Monthly Order Review

Order review is performed on about the 25th of each month. 

In Millennium, using Create List, pull a list of all orders created after the 25th of the previous month:  
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Export data points (the ones I export are included below in 2 screen shots) to an excel spreadsheet:
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Using the sort function in Excel, count the number of records created by each orderer (this might include the Order Specialist, Serials Specialist and Acquisitions Supervisor) and record the number of order records created for each in the Annual Stats folder for the current review year.

Create an email for each orderer giving them information on the number of orders created.

Sort and check the data and if errors are found, add the order number and explanation of the problem to the email so that the order creator can fix their own errors.

Send email and wait for problems to be fixed before pulling the activity report data. When orderer replies to the email, count the number of true problems and record on the appropriate Annual Stats sheet.
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