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 Webinar Objectives 

 Adding Costs Manually 

 Cost Payment Menu Manager  

 Batch Uploads/Cost Data Uploader 

 Management Reports for Costs 

 Support Center Documentation 
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Webinar Agenda 
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 Deliver foundational concepts in smaller, more 

digestible “bites”  

 Refresh/reinforce key points & functionality without 

getting too granular  

 Provide ongoing education regarding recent 

upgrades and/or enhancements (as appropriate) 

 Prompt libraries to take action or continue to 

implement 
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Webinar Objectives 

 Adding Costs to ERM let’s you: 

 Centralize e-resource fiscal information  

 Use for Intota- Cost per Use (CPU) metric, Fund Accounts 

 At-a-glance visibility to year-over-year costs in Navigation Panel of 
a resource 
 

 Cost can be added at Collection, Provider, Database or Journal 
(Title) Level 

 Add costs manually or use the Cost Data Uploader to upload 
costs in batches (usually at the journal/title level) 

 Add past FY cost information (back to 2000) or add future costs 
through 2024 
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Cost Payment Basics 

ADDING COSTS MANUALLY 
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Adding Cost Information Manually 
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Adding a Payment Manually 

 Fiscal Year is the only 

required field to create a 

Payment ID 

 

 FY and Payment Amount 

(Local Currency) are 

required for Counter (Cost 

per use) 
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Local vs Transaction Currency 

 Local Currency payment information 

field will  

appear in the cost section on the 

resource's Details page 

– Local Currency maps to Counter for Cost 
per Use statistic (with FY) 

 Transactional Currency payment 

information field will not appear on 

the the resource's Details page.  

 

https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004M7ECAU&l=en_US
https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004M7ECAU&l=en_US
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Payment ID 

• Once you’ve saved your payment information, a Payment ID 

number is created.  

 

• Click on the Payment ID to reopen the Cost/Payment record to 

make edits, add data or add Fund Names. 
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Fund Names / Accounts 

 May be attached to costs at Journal or Database level 

 Funds do not inherit!  

 If you want to see cost per use in a 360 Counter report (JR1), you have to add 
the Fund Name(s) at the Journal level 
 

 Cost must be added first to “activate” the Fund Name tool 
 

 Fund Names may or may not have a dollar figure; may be greater or 
less than payment amount 
 

 Fund Names are often subject headings (e.g.  “Chemistry Selector” or “Social 
Sciences.”) 

 Many clients also have funds that correspond with accounting or budgets, 
which are kept in their ILS or a separate university system 
 

 Fund Names have been added to the Cost Data Uploader templates 
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Applying Fund Names to Cost/Payment 

 

 The Fund Names are added manually to the 

cost record for a fiscal year. 

 

 The Fund tool does not compare the Fund 

Amount Total to the Payment Amount. Funds 

and Cost/Payments are separate.   

 

https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004M7ECAU&l=en_US
https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004M7ECAU&l=en_US
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PAYMENT MENUS 
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Cost Payments Menu 

Menu Settings  
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 Menus are kept and managed using a centralized tool, available from the 
Admin menu and under the Administrative menu on the home page as part of 
your Intota subscription 

 Customize Menus using local terms – a “controlled vocabulary” – that match 
your library’s needs & workflows 

 “Values-based decision” of your implementation team 

 Consider the output (Management Report) when creating custom Menus 

 

https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004KofCAE&l=en_US
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Cost/Payment Menu Manager 

5 Payment Menus allow you to customize the 

Cost/Payment tool with local terms specific to your 

workflow: 

– Payment Consortium Menu *  

(Consortium Name) 

– Payment Payee Menu (e.g. Vendors) * 

– Payment Payer Menu (Staff member) * 

– Payment Type  * 

– Transaction Currency Code  
(Default in Library Settings - “Local Currency”) 
 

 

                      * These 4 Menus are empty by default. 

COST DATA UPLOADERS 

 

 
 

 Adding Costs via the Cost Data Uploader 
Uploader is most useful if you have a lot of fiscal information at journal level 
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Cost Data Uploader 

https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004KofCAE&l=en_US
https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004M6GCAU&l=en_US
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Cost Date Upload 

1. Select the appropriate Template 

2. Download the Titles/Save 

3. Enter cost data on the (template) spreadsheet 

4. Upload back into Intota 

4/20/2015 21 

Cost Data Template Download 

Search “Cost Data Upload” to find SC Answer. 
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Upload the Cost Data 

https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004M6GCAU&l=en_US
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Cost Data Template Explanations 

Search “Cost Data Upload” to find SC Answer. 

M T W R F S S 

ProQuest Confidential 

Cost & Usage Data Upload Schedule 

As of July 2014, ProQuest changed the timeframe for uploading usage, cost and 
fund account data to Intota/IA: 

 Data from Intota is captured weekly, every Monday at 7:00p  Eastern Time 

 Data entered by clients before Monday, 7:00p EST will be available in Intota 
Assessment Reports by Friday at 6:00p Eastern Time 

 

 

Added 
before 

7:00p EST 

Available 
6:00p EST 

Added after  Monday 
7:00p EST 

Available 
6:00p EST 

COST REPORTS 
(MANAGEMENT REPORTS) 

 

 
 

https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004M6GCAU&l=en_US
https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004MHYCA2&l=en_US
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Management Reports 

 3 Cost Reports (Management Reports tool) 

– Costs Action 

– Cost Report – Details 

– Cost Report  - General  
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Management Reports 

 Report Descriptions Spreadsheet 

– Management Report Glossary 

SUPPORT CENTER 

DOCUMENTATION 

 

 
 

https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004M6LCAU&l=en_US
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Intota: Cost Data 

 

Intota: Cost Data Upload 

 

Intota Assessment: Cost and 

Usage Data Upload Schedule 

 

 

 

THANK YOU!! 

 
Donna Boecker 

donna.boecker@proquest.com 
 

mailto:Donna.boecker@proquest.com

