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HORIZON REPORT MISSING INVENTORY 
 
The Report Missing Inventory report is available from the Navigation Bar under Inventory.  With 
this report you can search for items by collection, location, call number, status, etc. You can also 
create compound searches using more than of those criteria. 
 

 On the Navigation bar, select Inventory/Report Missing Inventory.  
 

 
 

 The Compound Search window opens. The top portion of the window lists the Indexes. 
Select the first index for your report. 
 

 
 

 If a list of codes is available for that index the Show Codes button  will be 
available at the bottom of the window.  Click the Show Codes button to select a value (i.e. 
which location or collection) for the index selected. 
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 To add additional criteria for the report, click the AND or OR button. 
AND: allows you to add additional criteria using an additional index. For example, list 
items in the GCC Location AND in the Circdesk Collection. 
OR: allows you to add additional criteria in the same index.  For example, list items in the 
Circdesk Collection OR the Reference Collection. 
 
Select the Index from the top portion of the window and select the code (use the Show 
Codes if available). As you create your compound search and add indexes and criteria, 
the bottom portion of the window displays the Search String as you create it. 
 

 
 

 Click the Search button  to run the report. 
 

 The report includes the selected indexes and also Title/Call 
No./Source/Copy/Note/Barcode/Pub. Date/Item Status. 
The total number of records is displayed at the bottom of the screen. 
 

 
 



7/17/2007 

 3

 Click the Sort button  to select field(s) to sort by. 
 

 
 

 Click the Display button  to: 
- add or remove fields/columns from the report 
- change the Position (order) of columns on the report 
- change the width of a column, or rename a column by changing the label 

 
Click the drop-down arrow on the first field under Display Properties, to select the column 
to be changed. 

 

 
 

 To export the report, select File/Export Records from the menu bar. 
 

 The Save to a File window opens. At ‘Save in’, select a location to save the records. At 
‘File name’, enter a name for the report. 
Click Save. 
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 At the Save Options window, select Columns Separated by Tabs and click OK.  
 

 
 

 Go to the location where you saved the file. 
 

 Double-click to open. The Open With window opens. Select Microsoft Office Excel.  
Click OK. 
 

 
 

 The report opens in Excel. 
Be sure to save again and select Microsoft Excel in the ‘Save as type’ drop down. 

 
 

 
 


