
Spectrum-in-Hand" later in this chapter for more information.

You can use any or all of the methods above to enter your material barcodes. For
instance, you could enter some barcode numbers at the keyboard, and enter some barcode
numbers from a portable barcode reader.
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For reference information about entering barcodes for inventory, see "About the
inventory windows for entering barcodes" in the Inventory chapter of the Spectrum
CIRC/CAT Reference Manual.

Entering barcodes from a portable inventory unit

Using a portable inventory unit is a convenient way to scan your material barcodes. You
can take the portable unit throughout your library and scan or key material barcodes into
the unit without having to move your materials. By the time you reach this point in the
inventory process, it's important that you already scanned barcodes using your portable
unit. Once your material barcodes are scanned or keyed into the portable unit, you need
to save the barcodes in the portable unit to a text file (retrieving the barcodes). Lastly,
you're going to upload the text file containing the barcodes to the computer that has the
portable unit software installed on it (adding the barcode file). If you have questions
about using the portable unit or the portable unit software, refer to the documentation that
came with your portable unit.

For more information, see "Entering Barcodes from a Portable Unit window" in the
Inventory chapter of the Spectrum CIRC/CAT Reference Manual.

There are three steps involved to enter barcodes from a portable inventory unit:
¢ making sure you already scanned barcodes
e retrieving barcodes from the portable unit

e adding file(s) from the portable unit to Spectrum

How to enter barcodes from a portable unit

Important! If you're using the Spectrum-in-Hand program, don't select this option to
enter barcodes. See "Entering barcodes using Spectrum-in-Hand" later in this chapter for
more information.

Follow the steps below to enter barcodes from a portable unit.

To enter barcodes from a portable unit

1 Make sure you prepared your materials and are in either the
Summary of Materials Prepared for Inventory window or the
Entering Barcodes for Inventory window. If you're not there yet,
see "Preparing materials for inventory" at the beginning of this
chapter for more information.
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2 Select the Enter barcodes from a portable inventory unit
option and click Next. The Entering Barcodes from a Portable
Unit window opens.

Entering Barcodes from a Portable Unit Ea

Y'ou hawve chosen to enter barcodes from a portable unit. Befare continuing please wverify that you
hawe completed the following steps.

Step 1: Install the portable unit's software. This software is used to sawve the wanded barcodes
into atextfile. lfyou hawve notinstalled the portable unit's software please exit Spectrurm and
install it now.

Step 2: Program the portable unit. You musttell the portable unit different barcode
symbologies, etc. fyou have notyet programmed it, please do so now.

Step 3: Use the portable unitto wand material barcodes. The portable unit will store these
barcodes, which can then be retrieved using the portable unit's software.

Click Mext after you hawe completed the above three steps and are ready to retrieve barcodes from
the partable unit.

Irventary Status | << Back | Mext »» Close

3 Make sure you completed the following steps before you
continue:

¢ Install the portable unit’s software.
e Program the portable unit.
¢ Use the portable unit to wand material barcodes.

For help using your portable unit or portable unit software,
please refer to the documentation that came with your portable
unit.

4 If you haven’t completed the three steps listed in the Entering
Barcode from a Portable Unit window, click Close, complete
the three steps, and reopen the current inventory by choosing
Inventory from the Winnebago menu. If you have completed
the three steps, click Next to continue. The Retrieving Barcodes
from a Portable Unit window opens. See "How to retrieve
barcodes from a portable unit" immediately following this for
more information.
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How to retrieve barcodes from a portable unit

You must choose the proper communications port (COM port) and model in order for
your portable inventory software to be able to properly connect and retrieve the barcodes.
If you don’t know the proper model of your unit, check the manual that came with the
portable unit. Some models may not be included in the Model box. If you don’t see your
model listed, contact technical support.

For reference information about each element in the window, see "Retrieving Barcodes
from a Portable Unit window" in the Inventory chapter of the Spectrum CIRC/CAT
Reference Manual.

Follow the steps below to retrieve barcodes from a portable unit.

To retrieve barcodes from a portable inventory unit

1 Make sure you are in the Retrieving Barcodes from a Portable
Unit window. If you're not there yet, see "How to enter
barcodes from a portable unit" immediately before this section
for more information.

Retrieving Barcodes from a Portable Unit x|
Y'ou are now ready to retrieve barcodes from the portable unit. This consists of running the portakble
unit's saftware, which will receive the barcodes the unithas stored and sawve them  in afile.

Selectyour portable from the list below, choose the appropriate COM port (if applicable). and click

Launch to start the portable unit's software.

For more detailed instructions and troubleshooting tips on using your portakble click Help.

todel: = Lse COR Part @11 Launch... |
o7
- Help |

Click Mext afteryou hawve successfully used the portahle unit's software to sawve its barcodes in afile.

Inventory Status << Back | Mext »» I Close

2 In the Retrieving Barcodes from a Portable Unit window, select
your portable unit from the Model box and, if applicable, the
correct COM port.
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3 Click Launch to start the portable’s software and save the
barcodes you wanded into the portable to a text file. The
suggested file name for the file that contains your barcodes is
hist.txt, but it may be different if you changed it with the
portable unit communication utility. For more information, see
the documentation that came with your portable unit.

Important! Follow the directions for uploading portable files
with your portable unit software. The steps in this manual only
describe what you do while using your Spectrum CIRC/CAT
program. There are additional steps involving the portable unit
and the portable software that came with the unit. These steps
may be different depending on if you are using a Windows or
Macintosh computer.

4 After saving the barcodes from the portable to a file, click Next
to enter the barcodes from the portable unit’s file into your
current inventory. The Entering Barcodes from Portable Unit
Files window opens.

The next step is to add the text file that contains the barcodes
you wanded using your portable unit. Go to "How to add file(s)
from a portable inventory unit" directly after this topic for
information on how to complete this process.

How to add file(s) from a portable inventory unit

After you retrieve barcodes from a portable unit, you must add the text file containing the
barcodes to inventory. Follow the steps below to add your text file(s).

To add file(s) from a portable inventory unit

1 In the Entering Barcodes from Portable Unit Files window, click
Add.

2 In the window that opens, locate the text file (or enter the
name and path yourself) that contains the material barcodes
you want to enter into your current inventory, and click the
Open button. You can enter more than one text file if
necessary.

3 Click Next to continue and begin processing the barcodes in
the text file(s).
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When the file(s) are done processing, the Entering Barcodes...
window opens. Here you can view the list of materials and their
barcode flags (if any exist). For more information about the
letter-code flags, see "Material barcode flags" later in this
chapter.

4 Click Next to continue. The Entering Barcodes Summary
window opens.

See "After entering barcodes" later in this section for information on what to do after
entering materials for inventory.

Entering barcodes from a barcode reader or
keyboard

You may want to enter individual barcodes at your computer with a barcode reader or
your keyboard. You must enter these barcodes at the computer where you are completing
your inventory. This option is more time consuming than the other two options because
you have to bring each material you want to inventory to the computer with the barcode
reader or keyboard.

Important! If you choose this option to enter barcodes for inventory, you should make
regular backups of your inventory files because the barcodes that you scan with a barcode
reader or type using the keyboard are not saved in a separate file (as they are when you
use a portable inventory unit, PDA unit, or an existing text file).

You can scroll through the list of barcode numbers and change their inventory or
circulation status by clicking the Override button (see "Overriding a material's inventory
status" later in this section).

Note: If you select the "Receive notifications when barcodes are entered out of call
number order" option before entering your barcodes, you’re notified if the material
barcode numbers you enter are out of call number order. This may help you find
materials that are shelved incorrectly.

How to enter barcodes from a barcode reader or keyboard

Follow the directions below to enter barcodes using a barcode reader or keyboard.
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To enter material barcodes from a barcode reader or keyboard

1 Make sure you prepared your materials and are in either the
Summary of Materials Prepared for Inventory window or the
Entering Barcodes for Inventory window. If you're not there yet,
see "Preparing materials for inventory" at the beginning of this
chapter for more information.

2 Select the Enter barcodes from a barcode reader or keyboard
option and click Next. The Entering Barcodes from a Barcode
Reader or Keyboard window opens.

Entering Barcodes from a Barcode Reader or Keyboard x|

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

Barcode: I (Sl e |

= A = Already Entered

C = Command Barcode

E = Unrecognized Data

| = Irventaried by Circ

L = Previoushy Lost

M = Mot Prepared

0 = Owerridden

F = Patron Barcode

U = Unknown Barcode
7| W =‘Wanded Out of Order

¥ Beceive natifications when harcodes are entered out of call number order;

Click Next when you are finished entering barcodes.

Irventory Status << Back | Mext »> Close

3 Select the Receive notifications when barcodes are entered
out of call number order option.

4 Scan or type a material barcodes in the Barcode box. If you are
using the keyboard, press the Enter key after each barcode you
type. As you enter barcodes, a variety of flags may be displayed
next to a material barcode. For more information about these
flags, see "Material barcode flags" later in this chapter.

5 After entering material barcodes, click Next to continue. The
Entering Barcodes Summary window opens.

See "After entering barcodes" later in this section for information on what to do after
entering materials for inventory.
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Entering barcodes from a text file

You may want to enter material barcodes from an existing text file into your current
inventory. This file should only contain a list of barcodes and no other data. Entering
barcodes from a text file may be convenient if you have someone enter the barcodes into
a text file at another computer. This text file can then be used to enter barcodes into your
current inventory, but the person entering the barcodes doesn’t have to use Spectrum
CIRC/CAT or even the librarian station computer. The text file you use could also be one
that is created after you retrieve barcodes from a portable inventory unit (such as hist.txt),
or with other software such as a word processor or PDA unit. (This is a lightweight,
hand-held, usually pen-based computer, which typically uses the Palm operating system.
This can be used in conjunction with the Spectrum-in-Hand program to enter barcodes
for portable circulation and inventory.)

How to enter barcodes from a text file

Follow the steps below to enter barcodes for inventory from a text file.

To enter material barcodes from a text file

1 In the Inventory window or the Summary of Materials Prepared
window, select Enter materials or override their status and
click Next.

2 Make sure you prepared your materials and in either the
Summary of Materials Prepared for Inventory window or the
Entering Barcodes for Inventory window. If you're not there yet,
see "Preparing materials for inventory" at the beginning of this
chapter for more information.

3 Select Enter barcodes from a text file and click Next. The
Entering Barcodes from Text Files window opens.
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Entering Barcodes from Text Files x|

You hawve chosen to enter barcodes from text files. The text files should already exist and contain
lists of harcodes. Ifthe text files do not existyou should create therm now.

Files:

Eemove |

Click Nextto begin processing the files.

Irventory Status | << Back | [alEt e | Close

4 In the Entering Barcodes from Text Files window, click Add.

5 In the window that opens, locate and select the text file (or
enter the name and path yourself) that contains the material
barcodes you want to enter into your current inventory, and
click the Open button. You can enter more than one text file if
necessary.

6 Click Next to continue and begin processing the barcodes in
the text file(s).

When the file(s) are done processing, the Entering Barcodes...
window opens. Here you can view the list of materials and their
barcode flags (if any exist). For more information about the
letter-code flags, see "Material barcode flags" later in this
chapter.

7 Click Next to continue. The Entering Barcodes Summary
window opens.

See "After entering barcodes" later in this section for information on what to do after
entering materials for inventory.
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Entering barcodes using Spectrum-in-Hand

Spectrum-in-Hand is a program that works in conjunction with a portable hand-held
computer (or PDA) for inventory and portable circulation. The hand-held computer uses
Palm computing technology and includes a built-in Symbol portable barcode reader. With
it, you can scan barcodes and enter data using its Graffiti writing area. For more
information or to purchase Spectrum-in-Hand, contact Sagebrush's Sales Department.

Using Spectrum-in-Hand is by far the fastest way to scan barcodes because you can take
the hand-held computer throughout your library and scan material barcodes without
moving your materials. Plus, PDAs have a better scan ratio than portable barcode units,
so you don't have to scan a barcode multiple times in order to get a successful entry.

Important! If you are using the Spectrum-in-Hand program, please refer to the manual
that came with your program to enter barcodes into the Spectrum CIRC/CAT program.

Material barcode flags

A variety of flags may be displayed next to a material barcode when you enter it for
inventory. A material is marked with a one-letter code that stands for the actual flag (see
table below). A barcode may have more than one letter code next to it.

Code Flag Description

A* Already Entered The barcode number was already entered into the
current inventory.

C Command Barcode  The barcode number is reserved for a circulation
command.
E Unrecognized Data ~ The program doesn’t recognize the data entered as a

barcode number.

1" Inventoried by The barcode number was entered into the current
CIRC inventory because it is currently checked out.
L* Previously Lost The program considers this material to be lost

because it currently has a lost status in the program.

N * Not Prepared This barcode number was not included in the range
of materials specified for inventory.

(0] Overridden This material barcode status was overridden.
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Code Flag Description

P Patron Barcode This barcode number is for a patron record.

u Unknown Barcode This barcode number doesn’t match any record in
your database.

w* Wanded Out of According to its call number, this barcode number
Order was entered out of order. The material may be
misplaced on the shelf.

* Barcode can be overridden. See "Overriding a material's inventory status" later in this
chapter for more information.

After entering barcodes

After you enter materials for inventory, the Entering Barcodes Summary window opens.
This window lists the total number of materials entered for inventory and gives you
options for continuing the inventory process.

Entering Barcodes Summary 4 Entering Barcodes

Atatal of 25 materials were entared Summary window
This window shows
you how many

@ Enter more materials or averride their status. Entered materials. as well as those currently barcodes were
in circulation, will not be marked as lostwhen inventony is finalized entered and lets you

£ Print reports before finalizing. Materials remaining to be entered, as well as a variety of decide the next
other reparts, can be printed inventory step to

perform.

Choose ane of the following options

" Finalize inventory. fywou choose this option any barcodes not entered will be marked as
lost.

 Cancel inventory.

Click Next after you hawe made your selection

Ireventory Status | Next »> I Close

At this point in the inventory process, you have the option to:

e continue entering more materials (see "Entering materials for
inventory" earlier in this chapter).

e override the status of the materials you entered (see "Overriding a
material's inventory status” later in this chapter).
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e print reports (see "Printing inventory reports" later in this chapter).
e finalize the inventory (see "Finalizing inventory" later in this chapter).
e cancel the inventory (see "Canceling inventory" later in this chapter).

e view your inventory status (see "Viewing inventory status" later in this
chapter).

e stop here and continue at a later date.

Make your selection and click the Next button. If you want to continue at a later date,
click the Close button.
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Overriding a material's inventory status

You can change a material’s inventory status with the override feature. Notice that the
Inventory window describes Step 2 as "Enter materials or override their status." Each
material you enter also has an inventory status. You can change a status that is incorrect
due to an error in entering barcodes.

o Important! You can only override from the Entering Barcodes from a Barcode Reader or
Keyboard window.

Overriding a material designates it as lost and/or removes it from the current inventory.
Overriding a lost material designates it as not lost and/or adds it to the current inventory
count. As you enter materials, certain materials are flagged to specifically describe their
inventory status. Some of these flags describe a status, such as "previously lost," which
you can change. After you change a material’s status, it is flagged with an "O" because it
has been overridden, but the original flags also remain attached to the material barcode
number (for example, "L" for Previously Lost).

Examples of when to override a material's
inventory status

Flags attached to a material often alert you of the need to override the inventory status.

Material flagged with an "L"

A material barcode number flagged with an "L" has been marked as previously lost by
the program. If you realize that this material is actually lost but somehow entered into
inventory due to a typing error, you can override this material to make it lost and remove
it from the inventory. If you don’t override this barcode number, then the program thinks
the material has been found because you were able to enter its barcode number into
inventory.

Material flagged with an "N"

If you accidentally entered a material barcode number you chose not to prepare for this
inventory, then you can remove it from inventory by overriding it.
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Material flagged with an "O"

If you override a material’s status and then realize that you chose the wrong override
option, then you can override this material again and choose a different option.

How to override a material's inventory status

Example scenario: When you enter the barcode number 20034 into the Entering Barcodes
from a Barcode Reader or Keyboard window, the program flags it as Already Entered.
You want to override this status by marking it as lost and removing it from inventory.

To override a material status

1 In the Entering Barcodes from a Barcode Reader or Keyboard
window, select the barcode 20034 from the barcode list.

2 Click the Override button. The Override a Material's Inventory
Status window opens.

DOverride a Material's Inventory Status E

You hawve chosen to override a material's inventory status. Owerriding a material's inventory status
allows you to manually add or remowve a material from inventory as well as manually change a
material to either lost or not lost.

Barcode to Owverride:
36

Current Status:
This material is not lost
This material is in inventany

Choose one of the following options as the material's new inventony status:
& hark this material as lost and remove it from inventary

 Bemowva this material from inventary

Click Sawve after setting the material's new status.

Cancel

3 Select the Mark this material as lost and remove it from
inventory option.

4 Click Save. The Override a Materials Inventory Status window
closes, and you are returned to the Entering Barcodes from a
Barcode Reader or Keyboard. The material that you overridden
is no longer in the list of materials to inventory.
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Printing inventory reports

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

The following table lists all of the inventory reports, what parts of the program they are
available in, and when it's most useful to print them.

Report

Where available

When to print

Materials Entered

Inventory and Reports

Before finalizing

Materials Entered Out of Inventory and Reports After finalizing
Order

Materials Entered that were Inventory and Reports After finalizing
Overridden

Materials Found this Period Inventory and Reports After finalizing
Materials Lost Inventory and Reports After finalizing
Materials Not Lost Inventory and Reports After finalizing

Materials Remaining to be
Entered

Inventory (only when an
inventory is in progress)

Before finalizing

Unrecognized Barcodes

Inventory and Reports

Before and after
finalizing

You can print inventory reports while an inventory is in progress from the following
inventory windows: Inventory window, Entering Barcodes Summary window, Finalize
Inventory window, and Finalize Summary window. For more information about each of
these windows, see the Inventory chapter in the Spectrum CIRC/CAT Reference Manual.

If you don't print reports while conducting inventory, don't worry. You can generate
inventory reports from the Reports part of the program. The exception is the Materials
Remaining to be Entered report, which can only be generated while an inventory is in

progress.
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To access inventory reports from the Reports part of the program
1 Click the Reports button in the Navigator toolbar.

2 Select Inventory from the pop-up menu.

3 Choose the inventory report you want to print from the list.

For a description of each inventory report, see "Inventory Reports" in the Reports chapter
of the Spectrum CIRC/CAT Reference Manual.

How to print an inventory report
When you print an inventory report, you need to:

e Specify an index

Set up the range
e Choose your options *
e Create the report

e Print the report

For more information about any of the above tasks, see the Reports chapter in this
manual.

* You only need to set options for the Materials Entered and Materials Lost reports. For
more information on the Inventory Reports Options windows, see "Inventory Reports
Options window" in the Reports chapter of the Spectrum CIRC/CAT Reference Manual.

Example scenario: Before you finalize your current inventory, you want to print the
Materials Remaining to be Entered report. You want the report to be indexed by call
number, and you want to include all of the materials. Note: By default, the program uses
the first and last items of the index you choose for the range.

To print an inventory report
1 In the Inventory Reports window, choose Materials Remaining
to be Entered from the Report box.

2 Choose Call Number from the Index box.

3 Accept the default call numbers already entered into the Start
at and End at boxes.

4 Click Create. A browser window opens and displays the report.
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5 If the report is large enough to be contained in more than one
.htm file, the Displaying Records message in the navigator bar
display as "1 to x of y" (where x is the number of records in this
data set and y is the total number of records). Click the Next
Set button to open the next report file.

6 When you are done viewing or printing the report, click the
close button in the upper right (Windows) or upper left
(Macintosh) corner of the browser window to close it.

7 After you print a report from the Inventory Reports window,
you can return to the Inventory window by clicking the Back
button. If you’re not continuing with inventory, click the Close
button.

For more information on using the Inventory Reports window, see "Setting up reports" in

the Reports chapter of this manual.
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Viewing inventory status

You can view the inventory status any time after you prepare materials and before you
finalize an inventory. Preparing materials for inventory begins the inventory process and
creates a new log of the current inventory status. Clicking the Inventory Status button that
is available in many of the inventory windows opens the Inventory Status window.
Although you can view inventory status information any time during the inventory
process, you cannot print it. If you want to print it, we suggest you copy/paste the
information into a word-processing program and print it from there.

How to view inventory status
Example scenario: You just finished entering the materials you want to inventory and

now want to view the current inventory status.

To view the inventory status

1 Click the Inventory Status button. The Inventory Status
window opens.

Inventory Status B

Irventory Status as of 11 December, 2000

| »

Date prepared: 11 December, 2000
Prepared: 1110

Irventoned: 26

Remaining to be inventoried: 1084

Irventaried but not prepared: 0

Total materials lost: 44 —
Lost this period: 0
Found this period: 2

i o

2 When you are finished viewing the information in the Inventory
Status window, the click Close button.
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Canceling inventory

Canceling your current inventory discontinues the current inventory. You can cancel the
current inventory any time after you prepare your materials in the following windows:
Summary of Materials Prepared for Inventory, Inventory window, and Enter Barcode
Summary window. You should cancel only if you don’t want to complete the inventory
you’ve started. When you cancel an inventory that's already in progress, materials are no
longer prepared or entered. If you cancel an inventory that's in progress, you have to
completely restart the inventory process. Only cancel your current inventory if you’re
positive you want to eliminate the work you have done for the current inventory.

Canceling an inventory may take a while. For comparison, it doesn’t take as long as
preparing for inventory—unless you prepared the entire collection.

Why cancel?

You may want to cancel an inventory if you prepared an incorrect range of materials.
After you prepare your materials for inventory, there is no way to go back and prepare
additional materials to include in the inventory you started. You can either wait and
inventory those materials during another inventory period or cancel the current inventory
and start over.

For canceling inventory reference information, see "About the inventory cancellation
windows" in the Inventory chapter of the Spectrum CIRC/CAT Reference Manual.

How to cancel inventory

Example scenario: You started an inventory a week ago by preparing the materials.
However, within that one week, you added about 25 materials to your database. You
want to include those new materials in the current inventory, so you need to cancel the
current inventory and start a new one.

To cancel your inventory
1 Open the current inventory by choosing Inventory from the
Winnebago menu. The Inventory window opens.

2 Click the Cancel Inventory button. The Cancel Inventory
window opens.
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Cancel Inventory

3 Click Next to continue to cancel the current inventory. The
Canceling Materials for Inventory window opens.

4 When the program finishes processing, click Next. The Cancel
Summary window opens.

5 Click Next to return to the Inventory window to re-prepare
materials for inventory—this time including the new materials
you entered.
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Finalizing inventory

Finalizing an inventory marks the end of the inventory period and closes the current
inventory. This process compares the materials that you prepared for inventory with those
you entered into inventory. All of the materials entered into inventory are considered
available for circulation and all the materials prepared but not entered are considered lost.

o 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.

Before finalizing
Make sure you do the following before you finalize an inventory:

¢ Print reports. Before you finalize an inventory, you should print
inventory reports to see if any materials were prepared but not entered,
erroneously marked as lost, and so on. Using the reports, you can go
back and enter as many material barcodes that you can account for
and/or override the status of any materials. To see a list of
recommended reports to print before you finalize an inventory, see
"Printing inventory reports" earlier in this chapter.

e Back up. It's a good idea to make a backup of your database before
you finalize an inventory. See the Backup chapter in this manual for
more information.

¢ Allow time. Finalizing inventory can take some time, so you may
want to do it during a slow time or when your library is closed to
patrons.

How to finalize inventory

Example scenario: You prepared and entered the material barcodes that you want to
inventory. You even printed the Materials Remaining to be Entered report to make sure
you entered all the materials that you prepared for inventory. Everything looks good, so
you want to finalize the current inventory.
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Finalize Inventory x|

You hawve chosen to finalize inventory. Any materials thatwere prepared for inventory but not entered
will be marked as lost this period

[f wou click Next 1034 materials will be marked as lost.

To print a list of the matenals thatwill be marked as lost click Inventary Reports and selectthe
Materials Remaining to be Entered report.

Imventory Beports...

Click Back if yvou are not sure you hawve entered all materials.

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

Imventory Status | << Back Mext S Close

To finalize an inventory

Finalizing
Inventory
window
This is the first
window in the
finalizing
inventory
process.

1 In the Finalize Inventory window, click Next to begin finalizing.
The Finalizing Materials for Inventory window informs you of

the finalizing progress.

2 When the program is finished processing, click Next. The
Finalize Summary window opens (the final window in the

inventory process).

3 Click the Close button exit inventory.

Remember, it's a good idea to print inventory status reports after you finish finalizing an

inventory and before you prepare another section of your library to be inventoried. See

"Printing inventory reports" earlier in this chapter for a list of recommended reports to

print after finalizing an inventory.

After finalizing inventory

The Finalize Summary window displays the number of materials that were marked as lost
from those you prepared and finalized. The inventory process is now complete. You can
print inventory reports about the most recent inventory period (the one you just finalized).
For a list of recommended inventory reports to print after finalizing an inventory, see

"Printing inventory reports" earlier in this chapter.
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