Toy Tracker’s toy catalogue enables you to keepildet records of your stock. You
can also print the toy catalogue to show yourratige of products. This might be
useful for members who can browse the catalogge¢onhat is available in your Toy
Library. As the catalogue includes the barcodes réquested toy is out on loan you
could scan it from the catalogue to find out whteis 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.

" #

Whenever new toys are required you should recarid thetails in the toy catalogue to
keep it up-to-date.
To add details of a new toy:

Select option 4Maintain Toy Cataloguefrom the Main menu.

Select option 1INew Toy Registratigrirom the Maintaining Toy Catalogue
menu.

The blank Toy Details screen is displayed.
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K= Toy Details X

D: T loooa Name: Just Toy Details

é Toy details & Loan Hist.

Extra Info || History

Category: | - Store: | B

Acquire Informatior

Acquired from: | v Date:| 28 Jan 2010
Cost to us: Replacement Cost: Manufacturer: v
Toy Details

Age Range v

S The Toy
Library

Keywords,

Current Loc |#Error Special Loc
Due back:
" " Print B; d
Loan and Deposit Details

Loan Length: 0 wks  Loan Fee: ‘Overrides default and Member Type settings

$ Type the name of the new toy in tNamefield.
Select the type of the toy from the drop-downdisttheCategory field.

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

% Select the place where the toy is usually keph@Store field.

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

Acquired from — specify the shop or company from whom the tog wa
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 ddopm list.

Select the age range for which the toy is suitéole the drop-down list on the
Age Rangefield.

If a suitable age range is not displayed on the-dimwn list, double-click
on the greyAge Rangefield to display the Age Range for types screen.

[ X3 Age Ranges for Toys x

Details Min Age - Description Max Age - Description =
0 0.5

0+ 0 5 1

3 months + 0.2 5

6 months + 0.5 5

9 months + 0.8 5

1-2 years 1 2

1-3 years 1 3 =

Record: M 4 1of14 | b M b { Search
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Enter the details of the age range you wish toterathe row marked with
an asterisk. Note that you must enter the minimgenia years, so that if,
for example, you require an entry of 3 months yaishenter this as 0.25
years.

The new age range is then available for you tocs@&lem the drop-down
list.

(  IntheKeywords field type any keywords that will help you to sdafor toys.

TheCurrent LocationandDue backfields are displayed in yellow and are for
reference only. Leave these fields as displayee values at the top of the list of
possible current locations are special locationgalihare used if the toy is damageq
lost or no longer in use.

) Specify the length of time in weeks for which tbg tan be borrowed in the
Loan Length field.

* If you have a picture of the toy that you wantriolide in the toy catalogue,
click on the picture space on the right of the snre

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

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

If required, you can print a barcode for the toyddigking on thePrint Barcode
button.

Click on the Extra Info tab to enter further detail

% Toy Details -

ID:  T0004 | Name:|Tenina Bed Just Toy Details

@ Toy details & Loan Hist.

Toy Details | Extra Info | History

General -~
Notes

Contents: ‘

Alternative I1D: Development Area: Safety Information:
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Enter any descriptive notes for the toy in @eneral Notesfield.
In theContentsfield, specify the parts that make up the toy.

If you are running another system alongside ToyKea you can cross refer to
the ID for the toy in the other system in #hiernative ID field. This
information is only used in reports.

Indicate the developmental area the toy addresseDevelopment Area
field.

Specify any alternative uses for the toy in Aernative usefield.

If required, you can now print a label for the t®efer to Section 4.5, Printing toy labels, for
further information on printing toy labels.

+

#

You can browse the toy catalogue to find a toy teth access the details for the
selected toy.

To search for a new toy in the catalogue:

Select option 4Maintain Toy Cataloguefrom the Main menu.

Select option 2Browse/Edit Toy Detail§rom the Maintaining Toy Catalogue
menu.

The Browse Toy List screen is displayed.

%= Browse Toy List - X
1D Name Category
v v
[ 8| Tooo2z  ToyFarm Imaginitive Play
TODO3  Wooden train
TOOO4 TeninaBed Imaginitive Play
Mote: Name search also includes keywords Add New Toy
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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. Simplick on the column
heading to sort the displayed records in alphahktider (a-z) for the
selected field. Click again on the same column mgpib reverse the order
(z-a)

filter the information displayed

by using the drop down lists on the fields underd¢blumn headings. Select
the value you require for the field from the drapah list. Further reduce
the information displayed by making selectionsdtirer fields too.

Entering an asterisk (*) displays all values fc fteld

type into the selection fields

and Toy Tracker will auto-complete the entry. Kégging your selection
until the auto-completion displays the requiredsealthen presBnter or
Tab to make the selection.

You cannot change any information on this scretes,display-only. If you want
to edit details, you must first find and select tbwe for which you wish to edit
details.

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

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

Note that when you search on the name of a toysg¢hech also includes keywords.

The matching entries are displayed on the BrowsellTsi screen.

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

Click on theD button on the left of the toy’s name to displag thy’s details.
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% Work with the details as necessary.

If you have more than one of a toy, Toy Trackerdgmyou 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 cataidar details on searching for a toy.

Click on theCopy button at the top of the screen:

Toy Tracker creates a duplicate record, copyinghalltoy details, including
those recorded on the Extra Info tab. The toy $sggagd 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 laaténand attach to the toy for
identification requirements. The information inchablon 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 cata®dar details on searching for a toy.

Click on the Extra Info tab.

You can print a single- or a double-sided tag. beble-sided tag includes a
picture of the toy — it is designed to be foldedhalf before laminating.

ThePrint Toy Tag 1 button prints a single-sided tag. TRent Toy Tag 2
button prints a double-sided tag. TRent Toy Tag 3 button prints a smaller
version of the single-sided tag.
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$  Click on the requireéPrint Toy Tag button.
The label is displayed ready for printing, for exden

Print the label as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.
Specify the individual pages or range of pageswist to print, then click
onOK.
You return to the Toy Details screen.

% Cut out the label (fold it in half if double-sidedhd insert it in a laminate wallet,
heat seal, punch a hole, string it and attachabellto the toy.
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For information purposes, you can display a toganl history which gives details of
when and to whom a toy was booked out, and wheastbooked 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 catadar details on searching for a toy.

Click on the History tab.

A list of the toy’s bookings in and out is display&’ou cannot amend anything
on this screen, it is for information only.

You can print details of toys from the toy cataleg two levels of detail:

just toy details — to print a sheet of informatadvout the toy with a picture if
one is available

toy details and loan history — to print a shedh@rmation about the toy and
also details of how the toy was acquired and & lbistory.
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Just Toy Details include information regarding vthe 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 cata®dar details on searching for a toy.

Click on the top print button Just Toy Details

The Just Toy Details are displayed ready for pminti

$  Print the toy details as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.

Specify the individual pages or range of pageswish to print, then click
onOK.

You return to the Toy Details screen.
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Toy Details and Loan History includes the samerimition as is available on the
Just Toy Details and also acquire information aooking 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 cata®dar details on searching for a toy.

Click on the bottom print buttonFoy Details and Loan History:.

The Toy Details and Loan History are displayed yefad printing.

$  Print the toy details as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.
Specify the individual pages or range of pageswist to print, then click
onOK.

You return to the Toy Details screen.
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Toy Tracker allows you to print the toy catalogaeshow 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 cataddgyusing the Catalogue Reports.
Members can browse the full toy catalogue to seat wghavailable in your Toy

Library. As the catalogue includes the barcodes réquested toy is out on loan you
could scan it from the catalogue to find out wheis due back in.

To print all the toy photos in a catalogue, it scessary first to make smaller

versions of the pictures. These smaller files a®dun the catalogues to save time
when printing. If any of your photos are newly eateon Toy Tracker, you must us¢
the Generate Catalogue Thumbnailgption to create the smaller picture files befole
attempting to print a catalogue.
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To print the full toy catalogue with three toyspasyed per page:

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

Select option 5Produce Toy Catalogugfrom the Main menu.

Select option 1Catalogue — 3 per pagéom 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 amitthis means that there are
multiple copies of this toy.

$  Print the toy catalogue as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.

Specify the individual pages or range of pageswist to print, then click
onOK.
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To print the full toy catalogue with four toys diaped per page:

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

Select option 5Produce Toy Catalogyérom the Main menu.

Select option 2Catalogue — 4 per pagéom 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 amitthis means that there are
multiple copies of this toy.

$  Print the toy catalogue as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.

Specify the individual pages or range of pageswish to print, then click
onOK.
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To print the toy catalogue with 12 thumbnail imagésoys per page:

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

Select option 5Produce Toy Catalogyérom the Main menu.

Select option 3Catalogue — Thumbnailérom the Produce Toy Catalogue
menu.

A dialog box is displayed in which you can specifyindividual category of
toys to print. If you require all categories, sfietihe asterisk.

If required, specify the category in the dialog bitven clickOK.

The catalogue is displayed ready for printing:

The toys are grouped by category.

If there are multiple bar codes displayed for amitthis means that there are
multiple copies of this toy.

Print the toy catalogue as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.

Specify the individual pages or range of pageswisih to print, then click
onOK.
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You can also print the full toy catalogue in a caiform by using the Catalogue
Reports available from tH@uery & Analyse Toy Library Dataption on the Main
menu. The following reports are available:

List all toys — In category order

This report provides a spreadsheet display ofdheatalogue. It is useful for
exporting, to capture the content of the databiésiee catalogue is for parents or
centres, you might find it useful to hide any cohamot required in the printed
report before printing.

List all toys — Search within keywords

This report also provides a spreadsheet displdlyeofoy catalogue. You can
specify keywords as parameters to the report ierra@ select a subset of toys
from across all categories.

Thumbnail images of toys — All toys

This report can produce the full toy catalogueluding images of the toys, in a
more compact form than that available fromreduce Toy Cataloguét

shows an image of the toy, its toy number and éksemmended minimum age,
in alphabetical order, 12 to the page. You cantphia full toy catalogue or
select a category to print. To maintain consistengyage 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 thedatalogue, with 12 toys to the
page, but allows you to specify keywords as pararadb the report in order to
select a subset of toys from across all categories.

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

Before you start printing toy catalogues, if angtpies are new or have changed, select opti

4, Maintain Toy Catalogue, then option 3Generate Catalogue Thumbnailsto create the
smaller images used in catalogues.
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