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Toy Tracker’s toy catalogue enables you to keep detailed records of your stock. You 
can also print the toy catalogue to show your full range of products. This might be 
useful for members who can browse the catalogue to see what is available in your Toy 
Library. As the catalogue includes the barcodes, if a requested toy is out on loan you 
could scan it from the catalogue to find out when it is due back in. 

The toy catalogue allows you to: 

·  add details of new toys to the toy catalogue 

·  search for a toy in the toy catalogue 

·  quickly and easily record duplicate toys 

·  print toy labels 

·  display a toy’s loan history 

·  print toy details and loan history 

·  print the toy catalogue. 
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Whenever new toys are required you should record their details in the toy catalogue to 
keep it up-to-date. 

To add details of a new toy: 

� �  Select option 4, Maintain Toy Catalogue, from the Main menu. 

� �  Select option 1, New Toy Registration, from the Maintaining Toy Catalogue 
menu. 

The blank Toy Details screen is displayed. 
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$� Type the name of the new toy in the Name field. 

� �  Select the type of the toy from the drop-down list on the Category field. 

The categories are centre-specific and may, for example, include soft, kitchen, 
motor or numeracy. 

%� Select the place where the toy is usually kept in the Store field. 

&� Enter details of how the toy was acquired by completing the following fields: 

·  Acquired from – specify the shop or company from whom the toy was 
acquired 

·  Date – enter the date on which it came into the library 

·  Cost to us – specify the cost of acquiring the toy 

·  Replacement Cost – enter the cost of replacing the toy 

·  Manufacturer – select the manufacturer of the toy from the drop-down list. 

' �  Select the age range for which the toy is suitable from the drop-down list on the 
Age Range field. 

If a suitable age range is not displayed on the drop-down list, double-click 
on the grey Age Range field to display the Age Range for types screen. 
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Enter the details of the age range you wish to create in the row marked with 
an asterisk. Note that you must enter the minimum age in years, so that if, 
for example, you require an entry of 3 months you must enter this as 0.25 
years. 

The new age range is then available for you to select from the drop-down 
list. 

( �  In the Keywords field type any keywords that will help you to search for toys. 

�  The Current Location and Due back fields are displayed in yellow and are for 
reference only. Leave these fields as displayed. The values at the top of the list of 
possible current locations are special locations which are used if the toy is damaged, 
lost or no longer in use. 

) �  Specify the length of time in weeks for which the toy can be borrowed in the 
Loan Length field. 

�* �  If you have a picture of the toy that you want to include in the toy catalogue, 
click on the picture space on the right of the screen. 

The Select a File screen is displayed where you can browse for the file that you 
want to insert. 

If you do not insert a picture of the toy, then the default picture is displayed and 
printed. 

�  If required, you can print a barcode for the toy by clicking on the Print Barcode 
button. 

� � �  Click on the Extra Info tab to enter further details. 
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� � �  Enter any descriptive notes for the toy in the General Notes field. 

�$�  In the Contents field, specify the parts that make up the toy. 

� � �  If you are running another system alongside Toy Tracker, you can cross refer to 
the ID for the toy in the other system in the Alternative ID field. This 
information is only used in reports. 

�%� Indicate the developmental area the toy addresses in the Development Area 
field. 

�&� Specify any alternative uses for the toy in the Alternative use field. 

�  If required, you can now print a label for the toy. Refer to Section 4.5, Printing toy labels, for 
further information on printing toy labels. 
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You can browse the toy catalogue to find a toy and then access the details for the 
selected toy. 

To search for a new toy in the catalogue: 

� �  Select option 4, Maintain Toy Catalogue, from the Main menu. 

� �  Select option 2, Browse/Edit Toy Details, from the Maintaining Toy Catalogue 
menu. 

The Browse Toy List screen is displayed. 
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On the Browse Toy List screen you can: 

·  alphabetically sort on any field 

to help you find the information you require. Simply click on the column 
heading to sort the displayed records in alphabetical order (a-z) for the 
selected field. Click again on the same column heading to reverse the order 
(z-a) 

·  filter the information displayed 

by using the drop down lists on the fields under the column headings. Select 
the value you require for the field from the drop down list. Further reduce 
the information displayed by making selections for other fields too. 
Entering an asterisk (*) displays all values for the field 

·  type into the selection fields 

and Toy Tracker will auto-complete the entry. Keep typing your selection 
until the auto-completion displays the required value, then press Enter  or 
Tab to make the selection. 

You cannot change any information on this screen, it is display-only. If you want 
to edit details, you must first find and select the toy for which you wish to edit 
details. 

$� Sort, filter or make a selection to reduce the number of toys displayed on the 
Browse Toy List screen.  

If for example you want to see all toys in the Imaginative Play category, select 
this category from the drop-down list on the Category field. 

�  Note that when you search on the name of a toy, the search also includes keywords. 

The matching entries are displayed on the Browse Toy List screen.  

When you have found the toy you require from the catalogue, you can display its 
details. 

� �  Click on the  button on the left of the toy’s name to display the toy’s details. 
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%� Work with the details as necessary. 

���  ,�������������-���������"�

If you have more than one of a toy, Toy Tracker enables you quickly and easily to 
copy toy details to record the duplicate toy. 

To record a duplicate toy: 

� �  Display the toy on the Toy Details screen. 

�  Refer to Section 4.3, Finding a toy in the catalogue, for details on searching for a toy. 

� �  Click on the Copy button at the top of the screen: 

 

Toy Tracker creates a duplicate record, copying all the toy details, including 
those recorded on the Extra Info tab. The toy is assigned a new ID number. The 
toy’s history information is not copied. 
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Toy labels can be printed from Toy Tracker to laminate and attach to the toy for 
identification requirements. The information included on the labels includes: 

·  name 

·  ID number 

·  barcode 

·  age range 

·  contents 

·  development area 

·  alternative use. 

To print toy labels: 

� �  Display the toy on the Toy Details screen. 

�  Refer to Section 4.3, Finding a toy in the catalogue, for details on searching for a toy. 

� �  Click on the Extra Info tab. 

  

You can print a single- or a double-sided tag. The double-sided tag includes a 
picture of the toy – it is designed to be folded in half before laminating. 

The Print Toy Tag 1 button prints a single-sided tag. The Print Toy Tag 2 
button prints a double-sided tag. The Print Toy Tag 3 button prints a smaller 
version of the single-sided tag. 
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$� Click on the required Print Toy Tag button. 

The label is displayed ready for printing, for example: 

  

� �  Print the label as follows: 

·  Right click to display a menu. 

·  Select Print from the menu to display the Print screen. 

·  Specify the individual pages or range of pages you wish to print, then click 
on OK. 

You return to the Toy Details screen. 

%� Cut out the label (fold it in half if double-sided) and insert it in a laminate wallet, 
heat seal, punch a hole, string it and attach the label to the toy. 
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For information purposes, you can display a toy’s loan history which gives details of 
when and to whom a toy was booked out, and when it was booked in again. 

To display a toy’s loan history: 

� �  Display the toy on the Toy Details screen. 

�  Refer to Section 4.3, Finding a toy in the catalogue, for details on searching for a toy. 

� �  Click on the History tab. 

  

A list of the toy’s bookings in and out is displayed. You cannot amend anything 
on this screen, it is for information only. 
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You can print details of toys from the toy catalogue at two levels of detail: 

·  just toy details – to print a sheet of information about the toy with a picture if 
one is available 

·  toy details and loan history – to print a sheet of information about the toy and 
also details of how the toy was acquired and its loan history. 
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Just Toy Details include information regarding who the toy is for and where it is 
located. 

To print just the toy details: 

� �  Display the toy on the Toy Details screen. 

�  Refer to Section 4.3, Finding a toy in the catalogue, for details on searching for a toy. 

� �  Click on the top print button – Just Toy Details: 

 

The Just Toy Details are displayed ready for printing. 

  

$� Print the toy details as follows: 

·  Right click to display a menu. 

·  Select Print from the menu to display the Print screen. 

·  Specify the individual pages or range of pages you wish to print, then click 
on OK. 

You return to the Toy Details screen. 
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Toy Details and Loan History includes the same information as is available on the 
Just Toy Details and also acquire information and booking history. 

To print the Toy Details and Loan History: 

� �  Display the toy on the Toy Details screen. 

�  Refer to Section 4.3, Finding a toy in the catalogue, for details on searching for a toy. 

� �  Click on the bottom print button – Toy Details and Loan History: 

 

The Toy Details and Loan History are displayed ready for printing. 

  

$� Print the toy details as follows: 

·  Right click to display a menu. 

·  Select Print from the menu to display the Print screen. 

·  Specify the individual pages or range of pages you wish to print, then click 
on OK. 

You return to the Toy Details screen. 
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Toy Tracker allows you to print the toy catalogue to show your full range of products. 
You can print the full toy catalogue: 

·  three toys per page 

·  four toys per page 

·  twelve thumbnail images per page. 

You can also print compact versions of the catalogue by using the Catalogue Reports. 

Members can browse the full toy catalogue to see what is available in your Toy 
Library. As the catalogue includes the barcodes, if a requested toy is out on loan you 
could scan it from the catalogue to find out when it is due back in. 

�  To print all the toy photos in a catalogue, it is necessary first to make smaller 
versions of the pictures. These smaller files are used in the catalogues to save time 
when printing. If any of your photos are newly entered on Toy Tracker, you must use 
the Generate Catalogue Thumbnails option to create the smaller picture files before 
attempting to print a catalogue. 
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To print the full toy catalogue with three toys displayed per page: 

�  Before you start printing toy catalogues, if any pictures are new or have changed, 
select option 4, Maintain Toy Catalogue, then option 3, Generate Catalogue 
Thumbnails, to create the smaller images used in catalogues. 

� �  Select option 5, Produce Toy Catalogues, from the Main menu. 

� �  Select option 1, Catalogue – 3 per page, from the Produce Toy Catalogue menu. 

The catalogue is displayed ready for printing: 

 

The toys are grouped by category. 

If there are multiple bar codes displayed for an item, this means that there are 
multiple copies of this toy. 

$� Print the toy catalogue as follows: 

·  Right click to display a menu. 

·  Select Print from the menu to display the Print screen. 

·  Specify the individual pages or range of pages you wish to print, then click 
on OK. 
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To print the full toy catalogue with four toys displayed per page: 

�  Before you start printing toy catalogues, if any pictures are new or have changed, 
select option 4, Maintain Toy Catalogue, then option 3, Generate Catalogue 
Thumbnails, to create the smaller images used in catalogues. 

� �  Select option 5, Produce Toy Catalogue, from the Main menu. 

� �  Select option 2, Catalogue – 4 per page, from the Produce Toy Catalogue menu. 

The catalogue is displayed ready for printing: 

 

The toys are grouped by category. 

If there are multiple bar codes displayed for an item, this means that there are 
multiple copies of this toy. 

$� Print the toy catalogue as follows: 

·  Right click to display a menu. 

·  Select Print from the menu to display the Print screen. 

·  Specify the individual pages or range of pages you wish to print, then click 
on OK. 



 

Toy Tracker User Guide Maintaining the Toy Catalogue 

Version 2.3  Page 4-15 

��(�$  .���������#�� ������"�����������3� ����-���-����

To print the toy catalogue with 12 thumbnail images of toys per page: 

�  Before you start printing toy catalogues, if any pictures are new or have changed, 
select option 4, Maintain Toy Catalogue, then option 3, Generate Catalogue 
Thumbnails, to create the smaller images used in catalogues. 

� �  Select option 5, Produce Toy Catalogue, from the Main menu. 

� �  Select option 3, Catalogue – Thumbnails, from the Produce Toy Catalogue 
menu. 

A dialog box is displayed in which you can specify an individual category of 
toys to print. If you require all categories, specify the asterisk. 

$� If required, specify the category in the dialog box, then click OK. 

The catalogue is displayed ready for printing: 

 

The toys are grouped by category. 

If there are multiple bar codes displayed for an item, this means that there are 
multiple copies of this toy. 

� �  Print the toy catalogue as follows: 

·  Right click to display a menu. 

·  Select Print from the menu to display the Print screen. 

·  Specify the individual pages or range of pages you wish to print, then click 
on OK. 
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You can also print the full toy catalogue in a compact form by using the Catalogue 
Reports available from the Query & Analyse Toy Library Data option on the Main 
menu. The following reports are available: 

·  List all toys – In category order 
This report provides a spreadsheet display of the toy catalogue. It is useful for 
exporting, to capture the content of the database. If the catalogue is for parents or 
centres, you might find it useful to hide any columns not required in the printed 
report before printing. 

·  List all toys – Search within keywords 
This report also provides a spreadsheet display of the toy catalogue. You can 
specify keywords as parameters to the report in order to select a subset of toys 
from across all categories. 

·  Thumbnail images of toys – All toys 
This report can produce the full toy catalogue, including images of the toys, in a 
more compact form than that available from the Produce Toy Catalogue. It 
shows an image of the toy, its toy number and the recommended minimum age, 
in alphabetical order, 12 to the page. You can print the full toy catalogue or 
select a category to print. To maintain consistency in page numbering it is best to 
print the toy catalogue in individual categories. 

·  Thumbnail images of toys – Search within keywords 
This report also provides a compact print of the toy catalogue, with 12 toys to the 
page, but allows you to specify keywords as parameters to the report in order to 
select a subset of toys from across all categories. 

�  Refer to Chapter 7, Producing Reports, for instructions on how to print these, and other, 
reports. 

 

�  Before you start printing toy catalogues, if any pictures are new or have changed, select option 
4, Maintain Toy Catalogue, then option 3, Generate Catalogue Thumbnails, to create the 
smaller images used in catalogues. 

 


