Speed Up Your Inventory

@ this information has been moved to https://support.goalexandria.com/knowledge-base/speed-up-your-inventory/

Thanks to the convenience of automated systems and software tools like Inventory Management Window, librarians are no longer required to take
inventory by hand. However, not all library software automation systems are created equal. Alexandria has figured out a way to make doing inventory

quick, easy, and extremely efficient.

@ Check out our new 6 Steps to an Easy Inventory infographic!

Step 1: Create Your Sessions

Create multiple sessions for each area in your library you plan to
inventory. Separate and name each session in a way that fits your
preferred method for inventorying.

For example: If you are doing inventory in one of the fiction sections of
your library, you could name that session FIC A — FIC B.

Start with naming all of the sessions you need to complete. This way,
you can work your way through the inventory process at your own pace.

Intro.  Sessions - Inventory  Exceptions  Review  Complete Q|
Inventory Sessions
Fiction AAA - GZZ Site: COMP - COMPanion Demonstration Library
Fiction HAA - 077 Session Name |Fiction AAA - G2Z
Fiction PAA - 222 Session Start Date: Feb3, 2018
b o T

Non-Fiction 700 - 999

“This option allows you to create a session based on for different sections of your
collection.

Note that once you begin a session, the Start Date and Inventory by selection can
not be modified.
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Audible alerts and note when items are not in Inventory by selection

Audible alerts when inventorying items checked out to System Patrons 1-10

Audible alerts when items are not in Call Number order

("] Bookdrop items scanned during inventory
Bookdrops items found during inventory that are currently checked out to patrons
(excluding In-Stock/On-Shelf hold requests), items designated as Lost, On Repair, On
Order, In Processing, In Transit, or tems checked out o the Unknown or System

Administrator system patron. ltems that are Discarded, For Library Use, or Archived
will not be bookdropped.
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Sessions is a great feature for inventorying because it allows you to complete your inventory using any number of stations and gives you the option to
assign multiple people on your staff to help. Additionally, it tracks your data and saves it as you go. Meaning-you are free to break for that much

needed latte or pick-up where you left off when you return to work the next morning

Step 2: Select Audible Options
Set audible notifications to alert you for any of the following reasons:
® Scanning items marked Lost, In-Transit, Discarded, or Checked Out

® Scanning items out of call number order
® Scanning items out of policy order

Step 3: Review Your Exceptions

Once you have completed a session, review any notable exceptions, such as lost or missing items from your catalog. Exceptions includes any items

you marked alerts for in Options.

For example, if you set audible alerts to notify you of lost items, you can review all of the items marked lost for that section of your catalog.

You can review your exceptions and run reports at any point during your inventory process—after completing a single session, multiple sessions, or all

sessions. Choose the system that works best for you.

Step 4: Review and Run Reports

Select the inventory reports you wish to run and click Run Selected Reports. Choose any or all of the reports from the list below that will help you

complete your inventory.

® Email Reports To. Automatically sends reports via email to as
many addresses as you choose.
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® Inventoried Items Report. Lists all items inventoried for each Intioli sessions) B Inuentory B MExceptionsh b Reviewp> Comleta h(?)

session. The Review tab s used to prepare and process helpful summary reports detaling the items Inventoried during the current session.

Emal Reports to

o Missing Items Report_ Lists all items within your call number Can be sent to multple emal addresses by separating them with commas: ¢.9., emaill Gdomain.com, email2@domain.com.
range that should have been inventoried but were not. ) nventoried ltems Report (7] Missing ltems Report
Includes all copies in the range you specified for this Includes all Available and On-Shelf (Hold) copies in the
s e R T A
inventoried.
® Site Inventory Statistics Summary. Gives you inventory O s oventory st o F—
- L o A ) e Fio S P A
statistics for this site, not SpeCIfIC to individual sessions. m;p\:eg‘\sr\:enmw statistics for the entire site, not just R&(p{\:y;y:‘\(ee'—wh;;‘e’ﬂoxgven(ory statistics for items checked
® Site Special Patrons Analysis. Gives you inventory statistics

for the site, specifically items checked out to System Patrons.
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Not only does Alexandria simplify the actual task of inventory, the software maintains a thorough record of your catalog as you go—making year-end
inventory procedures painless.

Step 5: Complete
Congratulations, you're almost done! Complete your inventory by selecting the utilities you wish to run. You can choose from the following options:

® Recall Overdue Items from Patrons. Alexandria allows you to automatically send out recall notices through letters or via email with this
option.

® Declare Missing ltems Lost. This utility allows you to declare any missing items from your inventory as Lost.
® Declare Non-inventoried Items Checked Out or Lost. This utility allows you to declare overdue items, checked out to patrons, as lost.
Alexandria maintains a record for all lost items in your catalog—so if the book turns up later and you bookdrop it, your system automatically
changes the book’s status to Available.
Click Complete Session and then review the short summary that appears showing all of the utilities you have performed for the current session you
are working on. Once you have completed a session, it will remove itself from your list and you can move on to the next session until your inventory is
done.

With Alexandria, you will be done with your inventory in no time—so you can kick-back and relax with a good book.

Why It's Important
Why do you need to inventory your library anyway?

Doing inventory once a year allows you to find books that need to be rebound, repaired, or replaced and discover which books are missing or out of
place. It's also an opportunity for you to weed out outdated or irrelevant topics and find genres where you can add some popular new arrivals.

How Inventorying Benefits You

® Your library’s book collection remains in good condition

® Your collection stays organized and up-to-date

® Your catalog’s information remains accurate

® Your patron’s pay their fines

Doing your year-end inventory is important. Luckily, it is also easy with Alexandria’s Inventory Management. Apart from the marginal profit you gain by
collecting patron fines, maintaining a relevant catalog is a valuable public service you are providing your community.

You are giving patrons access to lifelong learning. Making useful information available to your community improves their ability to excel in education
and business—which directly impacts our economy-hats off to you!
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