Managing Weekly ERM Reports:  On Order, Claim Needed, Claimed
On Order

Run Crystal Report: “Title by Electronic Resource Status” = On Order every Tuesday morning.

Check access.  

· If available do Access Confirmation.  

· If not available after one week past order date, follow up with a claim to vendor and change workflow status to “Claimed”.  (allow slightly more time for CD-ROMs).  In Acquisitions Note field, record date and action taken.  (Example:  20051111 tl: 1st claim with Swets via e-mail.)
· Each week email a summary of On Order work to Betsy & Theresa.

Claims Needed

Report received each Monday.

Check access to make sure there is still a problem.

· If no longer a problem:  

· do Access Confirmation.

· adjust notes about problem as necessary.

· change “Reported to Local Services?” to Pending.

· If still a problem, claim with the vendor and change Access Status to “Claimed”.

· In Acquisitions Note field, record date and action taken. (Example:  20051111 tl: 3rd claim with Harr via online form.)

Claimed

Report received each Monday.

Check access to make sure there is still a problem.

· If no longer a problem:  

· do Access Confirmation.

· adjust notes about problem as necessary.

· change “Reported to Local Services?” to Pending.

· If still a problem, claim with the vendor and change Access Status to “Claimed”.

· In Acquisitions Note field, record date and action taken. (Example:  20051111 tl: 1st claim with Swets via e-mail.)
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