Inventory Procedures – Part 3

Comparing the File of Barcodes to the Shelf List

(INNOPAC Manual “Producing the Inventory Report” page # 102575)

At the PROCESS PC TRANSACTIONS screen

1. Choose   C > COMPARE inventory to shelf list

2. Then choose   C > COMPARE file of barcodes to shelflist
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At this point, you may wish to rename your file(s) to something more meaningful, if working with the system-generated filenames is unwieldy.  Choose N > Name inventory file. Then type the number of the file you wish to rename at the prompt.   KEEP the “rdi” at the beginning of the filename.  Press enter after typing the new filename and you will see it change on the list.
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To start processing, type the number of the file you wish to process.

5. The next screen shows the file you have selected and a set of options (below the line):

· IF the information next to I>INCLUDE is the correct collection for comparison, choose EITHER

· A>List ALL Items, for a report listing ALL barcodes scanned with information, OR

· E>List ERRORS only (you can see this by selecting the + key, or can type it in directly

***IF the information next to I>INCLUDE is NOT the correct collection for comparison, your first barcode scanned may have the incorrect collection or location code.  Consult the III manual for changing this.
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Running the Error-Only Report

If you Choose E>List ERRORS only, you will see the following question at the bottom of the screen:

· List items recorded as checked out? (y/n)  

Choose yes or no, as desired. 

The system will then begin comparing your file to the list of barcodes.
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You may see a screen asking if you want to continue processing after 5000 items that do not match the location code you are searching.  It is safest to respond “yes” to this – the system is running your barcode file against ALL items in the database, and looking for the specific locations.  It is possible for there to be a 5000 item gap between call numbers in a large collection.  
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Once the system is done processing, you will see your report.  You can scroll through it on the screen, or Print it.

If you choose Print, the system will send to a printer or to email*, depending on how your login is set.  If you have multiple choices for printing and email set up in your login, you will get a list of choices.  

*See the appendix to this document for special instructions for emailing long reports. 

When you Quit from your report, the system will ask you two questions.
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Update inventory date for inventoried items?  Answering yes will update the inventory date fixed field in the item record (Manual Page # 102577)

· Remove inventory file <name>? If you answer yes, you will delete this inventory file. Answering no keeps the file if want to re-run the report.  You can delete inventory files later, using the R > REMOVE inventory files option in the Inventory Control menu. (Manual Page # 102578)
Sample Inventory Error Report
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Inventory Statuses (left column) are on the Manual Page # 102576.

Running the ALL items report 

The process of running the A>List ALL Items report is very similar to running the error report, but the output details the statuses of every item within the scanned range. The question about showing checked out items is omitted.

Sample ALL items inventory report
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APPENDIX – Emailing Long Reports
Due to limitations on Groupwise email file sizes here at CCSF, long reports need to be handled differently.  If the file has more than 500 items, it only displays about 260 or 300 items.  (Printed output does not have the same problem.)
After running your report, in the telnet window, when you choose
Press P to print
You will be given 3 choices:

1. Telnet local printer

2. Send to email address

3. Frida

If you choose 2, send the file to a non-college email account, such as a yahoo account.  Example: myownpersonalaccount@yahoo.com 

Login to your yahoo account, and open the file.  Please try NOT TO use the file in the yahoo account directly because it breaks the line if it is too long. Later, when we process the data in excel, it creates more problems.  Proceed with the following steps:

1. Click on the down arrow key in the Forward button, and select As attachment
2. Click on Send and send the file to your college groupwise account for the correct display.

3. Login to your Groupwise account, open that email.

4. Right click on the attachment, select Open in a New Window.  The entire file will be displayed completely and correctly.
At this point you may copy and save the data in plain text for manipulation with a spreadsheet or word processing program, depending on your needs.
SHELF LIST INVENTORY REPORT Fri Jul 07 2006 for LOCATION John Adams / Reference





    Beginning barcode and call #      32417002770483          RS57 .S86 1996    


    Ending barcode and call #         32417001259678          ZA4226 .S46 1999  





    Total number of items that exist in this range    173


    Number currently checked out                        1


    Number of items with off-shelf status               3


    Number expected to be on the shelf                169





    A. Number of barcodes in input file               164


    B. Number of barcodes in input file that do not belong in this area of the shelves        4


    C. Number of barcodes in input file that are in wrong place in this area of the shelves         22


    D. Number of barcodes that are MISSING from the input file                                   9





ERROR REPORT FOR LOCATION John Adams / Reference





      Status      Barcode         Call Number              Title





      LAST ITEM S 32417002770483  RS57 .S86 1996           Pharmaceutical calcu


      ERR msh     32417003409230  RS57 .C87 2005           Math for meds : dosa


      LAST ITEM S 32417003403407  RT41 .S5826 2004         Clinical nursing ski


      ERR msh     32417003401310  RT62 .F68 2003           Foundations of nursi


      ERR msh     32417003106844  RT41 .T54 2001           Fundamental skills a


      LAST ITEM S 32417003198353  RT48.5 .N87 2002         Nurses' quick refere


      ERR msh     32417003203864  RT48.6 .C385 2002        Handbook of nursing 


      ERR missing 32417034808475  RT49 .D64 2006           Nursing care plans :


      LAST ITEM S 32417003401757  RT49 .N87 2003           Nursing care plans :


      ERR msh     32417003207006  RT51 .G67 2002           Manual of nursing di


      LAST ITEM S 32417034719706  RT51 .G38 2004           Clinical handbook fo


      ERR loc jcb 32417003402839  RT55 .M64 2003           Mosby's comprehensiv





SHELF LIST INVENTORY REPORT Fri Jun 02 2006 for LOCATION John Adams / Reference





    Beginning barcode and call #      32417002317046          BF1442.C78 C78 198


    Ending barcode and call #         32417002319299          E169.1 .H6 1988   





    Total number of items that exist in this range    299


    Number currently checked out                        0


    Number of items with off-shelf status               2


    Number expected to be on the shelf                297





    A. Number of barcodes in input file               250


    B. Number of barcodes in input file that do not belong in this area of the shelves       12


    C. Number of barcodes in input file that are in wrong place in this area of the shelves         96


    D. Number of barcodes that are MISSING from the input file                                  58





DETAIL REPORT FOR LOCATION John Adams / Reference





      Status      Barcode         Call Number              Title





   1. OK on shelf 32417002317046  BF1442.C78 C78 1987      The Crystal sourcebo


   2. OK on shelf 32417002774923  BF1566 .G85 1989         The encyclopedia of 


      ERR msh, #4 32417002320248  BF1581                   Witchcraft and demon


   3. OK on shelf 32417002345963  BF1566 .S78 1988         Witches : opposing v


   4. ERR msh     32417002320248  BF1581                   Witchcraft and demon


   5. OK on shelf 32417002313672  BF1623.P9 G77 1978       Mark Gruner's Number


   6. OK on shelf 32417002320230  BF1623.P9 Y68 1985       You are your first n


   7. OK on shelf 32417001431772  BF1623.S9 C513 1995      A dictionary of symb


   8. OK on shelf 32417002314936  BF1655 .B713 1980        Larousse encyclopedi


   9. OK on shelf 32417001370806  BF1655 .L485 1994        The astrology encycl


      ERR msh, #1 32417002429213  BF1714.C5 R454 1997      The complete book of


      ERR msh, #1 32417002301032  BF1711 .W5513 1986  c.2  The new astrology / 


  10. OK on shelf 32417002314910  BF1701 .P192 1971        The compleat astrolo


  11. ERR msh     32417002301032  BF1711 .W5513 1986  c.2  The new astrology / 


  12. OK on shelf 32417002429999  BF1714.C5 L38 1995       The handbook of Chin


  13. ERR msh     32417002429213  BF1714.C5 R454 1997      The complete book of


  14. OK on shelf 32417001279908  BF1726 .S66 1997         Signs of the zodiac 


  15. OK ST = m   32417002320172  BF1729.L6 G64 1982       Linda Goodman's Love


  16. OK on shelf 32417002190567  BF1775 .D53 1989         A Dictionary of supe


  17. OK on shelf 32417002314951  BF1815.N8 A26613 1982    The complete prophec


  18. OK on shelf 32417002314969  BF1815.N8 M33 1984       Nostradamus : the ma


  19. OK on shelf 32417003108543  BJ1838 .F673 2000        The global etiquette


  20. OK on shelf 32417002651675  BJ1853 .P6 1997          Emily Post's Etiquet


  21. OK on shelf 32417003041512  BJ1857.A37 C65 1999      How to be : contempo
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