EBSCO YEAR-LONG ORDER AND MAINTENANCE PROCESS
Ebsco Renewals:

· Dec-March—Invoices for newspaper subscription changes (due to price increases) will come in. This can also occur throughout the year.
· Jan-March—ILS branches let Ordering Specialist know if they are not getting something they requested. 

· Nov-March—update E-price based on price of the previous payment and clean up order records (checking & updating vendor note “v” and vendor title “f”) by Serials Specialist
· June— Ordering Specialist receives renewals lists from Ebsco, gives it to selectors to go over, giving them until the end of June.
· July-1st half of Aug—Ordering Specialist receives renewals info back from selectors and makes any necessary changes to the current orders and places orders for new titles requested using EbscoNet, then updates and inputs order records into Millennium
· July-1st half of Aug—Acquisitions Supervisor and Serials Specialist double-check renewal changes from selectors against changes made by Ordering Specialist using EbscoNet.
· 2nd half of Aug—Ordering Specialist or Acquisitions Supervisor authorizes and releases renewals on EbscoNet, which should be completed by August 31st 
· Oct-Nov— Serials Specialist, with possible assistance from Acquisitions Supervisor, pays invoices in Millennium and sends them down to Fiscal with Ebsco Prepay slip (from Millennium invoice posting). There will be at least 3 Hegis’ that must be sent down so that payment can be made to Ebsco: ILSA, LIBDV, LIBS. All 3 are part of SF37580-00 AB. There may also be some as part of Public Services that are desk manuals.
Ebsco mail that comes in:

· Status changes of orders—goes to Ordering Specialist 

· Claim acknowledgement list/claim status— Serials Specialist checks the status of the claim
· Historical Price Analysis/5-year comparison—give to Ordering Specialist for ordering information and he gives to selectors

· Summary of publications—available online, toss

· Serials changes— Serials Specialist adds notes to record (ask Ordering Specialist for specifics) and tosses “Added Titles” pages
· Monthly statement of account— Ordering Specialist receives as an Excel file and sends to fiscal 
Appropriations, if there are any
· Acquisitions Supervisor updates appropriations in Millennium around November
