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Scanning into COUNT USE-COPY USE
1. In Sierra, choose the COUNT USE-COPY USE function. Scan items on the shelf into this function.
2. Several times a week, Lakeland staff will run a list to find items with a value greater than 0 in the copy use field of the item record. They will then rapid update the INVDA (inventory date) and set the copy use field back to 0.
Adding New Items to the Collection During the Inventory
1. You can continue to add new items to the collection. Once the item is shelf ready, check it in as normal.
2. Then immediately scan it into COUNT USE-COPY USE before shelving. 
Items That Are Checked Out at Time of Inventory
1. When you are done inventorying a section of the library, put in a help desk ticket with a description of the collection you’ve inventoried and Lakeland staff will rapid update the INVDA (inventory date field) for items that were checked out in 2025/at the time of the inventory. Appendix B shows a sample search that Lakeland would use to find these items.
Items Not on the Shelf During Inventory
1. [image: ]After completing an inventory on a section of the library, create a list to find items that should have been on the shelf but were not. This search will exclude items that are checked out at the time of the search. See Appendix A for the JSON code to copy and paste to form this search. Change Value A in the first line to the location code for the part of the library you’re inventorying. You may need to add other search terms to narrow down your search to the part of the collection you’re working with.
2. Export the results into Excel. Below is a sample of some information that would be helpful for your export. Look for the items in the library. If they are not found but should be on the shelf (they will have a status of “-“), mark them as missing. Or you could choose to immediately scan them into IUSE3 or withdraw them directly if they have not had any circulation updates in a long time. If items are found, scan them into Count Use-Copy Use. Look into the items with other statuses that are on the lis[image: ]t.
Frequently Asked Questions
1. Can volunteers help with this project? Yes; they must use a restricted login that only allows access to COUNT USE-COPY USE. They are not allowed to access the rest of Sierra, in order to protect patron privacy. If your library does not yet have a restricted login for inventory, please put in help desk ticket to tech-help@llcoop.org to request one.
2. Should we scan everything that’s in our collection and is in the catalog? Yes, if it’s in Sierra, please aim to scan it into copy use. This will assure that what’s in Sierra matches what’s in your library. This includes items in storage, professional collections, etc.
3. [image: ]How will I know if the item has been scanned to be inventoried? In the copy use field, there will be a value greater than 0 and/or the INVDA field will have a date.
4. What happens if we accidentally scan the same item into COUNT USE-COPY USE more than once? This is not a problem; the value in the copy use field will just show how many times it’s been scanned. Lakeland staff are looking for any value greater than 0 in that field. This also applies to new items that are scanned when being put into the collection and if they’re scanned an additional time once shelved if inventory on their section is done after the book has been added.
5. When should we start looking for items that should be on the shelf but aren’t after scanning items into copy use? This is flexible. It might work best to wait until you’ve scanned the entirety of the section of the library you’re working on (for example, children’s non-fiction) then work to find items that should be on the shelf but aren’t.
6. Should we still work on the monthly L, M, and Q reports? Yes. Items that you have marked as missing during inventory will show up on the list. Work through the lists monthly as usual, following Lakeland and local procedures.

Appendix A:  JSON Code for Items Not on Shelf During Inventory
{
  "queries": [
    {
      "target": {
        "record": {
          "type": "item"
        },
        "id": 79
      },
      "expr": {
        "op": "equals",
        "operands": [
          "ab   ",
          ""
        ]
      }
    },
    "and",
    {
      "target": {
        "record": {
          "type": "item"
        },
        "id": 94
      },
      "expr": {
        "op": "equals",
        "operands": [
          "0",
          ""
        ]
      }
    },
    "and",
    {
      "target": {
        "record": {
          "type": "item"
        },
        "id": 69
      },
      "expr": {
        "op": "equals",
        "operands": [
          "      ",
          ""
        ]
      }
    },
    "and",
    {
      "target": {
        "record": {
          "type": "item"
        },
        "id": 87
      },
      "expr": {
        "op": "equals",
        "operands": [
          "0",
          ""
        ]
      }
    }
  ]
}

Appendix B:  JSON Code for Items Already Checked Out During Inventory
{
  "queries": [
    {
      "target": {
        "record": {
          "type": "item"
        },
        "id": 79
      },
      "expr": {
        "op": "starts_with",
        "operands": [
          "ab",
          ""
        ]
      }
    },
    "and",
    {
      "target": {
        "record": {
          "type": "item"
        },
        "id": 94
      },
      "expr": {
        "op": "equals",
        "operands": [
          "0",
          ""
        ]
      }
    },
    "and",
    {
      "target": {
        "record": {
          "type": "item"
        },
        "id": 69
      },
      "expr": {
        "op": "equals",
        "operands": [
          "      ",
          ""
        ]
      }
    },
    "and",
    [
      {
        "target": {
          "record": {
            "type": "item"
          },
          "id": 78
        },
        "expr": {
          "op": "greater_than",
          "operands": [
            "12-31-2024",
            ""
          ]
        }
      },
      "or",
      {
        "target": {
          "record": {
            "type": "item"
          },
          "id": 68
        },
        "expr": {
          "op": "greater_than",
          "operands": [
            "12-31-2024",
            ""
          ]
        }
      },
      "or",
      {
        "target": {
          "record": {
            "type": "item"
          },
          "id": 73302
        },
        "expr": {
          "op": "greater_than",
          "operands": [
            "12-31-2024",
            ""
          ]
        }
      },
      "or",
      {
        "target": {
          "record": {
            "type": "item"
          },
          "id": 65
        },
        "expr": {
          "op": "exists",
          "operands": [
            "      ",
            ""
          ]
        }
      }
    ]
  ]
}
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