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Stocktake Report Strategy

Prerequisites

1. Know how to select a range – See FAQ

2. Know how to Mark and Unmark items – See FAQ

3. Know how to Edit Views – See FAQ

4. Take note of the date at which you started the Stocktake.

5. Find out the number of your lost library (Materials Editor / Single Item View / Click on Library field)

6. Find out the number of the library in which you are doing the stocktake. This will be 0 (zero) if you are stocktaking in the Main Library (Materials Editor / Single Item View / Click on Library field)

7. Make sure you have Last Seen and Barcode Views available in the “View by:” window
Process

1. From the Task bar click   Start / Programs / BiblioTECH

2. Click on [Materials Editor] and enter password

3. Click on [Multi Item View]

4. Go to Options / Unmark all Items

5.  Select an appropriate view and mark all the items you expect to be included in the stocktake 

Note: For a full Stocktake mark all the items. For a partial Stocktake mark only the items which you included in the stocktake

6. Change the “View by:” window to “Last Seen”. Unmark all the items starting on the start date to the most recent date (end of list)

7. Change the “View by:” window to “Barcode”. Unmark all items without a Barcode.

8. Change the “View by:” window to “Borrower”. Unmark all items on Loan. Ie. Their borrower number is not the same as the library in which you are stocktaking.

9. All the items which remain marked should have been seen during the stocktake but have not been seen. They may be lost. It is considered good practice to uniquely mark these items (by using a collection or placing unique data in an unused field) and reviewing the items before moving them to the Lost Library.

