Inventory Excel Files
FAQ
1. How do I get a hold of these files?

Email a request to Lori Turner or Scott Smith or download them from the textbook website (http://visalia.k12.ca.us/textbook)

2. What are worksheets?

Every Excel file is a collection of worksheets listed at the bottom of the window. Worksheets are organized like tabs that can be selected or moved. A control panel on the far right allows the user to quickly move to the beginning or end of the worksheet list. Rename each worksheet with appropriate room #.
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3. How do I rename a worksheet to a specific room number?

Worksheet names are listed at the bottom of the Excel file. Right click the worksheet name and select “Rename.” Type in the classroom room #.


4. How do I enter inventory data?

We recommend attaching a separate printed worksheet on a clipboard for each teacher/grade. Then complete the inventory of each classroom. When all classrooms have been inventories including stock area, then transfer the information to the appropriate Inventory Excel File.

5. How do I review the summary of all materials?

The last worksheet of each grade level file is a summary worksheet. It contains a running tally of materials for a specific grade. By clicking on the summary tab you can review a total of all materials for that specific grade. DO NOT enter data into the summary worksheet.
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