Inventory
Procedures
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Overview

This guide gives step-by-step instructions on performing inventory using the inventory
tool in Koha. We'll be utilizing a Bluetooth scanner, a tablet, and a Dropbox account to
mobilize and streamline the process.

The inventory procedure involves scanning each item in your collection and telling the
computer that the item exists and was seen on a specific date. A complete inventory not
only tells which items are currently on the shelf, but which items are absent. With this
information, missing items can be marked lost and dealt with appropriately.

The inventory/stocktaking tool in Koha requires certain permissions. If you cannot
access the tool, contact SEKLS (Jason) to get set up.

What you’ll need:
Tablet

Scanner

Dropbox App
Nebulous Notes Lite
A Plan

Formulating a plan:
Before you start scanning, develop a plan:
e Note your start date for each location, you’ll need it to run reports
e Plan out an order to follow when inventorying your collection to prevent skipping
over items or duplicate scanning
e Keep track of your progress using the log sheets in Appendix A

Basic Workflow:
1.) Create a text file in Nebulous Notes
2.) Scan items into file
3.) Download file from Dropbox
4.) Upload file to Koha
5.) Print out errors
6.) Mark items seen
7.) Run reports, follow up on errors, and check shelves
8.) Rerun reports and submit list of items to be marked lost to SEKLS*
*We can do this as a batch and save you time and effort
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Setting Up the Tablet (i0OS)

First-time Setup

1.) Power on the tablet, login to Dropbox if you haven’t already, then open up the
Nebulous Notes app

2.) Click the wrench in the upper right, then More Options

iPad © 11:03 AM %
B o+ Nebuilous Notes El @ﬁ

Settings

Help

Keyboard Macro Bar

CUSTOMIZE EDITOR

Neue Helvetica

THEMES

Default Theme
B Theme 1
B meme2
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Q find, ¢ undo, and more
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3.) Scroll down slightly, click New File Location

< Settings More Options

Character Count @)
Line Count/Number b
FILES

Notepad/CRLF lines [ @)
Automatic Encoding >
Auto-Sync [ @)
Show Rich Text Alert [ @)

Auto-save New Files

New File Location

ONE-CLICK ICONS

Scratch Pad
Preview Markup
Save to Evernote

Close Note
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4.) Change the location to /Yourlibrary, click done

< More Options Location

Done

/Chanute|
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5.) Scroll down, click Link Dropbox > Link with Dropbox > Allow

< Settings More Optians

B

Auto-Syne

Show Rich Text Alert
Auto-save New Files
New File Location

ONE-CLIGK ICONS
Scratch Pad
Preview Markup
Save to Evernote
Close Note

Help

Link Dropbox
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Turn on PIN protection

Link Evernote
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Note: If you forget your PIN, you will have to
reinstall Nebulous, and your unsynced local

files will be fost.

< More Options Link with Dropbox

%+ Dropbox

Kpep your fles backed Up With Dropbox.
New users get 268 of free space.

Signed in as tablet sekis@gmail.com

Use a different account




File Setup

1.) Open Nebulous Notes

2.) Click the + in the upper left corner

iPad < 11:03 AM % 94, =)

Nebulous Notes @ ég

3.) Click the title then Rename

iPad = 11:04 AM + 949, =)
T Untitled 1.txt M @ &L 37
Upgrac Rename ipport Indie Apps:
Open Folder
Tags
Close Note

4.) Name the file with the shelf location and the date then hit okay. Tell it to add .txt if
you didn’t.

iPad 5 iPad 5
0o+ Untitled 1.txt B + Untitled 1.txt
& Back Chanute ] | { Back Chanute !
adfic091514] adfic091514]
0K Cancel Cancel
- shelflocation.txt v - shelflocation.txt v
= 1105 am = 1resam

Your fle doesn't have an extension.

Wouid you ke to add *.txt*2
Save Anyway

Cancel

aF Edit [} Sort aF Edit (8} Sort
3 [
- ) - ¥ @
D Cloud Device Cloud



5.) Touch the area below the ad to get a blinking cursor

iPad = 11:05 AM o4y, m=

Mo+ shelflocation.txt - ] @ 2<  Done

Upgrade for NO Ads. Support Indie Apps:

Scan
Numbers
Herd

6.) The file is ready to receive barcodes.




Setting Up the Scanner

Turn on the barcode scanner by holding down the small, round power button until it
beeps

Power button
/

If the scanner needs paired or re-paired to the tablet, please refer to the instructions
that came with it. Re-pairing instructions can also be found in Appendix D.

Note: The keyboard can be shown and hidden by pressing the power button on the
scanner twice in quick succession.



Scanning

1.) Hold down the large trigger button on the scanner, and aim the red laser at a
barcode

Trigger button
/ 99

Note: The Bluetooth scanner is slightly different than the scanners we use.
When you scan, the red laser disappears then the scanner vibrates and beeps
when the info hits the tablet. This can feel slightly delayed.

2.) Scan, Scan, Scan

a. Always be aware of the tablet — if it isn’t active, your scans will not be
captured. The tablet can be set to stay awake for 30 minutes of inactivity,
so as long as you keep up a steady scan, this shouldn’t be a problem.

b. Duplicate scans don’t hurt anything — if you lose track of where you were,
it's ok to backtrack and rescan a few shelves

c. Watching the screen can help catch errors but leads to slower inventory.
Reports will catch most errors later on, so thoroughness can be traded for
speed.



3.) When you’re done, click the name of the file and Close Note

iPad = 1104 AM ¥ 040 -
+ Untitled 1.txt t @ & X
Open Folder
Tags
I Close Note I

4.) You can always re-access a note by using the folder icon in the upper left corner.

11:03 AM 1 o4t =)

iPad
+ Nebulous Notes B ® &
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Uploading Files to Koha

When you're ready to submit your scanned barcodes to Koha, you’ll need to retrieve the
files from Dropbox and upload them to Koha.

1.) Go to www.dropbox.com on your staff computer and login with:
email:
password:

2.) Locate the file(s) you want to upload

3.) Download the files by highlighting the file and clicking “Download”

T .
*S
*%* ropbox > lola
Files lolaPCO21414 txt K J v
lolaFiction02022014.txt .} ne 1 1 PM
lolaFiction02182014 4 men 144 M
/> lolaPCO21414 oxx document 2/14/2014 4:01 PM
. .
nghllght 10laSEKILLFIc031714 txt document 3/17/2014 2:30 PM
iolasekilinonfic031814.txt document 3/18/2014 1 53 PM

4.) Choose to Save File; they should automatically go to your Downloads folder

- TS T T Tor Loy o =
Opening IolaFiction02182014.txt S

You have chosen to open:
|| IolaFiction02182014.txt

which is: Text Document (80 bytes)
from: https://dl-web.dropbox.com

What should Firefox do with this file?

(7) Openwith | MNotepad (default) -

[7] D this automatically for files like this from now on.

I[ ok ||| concel |

S ——————————————————————————
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5.) Go to the inventory tool in Koha by clicking More > Tools on the top bar, then
clicking Inventory/stocktaking under Catalog

[Hrefex | |2 Koha staft client

€ | @ ctaff.seknfind.org/cgi-bin/koha/tools/tools-home.pl

Circulation  Patrons  Search ' Cart OPAC
0 k h Enter search keywords:
Check out  Check in

Home » Tools

Patrons and circulation
Comments

Moderate patron comments.
Import patrons

Import patron data
Motices & slips

Overdue noticelstatus triggers

Set notice/status triggers for overdue items
Patron card creator

Create printable patron cards
Batch patron deletionfanonymization

Balch delete patrons and delete patron circulation history
Batch patron modification

Modify patrons in batch
Tags

Moderate patron tags
Upload patron images

Upload patron images in batch or one at a time

) |,'; Koha : Taols

J& Current Server [EJ Calendar [E] Tnbox - jrobb.sekls@g.. N Koha - List of Subcate...

[+ T -

{ ! More | | KDLWhat's Next™ Dat.. { : AGent | | kansaslibraryexpress.p... Mail :: Inbox (13) % Koha Train

Define notices (print and email notification messages for overdues, ef§)

Lists

Cataloging

Submit

Acquisitions
Authorities
Serials

Reports Catalog

Batch item deletion
Delete a batch of items
Batch item maodification
Modify items in a batch
Export data

oldings, and authority records
Inventory/stocktaking
> at-1aie an cktaking) of your catalog

Label creator
Create printable labels and barcodes from catalog data
Quick spine label creator
Enter a barcode to generate a printable spine label. For use with dedicated label printers
Stage MARC records for import
Stage MARC records into the reservoir.
Staged MARC record management
Managed staged MARC records, including completing and reversing imports
Upload local cover image
Utility to upload scanned cover images for display in OPAC

6.) Click “Browse...”

m | [ Koha staff client

/| Koha » Tools » Inventory

Patrons

Akoha

Home » Tools » Inventory

Circulation

» Tools home
Patrons and circulation

» Comments

+ Import patrons

6 staff . seknfind.org/cgi-bin/keha/tools/inventory.pl

14| Current Server E Calendar E Inbox - jrobb.sekls@g... N Koha - List of Subcate... r: More :: K

Search

: : Barcode file: | Browse. | Nofile selected.
» Motices & slips
» Owverdue notice/status Setinventory date  (2/19/2014 =
triggers to: DO
| PR e o | roodor

e

® Cart OPAC ; More -

Enter search keywaords:
Subni
Check out

Checkin | Search the catalog

Inventory/Stocktaking

Use a barcode file
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7.) Navigate to your Downloads folder (or wherever the file downloaded to), highlight

the file, and click “Open”

It

18 Computer
& osc)
‘g% Shared Graphics

ﬁ%‘ Keha Offline Circulaticn g Setup(1)
ﬁl Koha Offline Circulation 1.2 3wup(2)
ﬁ%‘ Keha Offline Circulation 1.2 Setu

¥ Koha srospective member handout

arisons with descript...

10/4/2013 3:45 AM
10/4/2013 10:17 AM
8/27/2013 3:08 PM

10/3/2013 4:03 PM
|

@ File Upload —-—
@I\:jvl & » 5taff » Downloads » - | 5 | | Search Downloads o
Organize + Mew folder =« [ .@.
- Favorites *  MName : Date Type o
) "—"_Jll.l. A UIELLIUT] ULy LI LML 201D FIVI VLT UL CRL
B Desktop E1LL Collection Counts-Exploded (1) 1/6/2014 3:25 PM Microsoft Exc
& Downloads .| Collection Counts-Exploded 1/6/2014 3:25 PM Microsoft Exc
%7 Dropbox £ % Inkape-0.48.2-1-win32 9/11/2012 12:57 PM Application
& Google Drive ion02182014 2/18/2014 3:06 PM Text Docume
£ Recent Places | IolaPCO21414 271472014 3:06 PM Ted Docume]
| £ java-instder-windows 1172772013 3:27T PM Application
@l Libraries — [&] johnny casl 1/14/2013 9:41 AM PGFle [
= Documents [£] jre-TudS-windgws-i586-iftw 11/27/2013 3:48 PM Application
o' Music (£ pepiinstall 11/13/2013 11:16 AM Application
] Pictures & KimB 12/17/2013 11:24 AM Microsoft Wo
E Wideos |z|_] Keha consortium co 1/9/2014 1:47 PM Microsoft Exc

Application
Application
Application

Microsoft Wo ™

- 4 1 > 3
File name: IolaPC021414 vy | Al Files -
‘ [ Open |v]| I Cancel ]
8.) Choose your inventory date (the date you put in the file name)
Inventory/Stocktaking
Use a barcode file
Barcode file: lolaPC021414.bd
Setinventory date |02114;201E |j
to:
0 Feb - 2014 - 0
Select items you Su Mo Tu We Th Fr Sa
) 26| 27| 28] 29| 30| 31| 1
Library:
2 3 4 L i} 7 8
ELE s o/ 10| 11| 12| 13 14| 15
_Shell.ring Io_catit_)n 16 17| 18 19 200 21| 22
(items.location) is: 3| 24l 25 26 27/ 28 1
Item call number i
bef = Today Done
and:
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9.) Pick “Home library”, your Library, and the Shelf Location of the items. Ignore the
next two boxes.

Select items you want to check

Library: ~) Current library

Library: ['jola PublicLibrary = |

Shelving location |SEKILLAduIt Fiction - I
(items.location) is:

Item callnumber (items.itemcallnumber)
between:

wand:

itemns.itemlost items.withdrawn items.dam

Download Claims returned [ In Repair  [| |

Mot For Loan [ |
Ordered []

Long Overdue
Staff Collection [l {Lost)

ost and Paid For

Missing

Skip copieson [
loan:

Export to CSV file:

a

Compare [ |
barcodes list t

Submit

Each file will need uploaded individually following the above procedure.

If you scan a section with multiple shelving locations represented, you only need to run
the file once.

Upload files once a day, even if it means breaking the sections up. This will avoid too
many items getting checked in accidentally. You can use the same shelf location filter
on multiple files multiple times.
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After hitting Submit, you will be presented with a total count of items, as well as any
errors or notifications that will look something like this:

337 items modified : datelastseen set to 03/18/2014
34311002010784 : barcode not found

34311000087984 : item was on loan. It was returned before marked as seen

You may choose to ignore these errors and move on, or investigate them. Many of the
errors will be resolved when you check your shelves using the reports in the following
section.

If you want to investigate them, be sure to print the errors out and note which text file

they came from. See Appendix B: Common Errors for a list of errors you might see and
Appendix C: Investigating Errors and Backwards Lookup for instructions on locating and
correcting errors.
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10.) Mark the items as seen

a.) Choose “All” from the “Show entries” dropdown

[Select all] [Clear all]
Showing 1 to 20 of 413 | Show 20 : entries | M) First |4¢) Previous | 1 | 2 | 3 | 4 | 5 | Mext )| Last M)| Search:
10
Seen Barcode 4 |20 Library ¢ Title % | Status ¢+ Lost
50 i
B 3431002003904 K ILL Adult Fiction [ILL F A] The bloody Benders /
Adleman, Robert H.
] 3431002003771 | 10LA SEK ILL Adult Fiction [ILL F A] The i nennls wa mast in b ,
13 ”
b.) Choose “Select all” to check all the boxes
Select all]fClear all]
Showing 1to 413 0f 413 | Show All ~ entries | M) First |44) Previous | 1 | Mext (b)| Last (M| Search:
Seen Barcode # Library % Title %+ Status + Lost
B 34311002003904 | 1OLA SEK ILL Adult Fiction [ILL F A] The bloody Benders /

c.) Scroll all the way to the bottom and click “Mark seen and quit”

YOI, VVITETT P

3431002003276  I0LA SEK ILL Adult Fiction [ILL F Y] The shack -

Young, William P.

Showing 1to 413 of 413 | M) First (#) Previous | 1 | Next ()| Last M

[Select all] [Clear all]

Mark seen and quit § Mark Seen and Continue >> | Continue without Marking ==

Neglecting this step results in Date Last Seen values of 0000-00-00. If you

see those, you’ve done something wrong. The file needs re-uploaded and
run again.

16



Inventory Reports

To access these reports, click the links below, or go to More > Reports > Use Saved
and click the Inventory tab.

1.) Locate items that weren’t scanned during inventory of a shelf location
1890 - Inventory -- Items not scanned in a Shelf Location

2.) Check in any items found to update their “Date Last Seen”

3.) At the very end of inventory, you can run report 1889 - Inventory -- All items
not scanned and email the results to SEKLS (Jason) so that we may batch
modify them into the ‘Lost’ status.

17
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Appendix A: Log Sheet

INVENTORY START DATE:

Date

Section/Area

Filename

Call# Start

Call# End

Initial

18




Appendix B: Common Errors

There are several scenarios that cause the inventory module to throw errors:

Scanning errors — The barcodes will be cut-off, less than 14 digits or more than 14
digits, etc. You should find the items associated with these using the custom inventory
report.

34311002172 - barcode not found

Item was on loan — The item associated with the barcode was checked out, but is now
checked in and marked as seen. You should backtrack to see if any fines need resolved
on the patron’s card or if the item needs to be checked back out. This is common if
someone grabs an item and checks it out after it has been scanned but before the file
gets uploaded.

34311000087984 : item was on loan. It was returned before marked as seen

Item withdrawn — The item is marked withdrawn. If it shouldn’t be, you’ll need to go in
and restore it.

34311002095686 : item withdrawn

Non-functional barcode — The barcode is 14 digits but is still giving a “barcode not
found” message. The item is likely no longer on the catalog, or the barcode doesn’t
match the item. These issues are the hardest to pinpoint, instructions on doing so are
found in the next section: Appendix C.

34311002010784 : barcode not found
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Appendix C: Investigating Errors and Backwards Lookup

This method is completely optional but available for those who might want to investigate
barcodes that weren’t found. It can also be handy in locating books that were present in

the inventory, but not on the shelf where they should be. The text files contain a

snapshot of the order your items were in when inventory was taken. We can use this to

figure out what was before and after the item in question to help locate it.

1.) Open the text file

3% Shared Graphics (WSEF ~ ¢ |

.

T IolaPC021414 Date modified: 2/14/2014 3:06 PM

Date created: 2/14/2014 3:06 PM

Text Document

Size: 5.87 KB

=B ﬁ
@Q-I % » Staff » Downloads » ~ 43| [ Search . P
Organize v 7 Open ~ Share with Print. E-mail Burn New folder = @
X Favorites £ Name ’ Date Type Size a
B Desktop k] history-1383687742...  11/5/2013 3:44 PM Microsoft Excel C... 6KB
i Downloads ] humboldt error for .. 9/19/201212:26 PM Microsoft Excel W.d. 20KB
%% Dropbox _| [ Humboldi0g02.001  10/3/2012 9:08 Al 001 File 12,225 KB
& Google Drive " EHILL Collection Coun... 1/3/2014 343 PM Microsoft Excel W.d. 10KB
% Recent Places ] ILL Collection Counts  1/6/2014 3:19 PM Microsoft Exc 10KB
B 1LL Collection Coun...  1/6/2014 3:25 PM Microsoft Exc 108 _|
A Libraries B 1LL Collection Coun...  1/6/2014 3:25 PM Microsoft Excel W.d. 10
= Documents R imaged01 3/5/2014 319 PM PNG image 345 KB
&' Music @ Inkscape-0.48.2-1-..  9/11/201212:57 PM Application 34,909 KB
= Pictures TolaFiction02182014 _2/18/2014 3:06 P Text Document 1 KB
H videos I  TolaPCO21414. 2/14/2014 3:06 PM Text Document 6 Ki
) 1 ja = Duﬁt ‘Application 30,911 kB I
8 Computer 8] johnny cash size: 5,87 kB IPG File 3723 KB
& os) (£ jire-7ud5-wit Date modified: 2/14/2014 3:06 PM Application 894 KB +

b

2.) Press Ctrl+F to open the ‘Find’ box

File Edit Fermat

76018
34311002187210
34311002390772
34311002423193
34311002274760
34311002208420
417016
34311002341296
34311002388974

View Help

34311(
34377 Find

34311
Find what:

[] Match case

Direction

34311002207893
34311002245372
34311002411099
34311002234590
34311002034313
34988

34311002412154
34311002064377

34311002180389

4
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"7 I0laPC021414 - Notepad

P~

File Edit Format View Help

76018
34311002187210
34311002390772
34311002423193
34311002274760
34311002208420
417016
34311002341296
34311002388974
34311002341148
34311002343102
34311002277169
408374
34311002178102
417543
34311002395615
34311002096080
34311002187350

34311002207893
34311002245372
34311002411099
34311002234590
34311002034313
34988

34311002412154
34311002064377
33554

405300
39441
34311002180389

«

(]

Find Mext




3.) Enter the barcode associated with the error (reference the error printouts from

earlier) and click “Find Next”

| 1olaPC021414 - Notep:

File Edit Format View Help

408573

34311002064369
34311002168152
34311002168160
34311002068881

Find what: | 34311002172

Direction

[T] Match case D) Up @) Down

34311002122233
34311002278001
34311002074079
34311002172

34311002179951

4

[ | 101aPC021414 - Notepac

File Edit Format View Help

408573 -
34311002064369
34311002168152
34311002168160
34311002068881

Find

Find what: 34311002172
-

[T Match case ©lp @ Down

[fem scanned
before the problem
happened

problem barcode

Copy
Paste
Delete

[tem scanned
affer the problem
happened

Select All

21
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barcode then press
Cirl+C to copy, or

Right Click and
select Copy



5.) Search Koha for the copied barcode by pasting it into the search bar (Ctrl+V)

Enter search keywords:

[34311002074079 | Submit

Check out  Checkin  Search patrons | Search the catalog

6.) Use the call number from the item before or after the erroneous barcode to find
the culprit on the shelf

Activate filters
Item Current . N B, Call .| Last "
type ~  location ° Home library + Collection # Al © Status + o © Barcode ¢
Book lola Public | lola Public Library | Adult Books |PC 022.3B  Awailable | 02/14/2014 | 34311002074079
Library Professional
Collection Adult
Non-Fiction

This barcode was scanned directly before the erroneous barcode, so the item with
the error should be sitting on the shelf directly after this item.

7.) Determine the issue — checking in the item will quickly tell you what went wrong
a. If the barcode is not found, the item either isn’t in the catalog, or the
barcode is not put into the system correctly
b. If the item checks in, it likely just wasn’t scanned correctly. Checking it in
at this point will remove it from inventory reports
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Appendix D: Re-pairing the scanner

Sometimes, often after changing batteries, the scanner will insert premature carriage
returns. This means instead of getting a scan like this:

34311000000001
34311000000002

You'll see something like this:

343110000001
01343110000000
02

Disconnecting the scanner from the tablet then pairing it again usually fixes this issue.
To unpair:

1. Turn on the scanner

2. Press and hold the trigger button

3. Press and hold the power button

4. Wait for 3 beeps, let go of both buttons

To re-pair:

1. Turn on the scanner

2. On the tablet, go to Settings > Bluetooth

3. Inthe list, touch the i next to Not Connected
4. Click Forget This Device

5. Click Socket CHS to pair
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