
SCDE Annual State Initiated Inventory

An inventory is a great tool to ensure schools have enough resources for students and help guide purchasing decisions. The Annual Statewide 
Inventory is initiated by the SCDE OIM and will open May 1st and close on June 30th each school year.

Before Starting the Statewide Initiated Inventory
Once the state starts the inventory, a reminder appears upon log in to Destiny. Destiny displays the deadline for the inventory and the number of days 
remaining before the deadline.

If there are pending incoming transfers, receive all incoming copies before starting to scan for inventory. For more information, see the quick reference 
guide: Receive transfers from the Office of Instructional Materials.

Scan Materials for the Inventory
Whether the inventory includes barcoded or unbarcoded items,  the goal is to account for as many items as possible.  When inventorying unbarcoded 
and consumable items, enter a count instead of scanning barcodes.  

Important: Unbarcoded items and consumables that are checked out are automatically accounted for. If they are checked in during inventory, 
they remain accounted for. 
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 1. Select Admin > Inventory.
 2. In the Textbook Inventory drop-down, ensure the correct inventory is showing. 

 3. Do one of the following:

If items are... Then...

Barcoded  a. Click Account for each Barcode. Barcode fields appear.

 b. To have Textbook Manager confirm barcodes in the material's designated location are entered, click Update, 
and then select the site's current scanning location.
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If items are... Then...

Barcoded  c. In the Scan or enter one-at-a-time field, type or scan each barcode. 

Notes:
 l If typing barcode numbers rather than scanning them, click Account For or press Enter after each 

entry.
 l When scanning or entering unaccounted-for barcodes, Textbook Manager changes the item’s 

inventory status to Accounted for.

Once a barcode is entered, the item appears in the Most Recently Accounted For section. The barcode links 
to  item status.

Notes:
 l To view an item's status, the View textbook copy status permission must be enabled.
 l Based on how Textbook Options are configured in Admin > Site Configuration > Circulation, 

"Lost" textbook materials must be returned in a timely fashion to generate a refund. Textbook Manager 
does the following: 
 o Changes the status of a lost item to Available and deletes any fine charged to a patron for the lost 

textbook. 
 o Creates a refund if the fine was paid.

 d. To upload a file of barcodes scanned offline with Follett Remote or another device, next to Or upload a file of 
barcodes, click Choose File (or Browse, depending on the browser). 
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If items are... Then...

Unbarcoded  a. Click Count Items Without Barcodes. 

 b. In the Inventory Count field, type the count for each resource listed.                       

Note: Follett recommends periodically clicking Save to retain entered amounts. Saved counts can be 
updated.
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Track the Progress 
An inventory can be done over several days. During an inventory, monitor the progress and conduct an audit. To do this, click Details.

The Progress Details for the inventory appears. Check and verify this throughout the inventory to check on the progress.
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If click... Then...

Accounted for - See Details Use the list to view copies that have been marked Lost. 

To reset lost copies, enter a date in the Reset all textbooks marked "lost" on field, and then click 
Reset "Lost". 
To delete lost copies, enter a date in the Delete all textbooks marked "lost" on or before field, 
and then click Delete All. 
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If click... Then...

Unaccounted for - See Details Use the list to view and help locate copies that have not been entered into the inventory.

If a copy is not found, click Mark "Lost". 

Finish the Inventory
When the inventory is complete, click Finished. A confirmation pop-up appears.
If there are any copies unaccounted for, the system will ask to:
 l Mark all unaccounted for copies as lost
 l Ignore them (don’t mark as lost)

Select the radio button to Mark all unaccounted for items as lost.  Then, click the Yes button to confirm.

Note: If the inventory is not finished by the deadline, the Office of Instructional Materials forces it to finish. In this case, Textbook Manager marks 
all unaccounted for copies lost, and the school is charged for each lost copy.
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