Performing Inventory from a File of Barcodes in MassCat
To perform an inventory with a file of Scanned Barcodes:
First, scan the barcodes from the items on your shelves into a plain text file such as
“Notepad” and save it. DO NOT save the barcodes into a word processing document!
Once you have the file of barcodes saved, login to MassCat using your username and
password:

Click on the “Tools” link on the top right column of the screen:

Inventory from a File of Barcodes (2/11/2013, REV. 5/1/2015)

1

If you are already logged in to the system, click on the “More” link toward the top left
corner of any screen and select “Tools” from the list:

You will be taken to a new screen. Click on the “Inventory/Stocktaking” link:

On the next screen, load your file of barcodes. Click the “Browse” button to find the file
on your computer:
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Once you have located your file and clicked the “Open” button from the file browser
window, set the inventory date. The date defaults to the date of the day you are
loading the file, but you can choose any date you want by clicking on the calendar icon
and choosing a date:

These are the only settings you need to make. Ignore all the other settings on the
screen. These do not apply to the file you are loading. These other settings would only
apply to a partial inventory where you are manually scanning barcodes into the system,
one by one. This process is not being covered in this document.
Scroll down to the bottom of the screen and click the “Submit” button.
Depending on the size of your collection and the size of the file of barcodes that you are
processing, this part could take a few minutes. Once processed, the system will apply
the date you have chosen as the “Date Last Seen” to all the barcode numbers in your
file. If there are barcodes in your file that are not in the system, you will get a list of
barcodes with the message, “xxxxxxxxx barcode not found.” You will want to print this
screen as this will be the only time you see a report of the barcode numbers from your
file that are not already in the system.
Once you are finished processing your barcode file, you will now need to run the
“EVERYONE Date Last Seen” report so you can get a list of all the items not included in
your barcode file. These would be all the items that are either checked out or missing
from your collection. You would then check all the items in the “Date Last Seen” report
and either mark them as “Lost,” until you purchase a replacement copy, or you will
delete the lost items from the system.
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