Creating the Activity Report

An order activity report  is created and sent out to the program managers and selectors each month. This report informs the selectors of what is on order, what was received and cancelations for the month. It reports the monographic orders only (except cancelations). Serials, newspapers, standing orders, memberships and gifts are reported annually only. Data for the report is pulled from Millennium at the very end of the month or the beginning of the next and reports are sent within the first week of the month if at all possible. These instructions are how I (Kate) create the report and is not meant to be the rule.

Pulling the data: 
In the Millennium ‘Create Lists’ function, click on line# 59 wsl [month] activity report, it is an ‘owned’ line in Create Lists. Use this line because the export information is already there. There is also a saved query used for this called ‘wslacqmonthly’ and if you use it, only the rdate and updated need to be changed for the current month’s report:
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After the data is pulled, sort it in Millennium (it will sort ignoring initial articles) by title and then export it. It will be exported as a .txt file. Open Excel and use it to open this file. It seems that Unicode (UTF 8) may be the best text display translator. Save as [month] ALL.xlsx in the correct fiscal year folder under Monthly Reports of Activity on the S drive, Acq folder.

At the same time that data is pulled from Millennium, log into the fund web report. To get to the web fund reports, from the staff webpage click on Library Technical Services, then, under LINKS, Fund Reports & Vendor Information, login, you will get to this page:
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Click down to the subsubobject level:
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Copy and paste the fund levels for each PI onto an excel spreadsheet and save it as [month] FUNDS.xlsx in the same folder as above.

Working With the Data in Excel:
Sort the entire spreadsheet by fund code or location. Use the appropriate template for the Program (ILS template for the ILS, Public Services template for Public Services). I didn’t create a WTBBL template so I use the previous month’s activity report, saving it as the current month and deleting the data. 

Cut, or copy, each fund code onto the appropriate sheet, clean up the data, update the funds for each site using the information on the [month] Funds.xlsx spreadsheet, and when finished, email it to the appropriate program manager and selectors, cc’ing Jan, Rich and Glenn.
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Appropriation Expenditure Encumbrance Free Balance Cash Balance
19360JD0001  $54,700.00 $29.50382  $2.15878  $2303740  $25.196.18

2 9360 JD0002 $500.00 $0.00 $0.00 $500.00 $500.00
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