UPLOADING Millennium COST INFORMATION INTO Serials Solutions ERMS 
DatabASES
Example workflow for UPLOADING Millennium COST INFORMATION INTO Serials Solutions ERMS 

For Databases
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Preparing for Cost Information Exchange
Before the initial process for the transfer of data can take place, the following needs 
to be established.
1. Determine the cost data you want to upload from your ILS (Innovative Millennium) into your ERMS (Serials Solutions 360 Resource Manager). (See Cost Management Fields)
If your main goal for this data is to allow 360 Counter to calculate cost-per-use, you might upload only basic cost data, i.e., only upload Fiscal Year, Local System Reference ID (e.g., the order record number), Payment Type, Payee (the vendor), Fund Name, Fund Amount, Payment Amount (Local Currency), and Note (to further define what the payment covered).
2. Determine a field in your Millennium order record that you can use to enter a Serials Solutions match point that will allow for the aggregation of data from both systems.

For uploading cost information for databases, the recommended match point is Serials Solutions’ unique three-letter Database Code. This match point needs to be entered into an unused field in the corresponding Millennium order record. For example, the Database Code could be entered into the “Selector” field, if it is not being used by your institution for other purposes. (Note: Once stored in the Order Record, this code must continue to be audited and updated. This can be done as Database Codes are changed, resources are added, or prior to each cost upload.)
3. Decide how you want to handle multiple payments for a single resource 

You must decide whether you are going to upload a payment total for each resource or if you want to load each payment separately, and if you have any exceptions to your rules. (Note: There are multiple ways to consolidate payment data from Millennium, each taking a number of steps to accomplish. This procedure is outside the scope of this document.)
4. Establish the different types of payments to track (if you want to track different types of payment).
Follow Serials Solutions procedures to set up custom payment types in the Payment Type Menu. (Answer ID: 1743)
Examples of payment types might include: Recurring—for any ongoing costs such as subscriptions, renewals, annual fees, or hosting fees, One time—for any one time cost such as purchase fees, start-up costs, archival fees, or partial payments, and Supplemental—for any costs that are in addition to the recurring costs such as price adjustments (either an increase or decrease), credits, or corrections to billing.
Step 1: Download “Databases in Profile with Template” from Serials Solutions’ 
Cost Data Upload Tool.
Use Serials Solutions’ procedures for the Cost Data Upload tool (Answer ID 514) to download “Databases in Profile with Template,” saving the file to your desktop. This .txt file will provide you with a current list of all your Subscribed databases with their assigned Database Codes, but will also include all of your Canceled databases and any other databases with a status other than “Not Tracked.” This template also includes the field headers/columns for all of the possible data fields that may be uploaded into Serials Solutions.
Step 2: Use Resulting Template to Create TABLE A in Microsoft Access with Populated Fields for Database Name and Database Code, Leaving All Other Fields Empty.

5. In Microsoft Access, open a blank database.
6. Import the template you just downloaded from Serials Solutions as a table. 
a) Go to the “External Data” tab.
b) From “Import & Link” options, select “Text File.”
c) Select “Import the source data into a new table in the current database” and browse to find your saved .txt file.
d) Select “Delimited” and click on “Next”.
e) Set delimiter as “Tab” and Text Qualifier as “[double quote]” and check the box that says “First Row Contains Field Names”. Click on “Next”.
f) Leave defaults and click “Next”.
g) Choose “No primary key” and click on “Next”.
7. Under “Import to Table”, name file “Database Cost Template” and click on “Finish”.
8. Sort by Database Name.
9. Delete any databases for which you know you will not be uploading cost information (e.g., free databases or print collections).
Step 3: Create a Current List of Tracked Databases with Codes from Serials Solutions.
Note: If you intend to use the Serials Solutions Database Code as the match point, this step is necessary to easily identify your active databases with their Database Codes. At this time, there is no other report in Serials Solutions that will provide all the necessary data elements. (See #2 of “Preparing for Cost Information Exchange”.)

10. From the Data Management page in Serials Solutions, after you have chosen the option to Show All, select the table text on the page with the headers (Database, Code, Status, etc.) and do a copy/paste into an Excel spreadsheet (using Paste Special>Text). 

11. Clean up the list so that you are only left with the following columns with their accompanying data:

a. Database Name

b. Database Code

c. Status (so you know whether you are currently subscribed to the database or if it has an alternate status such as “Cancelled” or “Trial”)

d. Titles (as in the number of titles included in the database)

e. Provider

f. Collection

12. Sort by status and delete or highlight those that have a status other than “Subscribed” and any other databases you will not be adding cost information to.

Step 4: Input Match Point (Database Code) in Millennium. [IF ALREADY INPUT, SKIP TO STEP 5]
Using Millennium’s Create Lists, create a list of your current databases by using criteria in your order records. For example, if your fund codes for databases start with the same letter, use that; or use a location code if they hold that in common. Once you have your list, input the matching database code from the list created in step 3 (or alternate match point you have chosen) into the field you have chosen in #2 of “Preparing for Cost Information Exchange”. 
Step 5: Audit Cost Information Comparing Millennium and Serials Solutions.
1. Again, using Millennium’s Create Lists, create a list of your databases by using criteria in your order records that will pull together all your database order records which will now include your database codes. 
2. Audit each entry on your Millennium list to be sure the database code matches the one listed on your spreadsheet culled from Serials Solutions. If resources show on Serials Solutions list but not on your Create List, the database code is missing from the order record. Add it to the order record. Resolve any other issues. If you make a number of changes to this list, when finished, rerun your Create List using the same criteria.

3. Choose the fields you want to export and save your resulting .txt file. Fields you may wish to export include the Bibliographic field for MARC Tag 245 and the Order fields for Record #, Status, Vendor, Fund, whichever one you have chosen to store your match point, and, of course, the Paid field which includes a variety of payment details.
Step 6: Revise and Winnow Cost Information from Millennium Create List.
13. Using Excel, open the .txt file containing the cost information you exported from Millennium at the end of Step 5. File>Open>[file name]>Delimited>Next>Delimiters=Comma and Semicolon>Next>Finish
14. Scan spreadsheet for exact duplicates, multiple payments showing on a single row for a resource entry, or other oddities and delete/consolidate/correct according to what you decided in#3 of “Preparing for Cost Information Exchange”.
15. Delete any unnecessary fields of information from the Millennium spreadsheet you will not be uploading into Serials Solutions (e.g., Quantity and Journal Voucher Number).
16. Consulting the Serials Solutions template you turned into TABLE A in Step 2, re-label the column headers in your Millennium spreadsheet to exactly match the field names from the Serials Solutions Template. For example:
	Existing Millennium Template Header
	…Becomes

	245
	Database Name

	RECORD #(ORDER)
	Local System Reference ID

	STATUS
	Payment Type

	SELECTOR
	Database Code

	VENDOR
	Payee

	FUND
	Fund Name

	Amount Paid
	Payment Amount (Local Currency)

	Note
	Note


17. In your Millennium spreadsheet, add a column next to the “Fund Name” column and label it “Fund Amount”. Copy and paste the data from the “Payment Amount (Local Currency)” column, so that this data will also populate into the Fund Amount Field.
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18. In your Millennium spreadsheet, label an additional column “Fiscal Year”. (This will be populated later.)
19. In the Millennium spreadsheet’s “Payment Type” column, replace the data with the appropriated label for the payment type, i.e., “Recurring”, “One time”, or “Supplemental”. (See #4 of Preparing for Cost Information Exchange.)
20. Save revised file as a .txt file.
Step 7: Use Resulting Spreadsheet to Create TABLE B in Microsoft Access.
21. Open your Microsoft Access database from Step 2 and create a new table.
22. Import the .txt file you just created and name it “Database Cost Info”. 
a. Go to the “External Data” tab.
b. From “Import & Link” options, select “Text File”.
c. Select “Import the source data into a new table in the current database” and browse to find your saved .txt file.
d. Select “Delimited” and click on “Next”.
e. Set delimiter as “Tab” and Text Qualifier as “[double quote]” and check the box that says “First Row Contains Field Names”. Click on “Next”.
f. Leave defaults and click “Next”.
g. Chose “No primary key” and click on “Next”.
h. Under “Import to Table”, name file “Database Cost Info” and click on “Finish”.
Step 8: Create a QUERY in Microsoft Access to combine Database Title and Code data from TABLE A and cost information from TABLE B. Rename headers to match the Serials Solutions Template.

23. Design a QUERY that includes both TABLES – the Database Cost Template and Database Cost Info – and use the Database Code as a match point (via Join Properties). Select the fields you want to upload from each table. Be sure to include the, Database Name, Database Code and cost information. See figure below.

24. Call the query “Database Costs for Uploading”.
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Step 9: Populate fiscal year and export finalized file.

1. Create and Run an UPDATE QUERY in Microsoft Access to populate fiscal year field with year that matches the cost information in your table. 
2. Export the contents of your query (Database Costs for Uploading). Save as a tab delimited text file on your desktop.  External Data>Export>.txt File
3. Tab delimited and check box for “Include Field Names on 1st Row.”

Step 10: Upload into Serials Solutions 360 Resource Manager using the Cost Data Upload tool.

25. Log into Serials Solutions and go to the Cost Data Upload feature.
26. Browse to the tab delimited text file on your desktop.

27. Upload the file. Watch for confirmation of successful upload.

28. Check for errors. Locate the matching file name and time stamp for your upload from the drop down menu and click “Get Status.”

29. Resolve any load errors manually and do not upload file again because duplicate cost information could be created and is not easily corrected.
NOTE: Procedures for single title e-journals have a separate set of procedures.
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