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Launching a library inventory project with student

workers during a Pandemic

Presented by Erika Gearing and Lisa Underhill
Johnson & Wales University Library




Fall Semester 2020: Project Planning

Review OCLC Digby training and FAQ information

Request iPad from IT; Digby app installed by IT

Set up project management Google doc spreadsheet

Coordinate Technical Services workflow for problem books

Prepare login and inventory workflow instructions for workstation

Create Digby project channel in Teams to store reports and documentation
Test equipment; connect bluetooth scanner

Train student workers (7)





http://www.youtube.com/watch?v=Qam-dEKjB1c&t=8
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https://docs.google.com/spreadsheets/d/1qfwLDK6qXdQDKeqvc51G5PEZCfk4E_eF3ApVWl9JyRw/edit#gid=0
https://pvd.library.jwu.edu/refteam

The Workstation




Digby Inventory Project: Spring Semester 2021

digbyjwu2021@gmail.com

Unlock ipad:

1. Open Digby app

2. Sign-in (all lower case)
barcode:
password:

3. Select Downcity Library

¥ Doweoty Limay

4. Select Inventory Items

Scanning

1.
2.
3.

ety b Bep et Ptee T8

Find barcode
Position scanner camera over barcode

When item is scanned it will appear in
the list and a confirmation message will
appear in the green bar at the top of

the list.

Last steps:

1.

Email report to
digbyjwu2021@gmail.com

. Add your name to the subject line
. Send email

. Add your initials and date to the Google

doc to indicate you have completed the
section assigned to you




e Inventory ltems Report Erika 1/28/21 Students emailed reports to gmail account; these

o i EE oo were uploaded to Teams. This was more of an
accountability exercise than a necessary step in the
process. Reports were uploaded to Teams.

Cc/Bcc

Subject: Inventory Items Report Erika 1/28/21|

L n General Posts Files Staff Notebook -+

inventory-r...1-1046.xIsx

T Upload @ Copy link v Download }- Add cloud storage
Sent from ref desk digby iPad

Documents General

Name Modified Modified By

Circulation Inventory Reports February 3 Lisa Underhill
Digby inventory reports (from iPad) February 4 Erika Gearing

Missed Books to be Inventoried March 26 Lisa Underhill

o
Digby Inventory Update 3-3-2021.pdf March 9 Erika Gearing

&

Digby Inventory Update 4-1-2021.pdf April 1 Erika Gearing

(R Digby Inventory Update 4-26-21.pdf April 26 Erika Gearing

digby_directions.pdf March 9 Erika Gearing

Inventory_in_Digby_WMS_User_Group_mee...  January 19 Erika Gearing




Bookmark
Collect:on

Anna Holmes @anna writer - May 1, 2018 ’

254 Dearest patrons, PLEASE stop using cheese as a bookmark. Please. We
give away actual bookmarks for free. Or like use a receipt or
something. Just not perishables. #librarylife

——w
John McGraw
Q @mcgrav ers
| have experienced the gnawed fried-chickenleg bookmark

LY
Bacon Is not a and never want to again.
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Technical Services Process

Search title or ISBN in OCLC
Most often JWU holding lacking |:> Re-catalog the item

Local Holding Record found |:> Insert or correct item barcode

Few items set to repair or in the case of instances such as mold set for deletion
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Mark statistics

Fix any labeling issues




Managing returned books

Top Shejy.

Please put all returned 7.
igby scanning issues

books on the Digby
cart outside Erika’s
office. Thank you!

Returned
books were

2 &3 shelves for Dighy

returns from Tech Service,
and returns from the

Circulation desk,

inventoried
before
shelving




WMS Circulation Inventory Report

Gather statistics
Determine items not captured during inventory

Create spreadsheets of non-inventoried items for shelf check

Resolve status in WMS



Circulation Inventory Report

ocLC X Files

e Current file available each Sunday
e Import data into spreadsheet
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Insert Page layout Formulas Data Review View Acrobat ¢ o Lisa Underhill /Q(
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. Item_lIssued_ Issued_Count_ Item_Soft_Issued_ Item_Soft_lssued_ Item_Last_Issued_ Item_Deleted_ LHR_Date_Entered_ LHR_ltem_Acquired_ Lai

- - Count YTD Count Count_YTD Date Date on_File Date

1
2 | 1 0 0 0 5/8/2002 0:00 9/17/2016 en
3 | 2 0 0 0 4/13/2009 0:00 9/17/2016 en
4 2 0 0 0 4/27/2009 0:00 9/17/2016 en;
5 | 3 0 0 0 8/1/2008 0:00 9/17/2016 en
6 | 3 0 0 0 3/15/2005 0:00 9/17/2016 en
e 1 0 0 0 5/15/2007 0:00 9/17/2016 en,
8 | 2 0 0 0 3/20/2015 0:00 9/17/2016 en,
9 | 2 0 0 0 5/6/2013 0:00 9/17/2016 en,
10 | 0 0 0 0 9/17/2016 en,
11 0 0 0 0 9/18/2016 en;
12| 4 0 0 0 5/7/2007 0:00 9/17/2016 en,
13 2 0 0 0 5/3/2011 0:00 9/17/2016 en,
m 2 0 0 0 9/4/2019 13:02 9/17/2016 en
15 | 2 0 0 0 1/17/2006 0:00 9/17/2016 en,
(¥~ c n n n 2/11 /Innnc n.nn n/17/An1c A




Sort spreadsheet to capture items without inventory date/time stamp

A B (& D E F G

Item_Holding_ Item_Permanent_Shelving_ Item_Temporary_ Item_Enumeration_
1 |Location Location Shelving_Location Item_Type |Item_Call_Number and_Chronology  Author_Name Title
2 |PIWA Circulating Collection VOLUME |N31.T4 1988 Read, Herbert,Stangos, Nikos. The Thames and Hudso
3 |PWA Circulating Collection VOLUME |N31.R8 Runes, Dagobert D.; Schrickel, Harry G.,  Encyclopedia of the arts
4 |PJWA Circulating Collection VOLUME |MT 892 .C73 1993 Craig, David, A performer prepares :z
5 |PIWA Circulating Collection VOLUME |MT 870 .086 1986 Ottman, Robert W. Music for sight singing /
6 |PIWA Circulating Collection VOLUME |MT 820 .B94 Burgin, John Carroll, Teaching singing /
7 |PIWA Circulating Collection VOLUME  |MT 420 .S35 1991 Schuller, Gunther, Horn technique /
8 |PIWA Circulating Collection VOLUME |MT 351 .R72 1986 Rowland-Jones, Anthony. Recorder technique :int
9 |PIWA Circulating Collection VOLUME |MT 260 .S99 1979 Szigeti, Joseph,; Hughes, Spike, Szigeti on the violin /
10 [PJWA Circulating Collection VOLUME |MT150 .B74 1975 Bamberger, Jeanne Shapiro.; Brofsky, How: The art of listening :dev
11 |PJWA Circulating Collection VOLUME |MT 145 .B425 B4 1994 Winter, Robert,Martin, Robert L., The Beethoven quartet
12 |PIWA Circulating Collection VOLUME |MT 125 .B44 1995 Berger, Melvin. The Anchor guide to orc
13 |PIWA Circulating Collection VOLUME |MT 100 .W2 N53 1991 Newman, Ernest, The Wagner operas /
14 |PJWA Circulating Collection VOLUME |MT 100 V47 08 1977 Osborne, Charles, The complete operas of
15 [PIWA Circulating Collection VOLUME |MT 100 .P95 A8 1985 Ashbrook, William, The operas of Puccini /
16 |PJWA Circulating Collection VOLUME |MT 100 .M76 08 1983 Osborne, Charles, The complete operas of
17 |PIWA Circulating Collection VOLUME |MT95 .559 Simon, Henry W. 100 great operas and th
18 [PIWA Circulating Collection VOLUME |MT95 .K52 1987 Kobbel, Gustav,; Harewood, George Heni The definitive Kobbel '
19 |PIWA Circulating Collection VOLUME |MT 95 .B3 1975 Balanchine, George.; Mason, Francis, 101 stories of the great
mn NIAIA Civadlatina Callacban \INLLINAD AAT NN NA1ArrCC Canlia Navial Ciirkais Mahlav cam fndea



HelloEvervanel Monthly status reports emailed to library
staff and student team members.

| wanted to share the inventory project data Lisa Underhill provided for April
thus far:

Items inventoried: 7,870 (this brings the total to 63 shelves completed and
28,555 items inventoried since January!)

Items routed to Tech Services: 63

e 45 re-added to catalog
e 6 barcode fixes

e 3 label fixes n
e 38 flagged for repair ng T&cdo
e 3 discarded Q &

\

To date there have been 13 items returned to Harborside library. Inventory and A eﬁo“'

o
shelving of returned items only will continue through next week. The summer \Wow! S0 aweso™e  of ame 2
student team will resume shelf assignment inventory at the start of summer 0@ ou®
term. A 2"
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Thank you to everyone involved for their dedication to the project! \No\N’t\\\S(
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Dighy® app FAQ

Inventory

Support pages

About exchanging files with OCLC

Resources

M Gmail

Google Drive



https://help.oclc.org/Library_Management/WorldShare_Circulation/Reference/Digby_App_FAQ?sl=en
https://help.oclc.org/Library_Management/WorldShare_Circulation/Check_in/Inventory
https://help.oclc.org/Special:Search?query=Digby&type=wiki
https://help.oclc.org/Librarian_Toolbox/Exchange_files_with_OCLC/Get_started/About_exchanging_files_with_OCLC?sl=en

Thank you for joinin
us today!

Any questions?
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