Collection Manager Orders & Over-expended Funds

This document describes a process that the Monographs Order Team and CMT suggest to
maintain records of Requested books in Collection Manager after a fund is over-
expended. In brief:

e The Order Team will create a List, one for each fund that is over-expended but
against which additional Requests have been placed.

o When the next fiscal year starts or when funds become available, the selector can
work from his or her Acquisitions-created fund code List to resubmit requests in
Collection Manager (editing the fund code for the new fiscal year as necessary).

Please Note:

o The selector is responsible for monitoring his or her available monies. Available
balances fluctuate as orders come in (either over or under what was expected) or
as orders are canceled, etc. Check your balances in Aleph
(http://www.lib.umd.edu/CLMD/Staff/fundbalancecheck.pdf) throughout the
fiscal year.

e Once you have determined (or have received notice) that a fund is overexpended,
please do not continue to Request books in Collection Manager. Create a Personal
List to store references to materials you intend to order once funds are available.

1. Sign into Collection Manager.
http://cm.blackwell.com/
Library Code: NMRM
If you have forgotten your User ID or Password, contact Susanna.

2. From the Main Menu, Click on “Lists”

Main Menu
+ What's new in Collection Manager! 05 Jan 2007

¢ Searching
Browse for titles by subjects; search for titles
by ISEMN, LCCN or keyward by title, author,
publisher, series, and table of contents.

- Uﬁ’ Newl!
Browse Blackwell's Selection lists or review
/ title lists custornized for your library. Manage
your own personal title lists.

+ Profiles



3. Click on “Personal Lists”

Lists

¢ Selection lists
Browse Blackwell's bestsellers, award winners,
reviewed titles, and other special subjects.

+ Personal Lists P New!

Manage and review your own personal title lists,
or lists created and shared by your colleagues.

4. Click on the appropriate list name
Shared Lists
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5. Review the titles to identify what to order and click on “Request all” whether you have
tagged individual titles or not.

BLACKWELLS Home | Prefrences | Help |

=5 Main Menu

[Backto Personal Lists

Personal hist name: CP-12-57-2007 TEST
Nwmber of titles: &

Notes:

Total USD list price: TTZD1767

Total GBP list price: GEP0.0

Tag all | Untag all | Request all [ Add Title to Database | List all tagged titles | Add Titles to List | Download Titles | Email Titles

i O EP9 urban questions : teaching in the city / edited by Shirley R. Steinberg, Joe L. Kincheloe ; foreword by De



6. a. Select “Only tagged titles in list” or “All titles in list.”
b. Enter the appropriate fund number with the new fiscal year, and fill in the
“Location” and “Department” fields.
c. Click “Request!”
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@ Only tagged titles in list
O Al titles in list < 9

@ M create requests
) ? Hold for later review
O % Mot interested

Custamer Code:®  |MMEM

Cluantity: 1

Fund: CP-12-57-2008 k| b
Location: STACE

Department; CRMCK

Internal Motes:*

Motes to Blackwell:

“only fields available for appraval order

7. Order icons and notes will remain with the citations whether they are in a folder or
not. Delete items from this Personal List as you see fit.

8. See the guide (http://www.lib.umd.edu/CLMD/bnaonlineordering.html) for additional
information about online ordering.




