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1. Ordering Subscription Electronic Resources in the Community Zone

1.1 Ordering Subscription Electronic Resources in the Community Zone

[image: image1.jpg]Ordering Subscription Electronic
Resources in the Community

Zone





Notes:

Welcome to this Electronic Resources Management session, where we’ll discuss ordering Subscription Electronic Resources from the Community Zone.
1.2 Objectives
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Notes:

In this training session you’ll learn how manually create a Purchase Order (or PO) Line and complete the necessary fields for ordering a subscription electronic resource in Alma. You’ll also understand how ordering a subscription resource differs from ordering a One-Time resource. 

You’ll need an acquisitions role such as Purchasing Operator or Manager to order resources from the Community Zone. 

1.3 Subscription Purchase Types
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Notes:

I’ve found a subscription e-resource in the Alma Community Zone that I want to order. Subscription orders are repeated on a regular basis, such as a monthly subscription to an electronic journal. I’ll use the term “subscription” in this training session, but you may also see the term “continuous."

You should see the following two options from the resource’s actions menu;  Order will initiate the creation of a PO Line and Activate will bypass the order process and proceed to activation. The activation process is covered in a different session. 

Click Order, the PO Line Owner and Type form will open. 

Alma will provide Recommended purchase type options based on criteria from the Community Zone record. Since the record is a subscription, Electronic Collection Subscription appears as the recommended purchase type.

The most common Purchase types for Electronic Subscription orders are: Electronic Journal, Electronic Book, Electronic Title, and Electronic Collection. You may also see License Upgrade, which you can use to record purchases that reflect a license upgrade purchase model. Choose the best option for the resource you are ordering.

Choose the Library that will be the PO line owner.

After the Purchase Type and PO Line Owner fields are complete, click the Create PO Line button. 

Subscription Purchase type (Slide Layer)
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1.4 License and Vendor Data
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Notes:

The PO Line Details page opens to the Summary tab. 

Under the ordered item section, you may select a License from a list if one has been configured under Acquisitions > Licenses.  

The resource name, type and activation status are filled in automatically from the Community Zone record and Purchase order type form. 

Under the Vendor Information section, only the Material Supplier field is mandatory;  this is the vendor that you pay. Select an Access provider (which is the delivery interface for the e-resource) if it is different than the Material supplier.

Complete the fields Claiming grace period and Expected activation days after ordering.

Note if configured, these two fields can be populated automatically from the vendor record when the Material supplier is selected.
1.5 Pricing and Funds
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Notes:

Under Pricing, fill in the Mandatory list price, and update the Quantity for pricing field if you want to change the default value of  1. If you receive a discount from the vendor, enter the percent in the Discount (%) field. Alma will automatically calculate the discount for you. 

You must also select a fund by clicking the +Add Fund link. The List price will be encumbered (reserved) from the chosen fund. You can split the cost across multiple funds by editing the percent value when adding the fund. 

Click the Redistribute Lines link to edit amounts that have already been assigned to one or more funds. If you make a mistake, choose Delete from the row actions to delete the fund and add a different corrected fund entry. 
1.6 Purchase Order Line Details
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Notes:

Now that pricing and funding details have been added, complete the PO Line details section of the form.
In this example, Purchase at Vendor System was chosen as the Acquisitions method. When Purchase at Vendor system is chosen, it means that the purchasing transaction will take place at the vendor’s site and the PO Line will not sent to the vendor. 

Unlike One-time orders, subscription or continuous orders require that the Renewal Date and Renewal reminder period (in days) be documented before the PO Line can move to the next stage of the acquisitions process.  

Renewal date is the date by which the vendor requires notification that you want to renew.

Renewal reminder period refers to the number of days before the renewal date that the operator wants to be reminded about the renewal.

When Manual renewal is selected a task will appear in the renewals task list for the PO Line, rather than being processed automatically. Clear this check box if you want the PO line for the renewal to be processed automatically.
1.7 PO Line - Order Now
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Notes:

After completing the necessary PO Line and Renewal fields, choose Order Now at the top of the PO Line form. From here the PO Line will be packaged into a Purchase Order and automatically approved. 

Additional information about completing PO Line fields (including Acquisitions Methods, and Saving Options) are covered in the Alma Acquisitions Workflow sessions. 

Search by the PO Line number to find it. 

The Type displays as Electronic Collection - Subscription. In the PO Line the type is also referred to as “Electronic Continuous.”
Now that the ordering process is complete, and the PO has been approved, it’s time to activate the subscription.  

Electronic Activation workflows for Portfolios and Electronic Collections can be found under the Alma E-Resources Workflow sessions. 

1.8 Review
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Notes:

Now that you’ve watched this session you should be able to order a subscription e-resource and complete the PO Line details, including mandatory renewal details. 

After completing a short quiz that begins on the next slide, you can practice this workflow in Alma, review any recommended articles, and continue on to additional training sessions. 

1.9 Quiz: Supscription Orders

 (Multiple Choice, 10 points, 1 attempt permitted)
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	Correct
	Choice

	X
	Renewal date and reminder

	 
	Material supplier

	 
	Fund

	 
	List Price


Feedback when correct:

That’s correct. Renewal data and renewal reminder must be completed for subscription resources, while material supplier, fund and list price are required when ordering either subscription or one time e-resources. 

Feedback when incorrect:

That’s incorrect.  Renewal data and renewal reminder must be completed for subscription resources, while material supplier, fund and list price are required when ordering either subscription or one time e-resources. 

Notes:

Correct (Slide Layer)
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Incorrect (Slide Layer)
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1.10 Thank You!
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Notes:

Thanks for joining!
1.11 Copyrights
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Notes:

2. Quiz Results

2.1 Results Slide

 (Results Slide, 0 points, 1 attempt permitted)
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Notes:
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Success (Slide Layer)
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Failure (Slide Layer)
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