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Instructions:  This activity accompanies the Optimizing Client Center Holdings training session.  Use this checklist to make sure that your library’s holdings in the Client Center are comprehensive, correct, and current.  

· Comprehensive Holdings

· Activated (tracked) all library’s electronic resources in the Client Center, including:

· Full database package subscriptions.

· Databases for which library subscribes to only some titles.

· Multi-media databases (audio, video, etc.).
· Abstracting and indexing, and bibliographical databases.

· Correct Holdings

· Selected the correct titles when library does not subscribe to all titles in a database:

· Selected only the titles to which the library has access.

· Selected the titles in general databases, not packaged collection databases.

· Avoided the Single Journals database whenever possible.

· For full package subscriptions, unchecked the Title Coverage to make the database “non-selectable” and ensure the automatic activation of new titles.

· Verified the coverage dates in the Client Center:

· Selected current (frontfile) versus archive (backfile) packages as needed.

· Entered custom coverage dates as described here:  Valid Date Formats.

· Selected the correct regional databases where needed.

· Selected applicable consortium databases and avoided inappropriate consortium databases.

· Hid “selected full text” (partial coverage databases) from Summon and 360 Link by unchecking the relevant Display In boxes.

· Selected the correct ProQuest Dissertation and Theses databases.

· Current Holdings

· Verified that cancelled or deprecated databases are not displayed to researchers:

· Set the database status to Not Tracked.
Or
· Set the database status to an appropriate status and unchecked all Display in boxes.

· Checked the Client Center’s Knowledgebase Notifications area for recent changes that may require action.

· Added a reminder to calendar and will check for Knowledgebase Notifications each month.
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