STOCKTAKE
*REMEMBER TO ALWAYS DO AN EXTERNAL BACKUP BEFORE STARTING
1. Start a new Stocktake by clicking Utilities/New stocktake

CME Plus Utilities ) =

File Inload/Outload Backup/Restore Pack Reindex Update Reports Setup IStocktakeI Help ’
[ New stocktake

Re »
Catalogue records: 620 Recohcile...
Subject records: 55877 Group records: 32 MarkiMissing...
Barcode records: 23226 Loan records: 856 Writeloff...
3345
7644

146417

21189 Borrower records:

Keyword records Stock records:

Co-author records:

0
Reservation records: 0

8815

Thesaurus records: History records:

Go to Utilities then New
Stocktake

Most of these utilities, (except reports), require exclusive use of the data files. Please make suremrawme
accessed by any other program and/or user.

Catalogue updated on 9 Aug 2012 at 12:52 PM
Thesaurus updated on 9 Aug 2012 at 12:52 PM
Loans updated on 9 Aug 2012 at 12:52 PM
Stock items updated on 9 Aug 2012 at 12:57 PM
History updated on 9 Aug 2012 at 12:52 PM

Purge existing stock records ready for new stocktake

2. Purging : All this does is delete the previous stockfile, no records etc. are
deleted, just the file containing when the barcode was entered and barcode
number. So there is nothing to worry about as long as you have finished with

our previous stocktake, before you begin your next one.

(3 CME Plus Utilties (SV) EllE i)

File Inload/Outload Backup/Restore Pack Reindex Update Reports Setup Stocktake Help

[

Catalogue records: 21189
Subject records: 55877

Barcode records: 2322k

Purging will not delete any
4 resources, it will only delete the
old stockfile

i)

o purge ALL 2640 stock items
ence a new stocktake?

Keyword records 33

Co-author records: 76

Thesaurus records: 146

No | Cancel

Most of these utilities, (excd!
accessed by any other pro

| B that the files are not being

Catalogue updated on 14 Aug 2012 at 9:14 AM
Thesaurus updated on 13 Aug 2012 at 4:29 PM
Loans updated on 13 Aug 2012 at 4:29 PM
Stock items updated on 14 Aug 2012 at 8:27 AM
History updated on 13 Aug 2012 at 4:29 PM




3. Now we need to go to Circulation — Click on Stocktake, then Add to add
barcodes

PR CM Circ (SV)

“ File Loans Reports Reserve Statistics Setup Stocktake Help

@0+%@“ﬂ!@

Lend.. Retun.. Extend Reserve View Statistics | Bomowers Groups | Stocktake

@ Do you wish the program to pause when an entered barcode is not found or the item is outside the stocktake parameters?

CAUTION: Select No if using a portable barcode scanner.

Clicking Yes will give you a . .
warning when there is something Select No if you are using a
wrong with the item you just portable barcode scanner
scanned

4. Once chosen, enter Parameters and click OK. You may want to start on the
Fiction section or between particular Classification Numbers e.g. 100 —
199.99. You may want to use a location, maybe Teacher Resources. Don’t
forget to add your M.E. AAA to ZZZ77.

IF] CM Circ (SV] —
Lo Stocktake Parameters T
i

‘ File Loans e S—

£7

Ret

Enter required stocktake parameters:
Dept.: ||

Site: |

Loc.: |

Classn. No.: |1 09

ME.: |

G.M.D.: |

Acq Date: | |20120810
[Date format: yyyymmdd)

Defaults I  OK I X Cancel I

Enter low department value




CM Circ - Stocktake (Add)
View Ilasl IU '¢| stock items j]_glose |

Stock Barcodes [ ~

[vorote

Yomz

Y01019

Y01021 Add Barcode

Y01022
] Barcode:

Y01023 ‘
|voroze pod |
|vor0ss \

Y01070
" [vor071 TN Add your Barcodes
| |voto72
| |voro73
Y01074
Y0107
Y01078
Y01079
- |vo1395
| |vor430 B
»| 01576

[ 314 record(s) |

** Remember there are a number of ways to scan your items:

* By bringing the resources to the main library or circulation desk, where they are scanned directly into the
computer.

* By using a portable memory scanner that will allow you to take the scanner to the location of the resources.
Resource barcodes are scanned and stored in your portable scanner and then downloaded into LibCode
Suite. This option saves you carrying loads of resources to the computer and speeds up stocktake (Further
information is available at LibCode Help Online — Stocktake using a Cipher Lab Memory Scanner).

* Alaptop can also be used, although you will require a Barcode Scanner with a USB connection and a USB
Pen Drive for backups. (If this is the direction you want to go, further information is available at LibCode Help
Online — Adding to the Stockfile)

5. Appending a file.
You can scan your barcodes into a Text File (right click on the desktop, go to
New, then Text File and ensure you name it with the Section and Date so you
remember which file to append!). Then follow the steps below:

Stock Barcodes | -

Y01016

01017

Y01019

Y1021 éppendlB
Y01022 Filename:
01023 C:\Usershadmin\Desktop\Stocktake20120810_Dewey200.tst
Y01026

V01045

Y01070

Y01071

01072 =

Y01073
Y01074
01077
Y01078
Y01079
'Y01395
'Y01430
Y01576

q

Browse for your
filename

2 N N N N N N N I v

[314 record(s)




** If more than one person is scanning ensure that you keep your files in the same
place.
6. Exporting files — go to Circulation/Stocktake/Export/Export

A CM Circ - Stocktake (Expo

=

Stock Barcodes

BO00D2

BO00D3

BO000Y

BO0D17 Export B
_|B000M3 NOTE: The barcodes in the stock data file will be written to the nominated
BO0026 text file.
B00029 You will need to name

B00038 your file and determine
BO0039 where itis to be saved.
B00040
B00042 Save File As

BOD045 y A
BO004E Savein: I-Desktop / j « & cf B

BOD047 o .

| |Boon4s 3 " Libraries
B0OO0E7 Recent Places | System Folder

BO0O71

_|BO0072 ! Q % Homegroup

_|BO007S Desktop System Folder

-

| |Export stock barcodes to text file v j .
P = h admin

4,

l || |+

Libraries System Folder

< B
&! 1 Computer
Computer G System Folder

@I Network
System Folder

File name:

Save as type: ITad files (*bd)

You will then be able to access this report to load barcodes into any LibCode
stocktake.

7. View — Circulation/Stocktake/View — This will give a report of matched
records. Don'’t forget M.E.

[ M Circ (V]
Stocktake Parameters

File Loans — —

& | | Enter stock filter:

il Het DateTime: |2D12081D132445 to |20120810142843
[DateTime format: yyyymmddhhmmss)
Enter required ke p
Dept.: | to |E
Site: | o |[zZzZ
Loc.: | o |[zzZ
Classn. No.: 200 to [293.99
ME.: | o |[zZzZzZ
GMD: | o [zZ
Acg. Date: | to |20120810

[Date format: yyyymmdd)

Defaits X 1 Add Parameters
Enter low department value




8. Reports: The reports are here so you can view and check on your process.
Also when you are in Circulation you can view the Loans Found report, this is
not available in the Utilities Module. Please make sure you return these
resources before you continue with your stocktake.

Missing

] CM Circ (V) -
[

| File Loans Reports Reserve Statistics Setup Stocktake Help

& © + & Q = & @ v

Lend.. Retum.. Extend Reserve  View ‘Slaii-s-lics Borowers  Groups || Stocktake I

Add Ctrl+A
File append Ctrl+F
Export Ctrl+P
View Ctrl+V

Reports Missing Ctrl+F2
ound Ctrl+F3
Loans found Ctrl+F4

Handy to be able to check how the process is going... once you scan in a section do
a quick Missing reports in Circulation / Stocktake to make sure you haven't missed
a few items or forgot to check the repairs troliey!

View/Print report for missing items

i CM Circ (SV)
| File Loans Reports Reserve Statistics Setup lStocktake] Help
< ¢ - & a Add... Ctrl+A ‘

Lend.. Retum.. Extend Reserve — View File Append...  Ctrl+F

Export... Ctrl+P
View... Ctrl+V

Mising.. Ctier2

Loans Found...  Ctrl+F4

Stocktake

See what items have turned up in the stocktake that were tagged as
missing in a previous stocktake or by Library staff during the year

View/Print report for written off items found




LOANS FOUND

File Loans Reports Reserve Statistics Setup |Stoclttake| Help
< L /4 4= & & Add... Ctrl+A

Lend.. Retun.. Extend Reserve View File Append...  Ctrl+F Stocktake

Export... Ctrl+P
View... Ctrl+V

Missing... Ctrl+F2
Found... Ctrl+F3
Loans Found...

This is only useful if you stopped lending resources in the section
you were stocktaking!

Get a list of Unreturned Loans that are actually out there on the
shelves.

You can return these manually so you know who has returned items
that have been showing as overdue.

View/Print current loans with barcodes in stock file

\

9. Reconciling : Before reconciling, print a Found Items Report :
Stocktake/Report/Found, then set your parameters.

&3 CME Plus Utilities (SV)

File Inload/Outload Backup/Restore Pack Reindex Update Reports Sg This will pla_ce a last stocktake
date against every record
| entered into your stocktake or
was on loan at that time

Catalogue records: 21189 Borrower records: 620
Subiject records: 55877 Group records: 32
o — - - — -

@ This option will reconcile the selected catalogue barcode records with the items in the stocktake file.
Items in the stocktake file and items currently on loan will have the Last Stocktake Date field updated with a specified date.
If an item is marked Missing with a Status Date, the ‘M’ will be removed and the Status Date cleared.

Do you wish to continue?

, | It will also remove the missing
History updated on 9 Aug 2012 at 12:52 PM status from any record that has
been scanned in the
stocktake, hence the Found
ltems Report




10. You can then set your parameters and Click OK.

These dates are

set by default
Set the new Last Stocktake Date for:

Items found in stocktake |1U/UB/2012 _I (dd/ramdpppy] The defaults

button can be
Items currently on loan IUS/UB/2012 _I (dd/mm/dyy used here

Enter stocktake parameters, if required:

Dept: ||

Site: |

Loc: I

Just remember to

Classn. No.: [109 / reset you defaults

e | when you use the
Mark Missing

GMD: | / Report

Acq. Date:
(D ateF orngaft: vyyymmdd)
Defaults |

Enter low department value

11. You can use the defaults button to reconcile all items in your stocktake
but remember to reset your defaults when you use the Mark Missing Report
shown below. ** Please do a Backup before you run the Mark Missing
Report**

{23 CME Plus Utilities (SV)
File Inload/Outload Backup/Restore Pack Reindex Update Reports Setup Stocktake Help

(

Catalogue records: 21189 Borrower records: 620

Subject records: 55877 Group records: 32
|| Rarcode tecards: 2320 Loan ecords: 856

@I This option will update the Status Date to the current date and insert 'M' in the Status field for those selected catalogue barcode records which are not found in the stocktake file.
4

If a Status Date is already present, the date will be left.

Do you wish to continue? This will mark the items not found
in the stocktake with an 'M' for
missing

Stock items updated on 8 Aug 2012 at 1:31 PM
History updated on 9 Aug 2012 at 12:52 PM

12. Don’t forget to reset your defaults...



13.

Write off means that all Items marked missing will be marked written off.
This is not necessary as items can be culled by date when marked missing
for over two years can be done

e.g. culling items missing

File Inload/O

Catalogue reca| | o

Subject records

I 10/08/2012

Enter stocktake parameters, if required:

globally.

Check this date you
may want to alter it to
suit your needs

Barcode record |
Dept: ||
Keyword record)

Co-author reca Site: I

Loc: |

Classn. No.: |1 03

M.E.: |
accessed by anf

\Fare not being

G.M.D.:
Catalogue updal) I

Thesaurus updall )
Loans updated ¢/ Aca Date: I

Stack items updlil (D ateFormat: yyyyr{

History updated |
Defaults |

Enter low departmg

You canalso
alter this date if
you wish to
exclude new
items

X Cancel |




