Supply Room Process

Supervisor’s tasks
Check supplies levels
On a monthly basis, check supplies levels by opening the access database (current version is located at:  S:\Technical Services\ACQ\Field Orders\supplyinventory.accdb), checking levels under one of the Report tabs for ‘Inventory stock levels’.  Check to see if anything is low and if so, decide where and how many to order. Also, ask the person filling the supply orders to report any supplies on an ongoing basis that seem to be low.

Field Orders
Use the Field Order template created by the Purchasing Department and saved in the Field Order folder on the S drive (S:\Technical Services\ACQ\Field Orders\FIELD ORDER BLANK FORM.xls) renaming it in this way: FIELD ORDER [date] [vendor] and saving it in the appropriate fiscal year. Fill in the information using the vendor’s website to fill in Commodity Code, Description, Price, etc. After completing the form, email it as an attachment to the Head of Technical Services for approval.  Later the Purchasing Dept. will send an email notifying you that the order has been placed.

Create Order Record
After the order is approved, create an order record in Millennium using the fund code for Acquisitions supplies: [FY]acs, and suppressing the record. See bib records in Millennium for the title and other bib and order information patterns. The titles begin with “FIELD ORDER”.

Receiving the Order
Purchasing and/or the Mailroom will send an email saying that the materials have been received. When they are delivered to the Acquisitions area, check to make sure the correct items and number of items are received. If incorrect, contact Purchasing. After checking the order, ‘pay’ it in Millennium just like all other materials. You may not receive information on the actual cost of the materials so it may be necessary to ask, or to use our estimated cost. Have the supplies shelved in the locked Supply Room. Update Access database with the addition of these received supplies on the ‘Inventory Transaction List’ form.

Order Specialist’s tasks
Distributing Supplies
Orders for supplies come via the Library – Processing Supplies email address. These emails are received by all involved in this process. After receiving the request, fill the request, and update the database using the ‘Inventory Transaction List’. After it has been recorded, reply-all to the email informing them and the others on the email list that the item is being shipped. Pack and send the items to the requestor. We try to pack small items with books to save on shipping.


 

