Adams 12 Inventory Procedures amsl2 I’j@“

Five Star Schools

What is the goal of inventory? You want your Destiny catalog to be completely accurate. If a student finds a
book in the catalog that he/she wants to read, and it is not checked out, it should be on your shelf. By scanning
barcodes, then marking items Lost or Delete, you are keeping a catalog that is accurate.

These directions are available in Destiny Help (without screen shots) at http://destinyhelp101.fsc.follett.com/

1. Start an Inventory:
In Destiny, log in to your school.

Go to Back Office tab on top, then Inventory tab on left. Then on far right, click button, Start New. Name the
Inventory (a date is a good idea). All helpers will go to that one inventory and scan books into that inventory.

af |E§ http://destiny.adams12.org/backoffice/servlet/handleinventoryform.da?r O ~ & X H B3 Inventory |1§,\1nhax (122) - 2ck010273@ada... ‘ ‘
.. Stukey Elementary Library View | kimack | Help | yf/shop| A @
Adams 1248 []
Five Star Schools
List all Sites Home Catalog Circulation Reports Back Office
Inventory

Manage Patrons How do L..
Update Patrons [ Wiew In-Progress & Complsted Inventories ] i’@
Import Patrons

Export Patrons Library Inventory |3/4/13 - Started 3/4/2013[ =] @@
Upload Patron $5.28% Complete as of 3:08 AM

Pictures

Library Polides

Access Levels

Account for each Barcode [Z check shelf order
Calendar / Hours =
Scan or enter one-at-a-time " |AccountFor

Site Configuration / J4]

Inventory or upload a file of barcodes m

Job Manager

Started by tro002637 [ View Selections ]

Screen Shot #1
2. Scan all items with a barcode:
Make sure your cursor is in the box under Account for each Barcode: Scan or enter one at a time.

When the barcode is accepted you will hear a happy sound. When that barcode isn’t scanned correctly, or when
a book was previously marked Lost, you will hear a loud obnoxious beep. Glance at the screen regularly to make
sure the books you are scanning are showing up on the bottom part of your screen.

When you are done for the day, just log off Destiny. All the information in the Inventory will be saved
automatically.

When you’ve completed the inventory and scanned everything you can possibly find:
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You can see that the Inventory above is 95.28% complete. Now click the link for View In-Progress and

Completed Inventories.
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3. Find & scan items that have not yet been scanned:
You will probably default to the In-Progress Tab on top right. Notice the Completed tab also — where you can
see older Inventories you’ve done. Choose the Inventory you’ve most recently been working on & click the

VIEW button to the right.
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On this screen, you can click the link to the right of Unaccounted for (511 on this Inventory) and see a detailed
list of each item in your catalog that was not scanned during Inventory. You can sort your results by Dewey or
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by Date Last Seen. If you have many items Unaccounted for, you might want to sort by Date.

If a book has not been seen in one year or longer, consider marking it Lost. You will go through the list and mark
books Lost or decide to look for them in the library or in the building. Note* Sometimes someone skips an
entire shelf while scanning, or in this case, almost 200 of the books were from PR and had been moved from the

library.

The screen shot below is a look at books Unaccounted For when you click See Details link.
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The screen shot below is the REPORT of books Unaccounted for. Click the radio button Copies Unaccounted For
(see Screen Shot 4), then Run Report. Note* These reports can be very long when you start — don’t print all pages until

you’ve thoroughly looked at it and scanned everything that is easily found.
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You will go back and forth between the above lists. The Report is the best thing to take with you as you walk
around and try to find the items. Every time you find an item that is Unaccounted For, you'll scan it and Destiny

will remove it from the list.

4. Reconcile Everything:

When you've reconciled every book on your Unaccounted For list (Screen Shot 5) as either Lost or Found, it’s

time to Delete some and leave others on your Lost list.

Go back to your main screen that shows the current inventory (see below). Click the link that says “Copies Lost

(see details). (Screen Shot #7)

That link will give you your Lost list. On this list you can delete items one by one, or delete all items that have

been lost for a certain time period (Screen Shot #8).

At the bottom of your list is an option to Delete all copies marked “lost on or before

(date). Use the

calendar gadget to the right to choose a date one year prior to today. If the item has not been seen in one year,

it is most likely lost for good.
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5. Last Steps:
When all your items have been Accounted For (you’ve moved them to Lost or deleted them), Finalize your

inventory. (Screen Shot #10) Once you've finalized, you can no longer run a report to see Unaccounted For
items. You can still access the Lost list. If you scan a book that was lost, it will be removed from the Lost list.

Leave everything on this Lost list for ONE year. When you do inventory again next year, you will use the link at
the bottom of the Copies Lost List (screen shot #9) and delete everything that has not been seen since your last

inventory.

*NOTE: Books lost throughout the year will show up on this list. Itis a living list that continually adds all books
with a Lost status. So, it’s very important to NOT delete the entire list next year. Only delete items that have

shown as Lost since your last inventory, or items that you know are lost.
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After you Finalize, you will se a button to View “Lost” (below). This is the Lost list from the Inventory.
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