1 Steps to a Fantastic Inventory
with Alexandria

Alexandria’s Inventory Management window steps you through your inventory
in a simple, easy-to-follow, and comprehensive process.

Open Inventory from the Tools menu. After the Intro pane, you'll notlce there
are five tabs on the top of the window: Sessi y, E

Review, and Complete. To begin, click Continue on the bottom-right. This will
take you to the Sessions tab.

Options
In Sessions, there are four options; Alexandria’s recommended settings are selected by default.

Audible alerts when inventorying items checked out to System
Patrons 1-10 wil give you a special alert will sound to inform you' that the item you just scanned was
previously Lost, In Transit, etc. It will also let you know when items with a Discarded status are found, so you can
set these items aside.

Audible alerts when items are not in Call Number Order. ifyou are scanning by shel,
using a wireless scanner and not looking at your screen, this alert helps keep your collection in good call number
order. This option is selected by default.

Audible alerts and note when items are not Policy. For example, if you are inventorying by
FIC A through B policy, nothing outside the Fiction policy should be encountered. If that does occur, Alexandria
willlet you know, so you can return the lost item or fix the item record.

Bookdrop items scanned during inventory. Alexandria assumes everything you scan s in
hand, and checks them in. This applies to any item checked out to a regular patron, and those checked out as
Lost, On-Repair, On-Order, In-Processing, In-Transit. However, items that are Discarded, in Library Use, or
Archived will NOT be bookdropped; also, In-Stock Holds will remain In-Stock Holds —the status will not change
to Available. All of these items will still be inventoried. This option is selected by default.

Once your options are set, Save the Session at the top-right of the screen, and Continue.
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In the Complete tab, you can perform certain utilties relating to your Session:

Recall items not inventoried that are checked out to non-System
Patrons—when checked, Alexandria will print or email recall letters for all loaned items.

Declare missing items as Lost—Any items that were in your call number range with the status of
Available should have been inventoried. If they weren't, you can assume they are Lost, and have them all checked
out to the Lost system patron.

Declare non-inventoried, checked out items as Lost-ifalitems shouid have been
returned, you can also mark items in your call number range that were checked out (to non-system patrons) as Lost.

Select the utilities you wish to run.
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How can we improve? Let us know at suggestions@companioncorp.com



