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Inventory 

Two ways to conduct inventory: 

 

 Traditional Inventory 

 Online Inventory 



Inventory - Preparation 

 

 Check Item Records 

 Rebuild Call Number Sort Key 



Inventory - Preparation 

Check Item Records 
 

 Run the General Retrieval Form (ret-adm-01) to assess 

items (Circulation module: Services | Items | General 

Retrieval Form) 



Inventory - Preparation 

Check Item Records 

 In the report format field, be sure to select the format that 

returns the call number type and call number.   



Inventory - Preparation 

Check Item Records 

 In the returned results, look for errors such as no call 

number or no call number type.  These errors should be 

fixed in the Cataloging module before proceeding. 



Inventory - Preparation 

Rebuild Call Number Sort Key 

 Run the Rebuild Call Number Sort Key (item-06) service 

to assure all call numbers adhere to their filing routine: 

Services | Items | Rebuild Call Number Sort Key) 



Inventory - Preparation 

Rebuild Call Number Sort Key 

 The Rebuild Call Number Sort Key (item-06) service 

does not provide and output file; it must be monitored via 

the Batch Log in the Task Manager. 



Inventory Definition 
Inventory Definition (item-01) 

 This service marks the range of items in Aleph that are 

being inventoried: Services | Items | Inventory Definition 

(item-01).  

  

 



Inventory Definition 
Inventory Definition (item-01) – Output file 

 This service creates an output file that lists the 

parameters of the range, as well as provides an Shelf 

Report Number which will be used in future services.  

  

 



Inventory - Scanning 
Scan the collection making sure to stay in the parameters 

of the Inventory Definition.  Barcodes can be scanned in 

any manner that produces a file with one barcode per line.  

The file size cannot exceed 20mb. 
 

Transfer the file to the server using the Library File Upload 

option on the ODIN website. 



Inventory - Scanning 
Browse to the file of barcodes, and click ‘Submit’ to upload 

the file to the server. 



Inventory - Scanning 
Once the file is moved to the server, run the Move File to 

an Input Directory (cust-90) service to move the barcode 

file to the appropriate server directory so it can be utilized 

in further inventory services: Services | Odin Custom Move 

Files | Move File to an Input Directory (cust-90).  

 



Inventory - Scanning 
The Move File to an Input Directory (cust-90) service does 

not provide and output file; it must be monitored via the 

Batch Log in the Task Manager. 

  

 



Inventory Marking 
Inventory Marking (item-08) 

 This service compares the scanned barcode file with the 

range of items determined in the shelf report: Services | 

Items | Inventory Marking (item-08).  

  

 



Inventory Marking 
Inventory Marking (item-08) – Output file 

 This service creates an output file that lists detected 

errors such as items not in Aleph, items on load, items 

declared lost or missing and incorrectly shelved items. 

  

 



Inventory Summary 
Inventory Summary (item-09) 

 This service lists the items in the shelf report that were 

not part of the scanned file – i.e. the items that are 

potentially missing from the shelves: Services | Items | 

Inventory Marking (item-09).  

  

 



Inventory Summary 
Inventory Summary (item-09) – Output file 

 This service creates an output file that lists the items in 

the shelf report that were not part of the scanned report 

– missing items.  

  

 



Inventory Report 
Inventory Report (item-10) OPTIONAL 

 This service is for informational purposes only, and lists 

the items within a particular shelf report: Services | Items 

| Inventory Report (item-10).  

  

 



Inventory Report 
Inventory Report (item-10) – Output file 

 This service creates an output file that lists the items 

within a shelf report, as well as their inventory status 

(whether or not the item was found). 

  

 



Additional Documentation 
Additional documentation regarding Inventory, Online 

Inventory and the File Upload process can be found on the 

Circulation Training page, Systems Librarian page, and the 

Did You Know page of the ODIN website. 

 

               http://www.odin.nodak.edu/?q=node/48 

 

http://www.odin.nodak.edu/node/52  

 

http://www.odin.nodak.edu/dyk  
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