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Entering Data into the ERMdb from Swets Access Confirmation Reports
Access confirmation reports arrive from Swets via e-mail (from FYI@us.swets.com, with subject: Access confirmations – Boston).

1.  Search the title in the ERMdb.


A. If the title is found, select it from the results list.

B. If the title is not found, repeat the search after clicking the "SFX Journals" box.  

This will retrieve records from the SFX knowledge base which can be imported into ERM, saving quite a bit of data entry.

If this search retrieves the title, click "Add to ERM Database."  If not,  return to the search box, and click the "Add New Bib Record" link which will allow you to enter the data manually.

2.  Enter or Verify the following data elements on the BIB REC tab:

Title:  If the record was imported from SFX, adjust capitalization so that the format conforms to AACR2
Alternative Title:  Add alternative titles with abbreviations and symbols spelled out.

Resource status: if blank, set to "Implementation in Progress"


Record type: content


Medium: online


Title: Remove initial articles,  standardize to AACRII 
(e.g., capitalization, punctuation, etc.)


ISSN + e-ISSN: nearly all have ISSN; e-ISSN are rarer and can sometimes be found by searching OCLC, Serials Solutions, and the journal's website.

Update frequency: Use standard serials terms (e.g. Quarterly or Bimonthly) where possible.

Interface: if unsure, choose ‘Miscellaneous E-Journals’

Publisher/Interface Provider:


Material type:

Review Required: Should be NO.

License required:
Complete Full Text?:  Select this option if it’s a full text journal.
CLICK "UPDATE RECORD" BEFORE PROCEEDING!
3.  Enter or Verify the following data elements on the ACQUISITION tab:

Aleph PO number from Aleph Acq. record if not in Swets report.


Fund code All capital letters, from Aleph Acq. record if not in Swets report


Vendor 
Swets


Vendor subscription no.


Subscription End Date:

Pricing Model:  Add the pricing model.  If it’s not immediately apparent from the Swets e-mail, then check DataSwetsConnect.

CLICK "UPDATE RECORD" BEFORE PROCEEDING!
4.  Enter or Verify the following data elements on the ACCESS tab: 


Primary Access URL/URI: retrieve from Serials Solutions

Implemented Authentication Method


IP Registration Instructions: (if any)


Access Note: E.g., Information about backfiles from Swets report.  Record notes as follows:


20050329 – Swets: <text of note>

CLICK "UPDATE RECORD" BEFORE PROCEEDING!

5.  On WORKFLOW tab:


Set Access Status to Pending.

CLICK "UPDATE WORKFLOW
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� E-ISSN (when available) is usually found on journal's website, Serials Solutions, OCLC.





� Record in the following format:


<date> – Swets: Backfiles included as of <date from report> using yyyymmdd .





