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Full Inventory Overview 

 

Inventory Steps Using MobileStaff 
Mobile Staff enables you to quickly and easily inventory items by scanning them into "inventory". 

This document is to be used in conjunction with the Library Services Handbook Section on Inventory: 

Inventory (infohio.org) 
 

1. Login to Workflows 
2. Go to Schedule New Reports:  

• Please complete the Pre-Inventory Steps listed below before starting this process: 
• Pre-inventory 1: Missing Copies List 
• Pre-inventory 2: List Transits Report  

 

3.  Click on My Inventory Tab: 
■ Step 1: Set Inventory Date report (The date is set internally, make note of the date) 

o Do nothing on the Basic tab. Do not change the name.  
o Click on Item Selection and select your school and item group 
o Select Run Now and view the finished report  

(This report will tell you what is currently checked out. Close the finished reports)  
 

4. Open MobileStaff URL: https://na3.bc.sirsidynix.net/mobilecirc/ 

https://www.infohio.org/library/library-services-handbook/category/inventory
https://infohio.org/images/ZOO_DOCS/wfhandbook/SpecialTasks/Inventory/SPECIAL_INVENTORYPreMissing.pdf
https://infohio.org/images/ZOO_DOCS/wfhandbook/SpecialTasks/Inventory/SPECIAL_INVENTORYPreTransits.pdf
https://infohio.org/images/ZOO_DOCS/wfhandbook/SpecialTasks/Inventory/SPECIAL_INVENTORYStep1.pdf
https://na3.bc.sirsidynix.net/mobilecirc/


 

 

2 Inventory Steps Using MobileStaff 

2 

 

MobileStaff Activation Key for LACA is: 
4bc497bd-62a3-4e75-a710-6b45fdbd4179 

 

o Login with your WorkFlows Username and Password  
*If you have helpers scanning your library, they will login with your information as well.  
 

5. Click on Setup and then Inventory. Check Audio Alerts and make sure it is checked ‘Apply’  
(Audio Alerts will allow audibles to sound when there is a problem with an item you are scanning during the inventory process) 
 

■ WARNING: If you check “Check Shelving Order” you will receive and alert anytime something is out of order. You will 
want to make sure this box is unchecked.  

 

■ The Mobile Staff Inventory method takes the place of Step 2a and Step 2b in the Inventory Process.  

 

 

 

6. Click on Inventory and start scanning the collection you chose in step 1 – Set Date 
(If you are scanning the entire library, you can leave the item group blank) 
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o This option can be used in either online or offline mode. If using in offline mode, be sure to run the "Upload Offline 
Transactions" option once you have re-established an online connection on the device you used to scan.  

 
■ Watch the screen as you scan. If there is a problem, or the item has a status other than AVAILABLE, you will hear a short buzz (if applied in 

Setup), and a warning message will appear on the screen. If possible, rectify the item before moving on. 

  *Quick Reference: To Inventory an Item: 

1.   Click or tap Inventory. 
2.  Enter the Item ID. If you are using the MobileStaff app on a device with a camera, you can tap the Barcode 

 icon to use the device camera to scan an item's barcode. 
3.  Click or tap Inventory Item. The Item ID, Home, Status, Call #, Title, and On Reserve information will be 

 shown. If the information does not match up, the corresponding line will be red, and an audio alert will 
 sound. 

4.  Repeat these steps for each item you would like to inventory. 

Once you have completed scanning items, continue on to Step 3 of the Inventory Process to generate a list of items not inventoried: 

 

https://www.infohio.org/campus/learning-pathways/course/mobilestaff/mobilestaff-inventory#mobilestaff-inventory-item
https://infohio.org/library/workflows-handbook/category/inventory
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**Please note, make sure your library is listed under the item selection tab and make sure the item group matches the items you have scanned.  

 On the current Status tab: make sure to EXCLUDE Lost, Lost-claim, Lost-Paid, Lost-Assum, Weeded, Missing and Discard. 

 On the Date Inventoried tab: make sure the date inventoried is set to BEFORE the date you started inventory.  
    To do this: Click on the calendar in the upper hand left corner of the screen. Click the BEFORE button and using the gadget,  
      enter the date noted in step 1-Set Inventory Date.  
 

Continue with the inventory steps: 

 

Once you have verified your items are correct and have looked for anything that might have been missing, please contact: 

Library@laca.org to finalize inventory (Step 6 Delete of Missing/Your ITC will have access to this report). 

Please include the following information on your case: 
 Date of Inventory 
 Item groups that were scanned (if not the entire library) 
 The number of items displayed when completing step 4 

 
 
Additional Information: 
 
Library Services Handbook>Special Tasks>Inventory: 
Inventory (infohio.org) 
 
Mobile Staff Learning Pathway> Inventory: 
Inventory - MobileStaff (infohio.org) 
 
Mobile Staff Learning Pathway>Kiosk Mode: 
MobileStaff Kiosk Mode - MobileStaff (infohio.org) 

mailto:Library@laca.org
https://www.infohio.org/lsp-handbook/category/inventory
https://www.infohio.org/campus/learning-pathways/course/mobilestaff/mobilestaff-inventory
https://www.infohio.org/campus/learning-pathways/course/mobilestaff/mobilestaff-kiosk-mode

