In the Daily Wizard, select the
Responsible Role you want to work
with. You can work with only one role at
a time during each Daily Wizard session.
Users can launch the Daily Wizard as
often as they need to - they are not
limited to once a day. It is advisable to
add data to the wizard and then close it in
a timely manner - otherwise, it is easy to
accidentally close the wizard and lose
data that has been added but not saved.

After you select a role, click on
the Next button at the bottom of the
wizard and you'll be able to start entering
data for that role. A series of tabs at the
top of the wizard help organize main
sections of the wizard; click on the tab you
want to open. The tabs available here will
depend on your institution's preferences
for the role you selected.

The Daily Wizard restricts access
to just those animals, enclosures
and eggs in the Responsible Roles
that a user has permission to
access.

On the right side of the wizard, the Inventory Records section keeps a running account of the data that you have
added to the wizard.

When you are ready to save the
data and close the wizard, select
the Next button which takes you
to a confirmation page. From
here, selecting the Save button
saves the data.

The date and time at the top of the Inventory Records
section will be linked with the data you add to the
wizard. Note that your complete entry text may not be
visible here--there may not be enough space for the
entire entry to be displayed. However, enough
information should be visible so that you can identify
which record it is. If you need to access an item in
Inventory Records, use the edit | remove links in front of
the pertinent entry. Selecting the edit link opens that
entry for editing (you'll need to select the Add to
List button when you are done with your changes). Click
on the remove link to delete the entry. Data in the
Inventory Records section is not yet saved.

Once you have completed the Daily Wizard, the information you entered is processed per your institution's
preferences. Some data may directly become records in the pertinent Tracks modules. In other cases, data is routed
to the institution's record keepers for processing. Particularly when the data you enter goes directly to the Tracks
database, it is important that information is as accurate as possible.

Daily Report
Report | Collection | Collection Data

Use the Daily Report to generate
a report with Daily Wizard entries.
This Collection Report compiles a
variety of records for a date
range, and provides many options
for refining the data included and
for grouping data. When
generated, this report provides
navigational links to the pertinent
records in Tracks.
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