
Inventory with Director’s Station 
 

This is meant as an alternative to running the List Inventory by Item Number Report.  
The report is very lengthy and takes quite a while to run, and the Director’s Station report 
can be exported into Excel and edited. 
 
*Generally it is easiest to do inventory by sections.  You may want to do it by Item Type 
or Home Location or even some other way that makes sense for your library, including 
your whole collection.  The directions will say Home Location, but feel free to adapt that 
to whatever system works best for you and your staff. 
 
 

1. Email the MSC System Admininistrator to run the Set Inventory Date Report.    
This sets an inventory date on items that are checked out. If you prefer to 
inventory currently checked out items when they are returned, then do not have 
this report run.  (You can have them run this report for your entire collection or 
limit it to specific sections) 

2. If you have already done inventory in MSC, and do not want the number of times 
inventoried to accumulate,  you may want to consider having a System 
Administrator set number of times inventoried to 0 and last date inventoried to 
NEVER.  

3. Perform the inventory by scanning barcodes into the Inventory Item Wizard 
4. After you have completed the inventory on a section, you will need to wait 

overnight for Director’s Station to update. 
 
* Once you have performed the following steps once, you can save the report in 
Director’s Station and access it through “My Folder”.  Then you can skip directly to step 
# 20 
 

5. Log in to Director’s Station.  Click the Grey Bar on the left side of the screen to 
open the Menu. 

6. Click on Collection Analysis. 
7. Click on Technical Services Analysis. 
8. Click on Cataloging. 
9. Click on All Catalog Measures. 
10. Click the Grey Bar again to minimize the menu. 
11. In the pool, click and drag the bar labeled Home 

Location down to where the bar that says 
Library.  Hover directly over the Library bar 
until you see the word Swap and release the 
mouse button.  

12. In the pool, find the bar labeled Library.  Click 
the down arrow on the right side of the bar and 
select the button next to your library.  Click the 
Accept Button. 



13. In the pool, next to the Library bar, it should have your library’s name out to the 
right. 

14. Below, where the Home Location bar is, click the down arrow on the right side of 
the bar. 

15. The screen that opens up has a list of all the home 
locations the MSC uses. Uncheck the box that is next 
to All Home Locations.  Click the Accept Button. 

16. The list of Home Locations that your library uses will appear.  This sometimes 
takes a few minutes to load. 

17. Once it has loaded, in the pool find the Date Copy 
Inventoried bar and pull it down to the Home Location 
bar.  Hover near the bottom of the Library bar until you 
see the words Insert Below and release the mouse button. 

18. On the Date Copy Inventoried bar, click the down 
arrow on the right side of the bar. 

19. Uncheck the box next to All Date Copy Inventoried.  
Click the Accept Button.  Again, this will probably take 
a while to load. 

20. Once it has loaded, at the very top of the screen, click Save As.  This allows you 
to name this report and save it in your “My Folder” in Director’s Station.  Now 
that it is saved, you can skip steps 5 – 19.  Also, saved reports seem to load more 
quickly in Director’s Station. 

 
*If you already have saved this report and have loaded it in Director’s Station, start here! 
 

21. Scroll to the Home Location that you have just inventoried.  If you do not reset 
your inventory dates, you might have several years worth of dates.  If you do 
reset, you will probably only see the current year and NEVER.  (If you do 
inventory more than once a year or need to limit it to more specific dates you can 
use the down arrow on the Date Copy 
Inventoried and expand the sections until 
you’re displaying the date ranges you need) 

22. The current year indicates the items that you 
just inventoried.  Any past years or the word 
Never are the items that have not been 
inventoried in your latest round.  This is the 
report you need. 

23. Click and drag to select the sections you 
want to see.  They will be highlighted in 
yellow.  Release the mouse button and click one of the List Copies by… menu 
items in the pop up.  (It doesn’t matter which you choose because when you 
export the list into excel, you will probably sort the list into the shelving order) 

24. A new window will pop up with the list in it.  Depending on how many items are 
on the list, it may take a while for the list to finish 
loading. 

25. Click the Export button at the top left of the screen. 



26. You can open or save the file.  At this point it is in .csv format and you will need 
to make some edits to get a useable print out.  Then you can save the file in .xls 
format. 

27. The most important change is to set the format for Item ID column as a number so 
that the whole barcode prints. 

28. Other suggested edits are listed below, but you can do whatever works best for 
your library. 

• moving the call number column to the far left and sorting by that column 
• removing the price column 
• moving or deleting the 

number of checkouts 
column so the title is next 
to the call number 

• turning grid lines on in 
page setup 

 


