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Introduction

Thank you for your interest in the Mandarin M5 Library Automation System. We have prepared this set of
instructions to help you better understand and use M5.

You can use this guide to familiarize yourself with specific M5 activities. This guide is not intended to replace
our Users Guide as it only briefly touches on many of M5’s capabilities.

In many cases, there are several ways to perform a function or command. For this tutorial, we have generally
chosen to present just one of the options
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How to create collections
How to create collections

Preview is not available
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Conducting an Inventory

Note: This demonstration guide may not explain all features available in Inventory.

With the Inventory module, you can:
* Conduct a full or partial inventory
* Enter additional barcodes after the barcode records have been uploaded
* Remove barcodes during the inventory process
* Print and save inventory results
* Export a barcode list of inventory results

Conducting an inventory with M5 requires a few basic steps:
1.  Scan items to be inventoried

2.  Upload the results into the Inventory module

3.  Setrange limits (partial inventory only)

4.  Perform the “Do Inventory” procedure

Launch Mandarin M5
Sign in as a Librarian
Select the inventory tab
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In this example, we will use the Database Set, Furniture.
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Conducting an Inventory
Fill in, Name: of the session.
Fill in, Date Started:
Fill in, Institution Name:
Change, Database Set to Furniture
Fill in, Call Number Type, by clicking on the Dewey radio button.
Uncheck, Barcodes are case sensitive
Uncheck, Check call number sequence
Click on, Save Changes.
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Click on Call Number Ranges.
Click on Create New Call Number Range
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Call Number Ranges

From Classilication Ta Classilication

In the Example below, we want to limit our search to “157”. Type in,
From Classification: 157

To Classification: 158 (This is a “Less than” number)

Click, OK.
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Conducting an Inventory
Inventory will only do Room 157.

sign out
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Inwver Prafix ;
Fram Classification : 157
Ha
To Classification : 153
5 [ 0K | Canoel jiom Restricticns
Do Inweentory I Create Bew Call Humber Range I

Call Number Ranges

-] Ignore Frefib Prefix From Classification To Classification

Click on Barcode Sets
Click on Add Barcodes From File.

SHEn ouR
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Barcode Sets

Out-0l-Sequence Earcndes o

Note: The barcode file can come from a portable scanner (like the Worthington Tricoder) you will upload into a notepad file or you
can create a manually created notepad file by entering the barcodes manually.

Click “Browse” and Path your way to the barcode file. Click on Open.
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Conducting an Inventory
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Upload Barcode File
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Barcode Sets
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Barcode Sets
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The barcodes will be uploaded. Click on OK.
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Conducting an Inventory
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Click on, Do Inventory
When “Do Inventory” finishes, there will summary
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Inventory

Home g Session

Missmng Irvalid Barcodes

Spamjon 3 Sexsion staed on S/5/2017
Tesgtitstion Mame @ Mikas Litirary
Crate Created : S/SS01F 10:20:2T aM

Call Mumber Ranges ;

Mumber of scamned barcodes ; 4
Mumber of bibliographic records ; 3
Average number of holdings per biblographlc record @ 1
of henldi iin datak : k|
Humbear of hol@ings in sslected range(s) 3
Percentage of database inventoried : 100%
Munmsber of [fems provioesly marked as missing ©
Parcenlage al previously missing items ; 0%
Mumber of items with prices associated -
Cost of preniously missing iems : ]
Mumsher of mewly missing items : i
Percentage of newly missing items ; 1005
Cost of nawly missing fens @ a
Munsher of mewly found items - a
Mumber of missing items @ 3
Humber of invalid barcodes 4
Mumber of misplaced ilems ; 0
Munsber of loamed, shelved items - ]
Mumsber of kolding records withoul a barcode = a
Mumber of duplicate barcodes © ]
Hunsher of out of Fange Benis @ 0
Mumber of ifems on lean ]
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Conducting an Inventory

If you click the “home” button you will see the screen below and in the reports section Click on, the Report you

want to open, below it is “Report Created...’

SIET CUT

Inventory

Session Report

Créenle Hedw! Sesaion I Ranenie Solortod Themic |

Sessions And Reports

Sessions

Dl Started Tt sl icsri Miairiss

] 18 k) T 5/5/2017 10:19-20 &M S/5/2007 LZ:00:00 AM Mikos Library Quiappelle Valley Schools

Seotion Diarbe Crestesd
Sessian stared en 5752017 SE20LY 10:28:09 AM

Note: The report will show you an inventory list for the specific room.

When you open the Report, you will first see “Statistics.”
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Conducting an Inventory
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Inventory

Home

Statistics

Spszion 2 Session stared cn 5/5/2017
Terstitution Name | HMikas Linrary

Cate Created : SISE0LT 102027 aM

Call Number Ranges :

Mumber of scamned barcodes : 4
Mumber of bibliographic records : 3
Avarage her of holdings per BibBographic record i
Hunshar of koldings in database @ a
Humber of holdings in selected range(s) ; 3
Percentage of database Investaried @ 1005
Mumsber of [fems previoesly marked as missing @ a
Percentage af previously missing ilems ; 0%
Munmsber of items with prices associated - a
Cost ol previsi sly niissing itens L]
Mumber of mewly missing items a
Percentage of newly missing ibems 1005
Cost of newly missing ens @ L]
Maunshar of mewly found ibems @ L]
Mumber of missing items ; 3
Hunmsher of imvalld barcodes 4
Mumber of misplaced ibems ; L]
Mumber of loaned, shelved iEems - a
Muisher of kolding records without a barcods = a
Mumber of duplicate barcodes ; a
Mumsbar of out of rangs Mems @ L]
Mumber of items on loan ; ]

Click on, Missing to see a list of missing items.

Sign out
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Inventory

Home Sess10n

Mark Missing TTems | Export To Baroode File E
Missing
Baromde Call Wy £ Toike suthor Dale
222 157 greenhall ; SAEFA01T 10: 2816 AW
1 152 besk 5/5/2017F 10:28:16 AW
111 152 Balgani : 5/5/2017 10:28:16 AW
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Conducting an Inventory
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Mandarin Library Automation, Inc.
P.O. Box 272308
Boca Raton, FL 33427-2308

(800) 426-7477 Toll-free
(561) 995-4065 Local
(561) 935-4907 Fax

M-F 8:30AM - 5:00PM EST

24x7x365 - 24 hours/day, 7 days/week

Sales & Marketing: automation@mlasolutions.com
Customer Service: automation@mlasolutions.com
Technical Support: support@mlasolutions.com
Webmaster: webmaster@mlasolutions.com
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