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Password: weRthebe$t
Scan Items 


Enter user id and password.  Click Scan Items radio button to begin inventory and then choose Login.  Record the day you begin inventorying this section.
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Select your school from left column.

Select the collection you want to inventory from middle column.  Double-click or use the >> button to move the collection to the right-hand column.

* If you want to check Shelf Order, select that check box.  If you want to Ignore overdue fines, check that box.

						     * When ready Click   OK

Now you are ready to begin scanning.  Your screen looks like the one below.
[image: ]

A few notes on scanning:

· You will need to see the screen of the computer while you are scanning.  
· The system does beep and give a warning sound when an error occurs, but sometimes it is way after you have scanned several other items.  
· Your scanner will beep when a successful scan has occurred.   This beep does not mean TLC has processed the item correctly.

While scanning, 3 possible error messages may pop-up:
· Check Item in at Circ Desk (may be on hold or was marked lost)
· This Item Should be Moved to: (item out of holdingcode -processing errors or mis-shelved)
· Not in Database (dummy codes or needs information added)

If you don’t finish an entire collection but need to stop scanning, you still need to click on the FINISHED button on the bottom right-hand corner.  This records the information from that session.  When you are ready to begin scanning, simply go back to the login screen and login, selecting the same holdingcode, and continue the scanning process.

To send items to missing status:
Once you have completed scanning the section, click FINISHED.  Now you will need to re-login.  This time select the Identify Missing Items radio button.

[image: ]  

   The background color changes from blue to orange when you are identifying missing items.  

Put in the date you began the inventory and choose the collection.

Select your school from left column.

Click Process Missing Items button.
The program will run and set items not scanned or accounted for to missing.
You are now ready for reports.
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Inventory Reports:

Public folder – FCPS -  Inventory – Inventory Identify Missing Items Log

 [image: ]I choose the day before I started inventorying the section to enter here.  It has worked so far.


Collection

You can only run a report on 1 at a time.



Actual Report:
[image: ]I generally export the report to Excel so I can manipulate it better.  Be careful, the screen doesn’t always show you all the missing books and when you print from here, it only prints the one page.









Other Interesting Reports:

Public – FCPS -- Inventory -- Inventory Status Analysis: gives a breakdown of overdue, missing, checked out, etc.    Public folder – Inventory Related Reports – Inventory Status Analysis.  
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Public – FCPS – Inventory  -- Items by Selected Holdingcode(s) and Status(es): can choose collection (or multiple collections) and status (missing, lost, on hold, available, claims not checked out, in-transit, overdue, etc.) and get the copy information and total numbers.
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