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Introduction

« Serial ECheck - It is the electronic way of receiving
journals on the system

* Instead of receiving journals one at a time Echeckin
does it automatically according to the list provided.

e This method is fast therefore saves us a lot of time.
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VENDORS

Vendors such as SWETS send the files direct on our
system which is helpful as it saves us lot of time to

load them ourselves.

"V Millennium Serials - University of Pretoria/CSIR

File Edit Wiew Go Admin Help

Serials ECheck-in

Journal Type |ALL 7 Delete

Yendor Shipment Humber Shipment Date

03-10-2006
03-01-2007
03-01-2007
03-01-2007

Checkin Date (12-04-2005

SN v [

Status

Barcodes

FEGNOBRREDD e



Receiving Procedure

 Itis very important to check every file carefully before receiving it.

« The handling procedure is very important during the receiving of
Echeckin of journals

« The following aspects are important during the process of receiving:
« The packing slip is controlled against the content of the package

« There are things that need to be checked against when controlling the
packing slip - make sure that every title has got ISSN and make note
on the list if the ISSN is not right or not there at all, e.g : No ISSN, No
1& 2 together, no vol. or number. Combined numbers can be changed
on the check in card. More than one entry should be shifted according
to the specific Faculty you are working on ( move to top)

« After you have attended to all that then you can do your receiving

» Titles with problems will be left behind therefore mark them on your
packing slip

 Create apart boxes for Part A, and Part B: is important when dividing
parts
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Cont.....Receiving Procedure

 Double click on the list you want to receive

" Millennium Serials - University of Pretori

File Edit Wiew Go Admin Help

Serials ECheck-in

Journal Type |ALL S~ | | Delete

TR vendor | Shipment Humber | Shipment Date | Type | Status
0145 04-12-2005 PRINT Hew
g 015 04-12-2005 PRINT MNew
erinls Cheakin : o146 04-12-2005 PRINT MHew
Hlswets 0145 01-12-20058 PRINT MHew
[Iswets n13 |03-01-2007 PRINT MNew
% [Iswets 015 04-12-2005 PRINT MHew
Seriels EEhmmkn swets 013 03-01-2007 PRINT MHew
HIswels 015 04-12-2005 PRINT MNew
(Iswets 015 04-12-2005 PRINT MNew
|lswets 0145 01-12-20058 PRINT MHew
: o013 03-01-2007 PRINT New

Checkin Date [12-04-2005 | [C] Create e  [C] Print Label ECheckin Show | Processing ™

Copies To |Copies
Process Processed

Title SICI Total Copi... Barcodes

[¥] |The Journal of endocr... [0022-0795{2005)184-... |1 1 n =
[+l |The Bookseller. D006-7F539{2005);1-5 1 1 L1] |
Clai ming [+ |Building / London. 0007-3318(2005)270.... |1 1 L1)
[¥] |The Mining magazine. |0308-6631{200411);1-# [1 1 n
d [+l |Planning / Journal of t... |(1467-2073{2005)1611... |1 1 L1]
- [+] |[Reproduction 1470-1626{2005)129.... |1 1 L1)
Fend Claims [+] |Chemical communica... |1359-7345(2005)10;1-1 |1 1 0
[+ |Traffic engineering an... [0041-0683{2005)46:3;... 1 1 0 |
[+ Wvater and waste trea... 0950-6551({2005)48:3;... 1 1 1) -

iﬂﬁtartl o & = EEEE O |nMiIIE___ ESswets...| B®onty. .. | Foowets...| ilMillen... | Talecheckin| | C2EN SN & <& 10:05



List will be at the bottom of the
screen

"V Millennium Serials - University of Pretoria;CSIR

File Edit View Go Admin Help

Serials ECheck-in

Journal Type |ALL = | | Delete

Mill=nnivim Vendor | Shipment Number Shipment Date | Type
ﬁ12 03-10-2006 PRINT

013 03-01-2007 PRINT
erinie Cheokd 013 03-01-2007 PRINT
Srisis SheskAn 013 03-01-2007 PRINT

Serials ECheck-in

Checkin Date [12-04-2005 | [ create tem [ Print Label ECheckin Show |Prucessing -

Copies To |Copies
Process Processed

Title SICI Total Copi... Barcodes

-

Chem Inform / heraus... |[0931-75972005)36:9;...
LC GC. 0888-909002005);1-W

The Journal of symbaol... 0022-48122005)70:1;...
International journal o... |0306-73192005)85:2;...
Journal of phwsics © C... |[0953-8984(2005)17:9;...
Proceedings of the Lo... |0024-61152005)00:2;...
Textile progress. 0040-5167{2004)35:21...
Journal of physics. A, ... |0305-447002005)38:9;...
Reviews in anahtical ... |0793-01352004)235:4;...
Transportation. 0049-4488.2005)32:3:...
Chem Inform /heraus... |0931-75972005)36:1...

Cl=i ming

Send Claims

| | | | | | | | | | |
Qoo oooe

b | | | | e [ | |l |l |

dlstart || | 7] &

BT = | ... || i ESEB.. | E_‘|c:-n...|g|um...| @1nn...| R NOREE=ET e o540
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All the titles that are correct will then be received

| v |Millenn er = 10O] ]|
File Edit View Go Admin Help
Serials ECheck-in E?’

ri

<

Journal Type |-ﬂ-LL s | | Delete
Hitenniio YVendor |  Shipment Humber | Shipment Date | Tvpe | Status
swets 015 04-12-2005 IPRINT New | = |
@/ swets 015 04-12-2005 IPRINT New
oo lswets 015 04-12.2005 PRINT New
swets 015 04-12-2005 PRINT New
sSwWets o013 03-01-2007 PRINT Hew
'Ef swets 015 04-12-2005 [PRINT New
e Eonecan [ Iswets 013 03-01-2007 PRINT New
swets 015 04-12-2005 IPRINT New
swets 015 04-12.2005 [PRINT New
E swets 015 04-12_2005 PRINT New
Routing swets 013 03-01-2007 PRINT New
= Checkin Date [12-04-2005 | [0 cCreatetem [ PrintLabel | Echeckin | Show |Processing ~

I I Tanmios To I Manjps

Bindin =
° The x| pessed SRreanes
g [l |[The Journal of endocr... 0022 . -
., [ |[The Bookseller. D006 Mumber of checkin records matched: 54 T B
Clairming [+] |Building ! London. ooo7 Total number of copies checked in: 54 |
[+] |The Mining magazine. (0304
6 [+ [Pranning / Journal of t... (1467
— [»] |Reproduction 1470
Eila Tl [+ Chemical communica... 1359-7345(2005)10;1-1 |1 _ 1 o
- [+] |Traffic engineering an... (0041-0683({2005)46:3;... [1 | 1 1] hes|
:=| [+] Wvater and waste trea... |[0950-6551(2005)48:3;... |1 1 1) ok

) BE > [nMi"E___ F;Swets...l M onty. .. | F;Swets...l Eliraill=n. .. | _w.jecheckinJ LEQ]H @“*E

10:42

i start | o
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==




Titles with problems will be left behind therefore mark them on your packing slip
For each title you need to go on the check in card and rectify the mistakes
Check how the info differs on the electronic list and fix on the system

Then go back to the receiving, click on e-check in until all titles on the list have been received.

v Millennium Serials - University of Pretoria/;CSIR

File Edit YWiew Go Admin Help

Serials ECheck-in p—

Frirt

F .

<

Journal Type |ALL w7 | | Delete
rMillennium Yendor |  Shipment Humber | Shiprment Date | Type | Status
015 04-12-200% PRINT Hew
g 015 04-12-200% PRINT Hew
Serinle Chokin 015 04-12-2005 PRINT Hew
o015 04-12-2005 PRINT MHew
013 03-01-2007 PRINT Hew -
E 015 04-12-200% PRINT Hew -
Serial= ECheck-in
Checkin Date (12-04-2005 | [C] Create term [_] Print Label EChecKin Show | Processing ™
E Title SICI Tatal Copi...| CoPies To | Copies Barcodes
Routing Process Processed
[¥] |[The Bookseller. 0006-7539{2005);1-5 1 1 1} = |
E [¥I |The Mining magazine. 0308-663 120041 1);1-% |1 1 1]
[+ |The Mining magazine. [(0308-6631(200503);1-S |1 1 0
Einding [+ Nature {(London, Engla... (0028-0836(2005)434:... [1 1 0
[¥] |The Mining journal. 0026-5225{20041112)... (1 1 1}
g [¥] |The Mining journal. 0026-5225(20041105)... |1 1 1}
[+ |The Mining journal. 0D026-5225(20041022)... |1 1 0
Cl =i ming [+ | The Mining journal. 0026-522520041001)... |1 1 0
[¥] |[Hew scientist (1971) 0262-4079{20050319)... |1 1 0 Gt
6 [v] |Geographical. 0016-7412Z200504);1-9 |1 1 1} [ |
- [+ |Building / London. 0007-3318(2005;1-H |1 1 0
send Clsims= [l |Mechanical engineeri... 0025 6501(20053;1-Q |1 1 0
= [¥] |[(MOt Found) 1742-3716{2005)13;1-4 [1 1 1} |
c=— E [*] Wvomen's wear dailv.  [0149-5380{20051:1-5 |1 1 1] -

P B 7 Hirille... ESswets,..| ®jonty... | FSswets...| EliMillen... | ‘—decheckin| | CLEN N & <F 10:45
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SUPPLEMENTS

« Swets and Ebsco differ in the way that they create boxes for
their supplement issues

« Supplement issues — create boxes

"% Millennium Serials - University of Pretoria/CSIR - b1

File Edit Yiew G0 Tools Admin Help

=

Serials Check-in

=

- |
=b11139845

TITLE
CALL HO MED G610 JOURHAL

Fill2nnium

LOCATIONS med

L

Serimls Check-in

HOTE HN*A*T*JS0/8405/186; TOB16233.

Journal of andrology ! published for the American Society of Andrology.

i

Card c10032587 | Holdings c10032587 | Routing c10032587{(0) | 0 Bib-Level Holds |

Serials ECheck-in
Sumimanry

Check-in date

Record c10032587

[C] Create item Check In |

v.24 no.1 1 v.24 no.2 1 v.24 no3
Jany Feb 2004
ARRIWED

28-01-2004

HMow Dec 2003
ARRIVED
02-12-2003
Plus Suppl O0AO

(O

Mars Apr 2004
ARRMNWED
15-03-2004
+ Suppl

1 v.24 no.d 1 v.24 no.S 1
Mays Jun 2004
ARRIVED
21-05-2004

ARRNED
06-08-2004

1 v.25 no.4 1

Julf Aug 2004 |

v.24 no.G

1 v.25 no.1

1 v.25 no.2 1 v.25 no3

:TQ

Seps/ Oct 2004
ARRIWED
17-09-2004

%

Send Claim=

V.25 no.5S

1 v.25 no.6

Howvs Dec 2004
ARRIWED
13-12-2004

1 w26 no.1

Mars Apr 2005
~ EXPECTED
3I0-03-2005

2005
ARRIWED
12-4-2005
Suppl:1

Jan/ Feb 2005 | S
ARRNED
24-01-2005

. 26 o2

n

| [REICIN @ <

E: = |ﬂ""i“E""ium . W]Ontvangs ... | EF swets F'ackjn...l A il rmiurn




Combined Numbers

Combined numbers: always create a box for combined issues
before receiving. Don’t forget to delete the previous format that
was used before realising that the issues are combined

"% Millennium Serials - University of Pretoria/CSIR

File Edit VYiew Go Tools Admin Help

Serials Check-in

FAill2nmium

L

Serials Check-in

(I

Serimls ECheck-in

i

Pt i

g
u

%

Send Claims

n

- |
(14354226

TITLE Plant cell reports
CALL HO 580 PLANT

LOCATIONS nse ,cpia

HOTE HNHuwe bestelling vanaf 2001-
HOTE Monthhy. SWETS. Faktuur JAM. { Loop oor 2 jJaar, begin in Sept.)

Card c10062026 r Holdings c10062026 r Routing c10062026{0) r 0 Bib-Lewvel Holds |
Record c10062026

[CJ Create iterm | Check In |

Sumimany r

Check-in date

Oct 2004 How 2004 2004 |

ARRINVED ARRMNVED
14-11-2004 21-12-2004

Sep 2004
ARRINWED
14-10-2004

Juld Aug 2004
ARRMNED
31-08-2004

ARRMNED
10-01-2005

v.23 no.152 1 v.23 no3d 1 v.23no.4 1 v.23 no.S 1 v.23 noG 1

2004
EXPECTED
09-09-2005

2004 2004 2004 2004
ARRMNED ARRINVED EXPECTED

ARRMNED
10-03-2005 10-04-2005 09-07-2005

10-02-2005

v.23 no. 7 1 v.23 no.B 1 v.23 no.9 1 v.23 no.10:11 23 no12

| [REICIN @ <

EE: > |nMillennium . M oOntvangs ... | ESswets F'ackjn...| I rtilleriniurn




Parts

« How to handle title with Part A and Part B.

T Millenniun Serials - University of Pretoria;CSIR - b1l

File Edit WYWiews Go  Tools  Adomin Help

Is Check-in

12314663

TITLE Phwsical review D Particles and fields
TITLE Phyvsical review. D Particles nelds, gravitation, and cosmmoloons
CAlLL HO 530 PHYSICAL

LOCATIONS nse

HOTE Two issMaonth.

" Holdings c 10022235 Routing c10022235(0% | 0O Bib-Lewel Holds

SUTITIAary I Record c 122255

SWETS. Pakket met Physical Reviewy Ac-Atorrni { Moedertitel)

Check-in date [ Create item eck

2004 2004 2004 2004 2004
ARRMNWVED nARRENWVED ARRMNWVED ARRENWVED ARRMNWVED
03-11-2004 03-11-2004 19-11-Z2001 20_11-2004 14-12-2001
Part M Part B
Y. FO no.A0 1 w.FD no.4:B 1 w.FD no.S 1 w.FD no.G 1 w.FD no. 7 1

2004 2003 2004 2003 2004
ARRMNWED ARRNED ARRMNWED ARRMNED ARRMNWED
14-12-2004 12-01-2005 26-01-200%5 16-02-2005 16-02-200%5

v.FO no.8 1 w.FD no.9 1 w.FD no.10 1 w. D no.11 1 w.FD no.12 1

2005 2005 2005
EXPECTED EXPECTED
—_—

i start L ;: ] S . : e iU

Create apart boxes for Part A, and Part B: is important when
dividing parts
e.g V.70 V.70
No. 4:A AND No 4:B
(These®“ : “ Isvery important)
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File Edit wiew Go

Serials Check-in

Tools

Admin  Help

a4

Close

Q

Erowse

[o—

Frirt

= (=

e Edit

-
n 10046471
TR, TITLE HKerk en Israel y uitgave van het Deputaatschap voor Herk en Israel van de Gereformeerde Herken in
Hederland, de Raad vwoor de verhouding van Herk en Israel van de Hederlandse Hervormde Herk, de
E—' Commissie Herk en Israel van de Evangelisch-Lutherse Herk in het Koninkrijk der NHederlanden.
= TITLE HKerk en Israel ondervweq
Saerial=s Chack-in CALL NO 200 KERK

LOCATIONS

tes

I

1

| 0 Bib-Lewel Holds |

ECheck-in

[}

Serial

10-01-2005

29-03-2005

Card c10044619 | Holdings c10044619 [  Routing c 100116 19{3)
Summany I Record c10044619
Check-in date [+ Print labelsirouting [ Create item | Check In
Sep 2004 Dec 2004 Mar 2005 dun 2005 Sep 2005
ARRIVED ARRMWVED ARRMWED ARRIWED ARRMWVED
20 06-2005 26-10-2005

28092004

i

E f= |
ke w6 no.1 1 w.6 no.2 1 w6 no.3 1 wv.6 no.4 1 w7 no.1 1
__GC Dec 2005 Mar 2006 Jun 2006 Sep 2006 Dec 2006
o ARRIVED ARRIVED EXPECTED EXPECTED EXPECTED
30-10-2006 30.01-2007

J0-07F-2006

o
!
2
J
o]

20-3-2006

10-01-2006

w.i no.1 v. B no.2

w.'F no.2 1 w.F no.3F

%

1 Iu'.? no.4

S=nd Clai m=

Jdun 2007

EFXPECTED
’-_E-E_-ﬂ ) . |f| ,.r:%u[.!ﬂ!ﬂ
Some titles have a routing option that must be activatec

(change the check in record’s print label
to ‘A’ option

Mar 2007
EXPECTED

<& start

Click on the “* PRINT LABEL" if necessary for the routing
Click on Check in



File Edit WwWiew Go Tools aAadmin Help

Serials Check-in @ E) Q — I}f?

i e Edit Erowse Frirt Close

- |

10046471

TITLE Herk en Israel y uitgave van het Deputaatschap voor Herk en Israel van de Gereformeerde Herken in
HMederland, de Raad voor de verhouding van Kerk en Israel van de Nederlandse Hervormide Kerk, de
Commissie Herk en Israel van de BEvangehisch-Lutherse Herk in het Honinkrijk der Hederlanden.

TITLE Herk en Israel onderwegn

Ccall MO 200 KERK

FAill =rnimiarm

&

Sarials Check-in

LOCATIONS tes =

A

Card c10044619 | Holdings c10044619 | Routing c10044619(3) | 0 Bib-Lewvel Holds |
Summary I Record c10041619 |

Sarials EChaeck-in

Add || Delete |

i

Rouuting

4

Einding

%

Cl=i ming

%

Sarnd Claim=s

fu

o

E - s DEEBEEBEG - SN MR

b

Lo

11\..|._




>retorialCSIR - ro B[=ES

File Edit Wiew Go Tools Admin Help

Routing @ @ q j— Eff?

e Edit Erowsea Frirt Close
- |
“ out33
P INITIALS hum i
HAME Prof D 1 Human
SHORT ADDRESS BYBELK
E_/_ ADDRESS 1 Teologie$Dept Bybelkunde $UP
Serials Check-in JOURNAL COUNT 33 i
PRIORITY 1 |
Serial= EChack-in
Add Journal || Delete Journal |
E: Record Humber | Title |
Raouting c10003186 Berliner theologische Zeitschrift f herausgegeben i Auftrag der Kirchlichen Hochsch... | =~ |
c10012448 Biblica.
E | le10015073 Biblical archaeology review.
c10046616 Curremnts in Biblical research
Einding c10046811 Dead sea discoveries.
c 10006229 Evangelische Theologie.
g c 10028055 Expository times.
. c10D022156 Interpretation (Richmond)
BN Gl c 1003903 Journal for the study of the Hew Testament.
c10037986 Journal for the study of the Old Testamemnt.
d c10021255 Journal of biblical Iiterature.
Semd Clai me c10027609 Journal of empirical theoloogy @ JET.
c100202141 Journal of near Eastern studies.
c 100095619 Journal of Horthwest Semitic languages. - |
=|

“istat © = = CE=E R % 55 [> 3 G L

Above is the list of titles that we have to send the content to Prof D.J.

Human
We then activate the process on the RECORD then immediately that
specific title is picked up by the system it should show that it goes to who.




Label Type: a
OK.....
With receiving, all the list with titles will be printed for as long as
they are activated.

File Edit Yiew Go Tools Admin Help

Serials Check-in 1= < =

Im=ert Sane e Edit

|
=b10077054

TITLE Philosophy today.
call HO 100 PHILOSOPHY

Mill2mniurn

&

LOCATIONS tes

—

Serials Check-in

HOTE Quarterhys. SWETS. Alle SUPPL. moet as boeke ontsluit word.

I

Card c10036866 | Holdings c10036866 | Routing c10036866(3) | 0 Bib-Level Holds |
Summary i Record c 10036866

Serials ECheck-in

c10036B66 Last Updated: 0&.
LABEL TYPE| a v | Select
SCODE1 h
SCODEZ - NO LABEL SP 1LBL 1
COPIES 1
CLAIMON 07-07-2006 SP2LBL 1 SP3LBL 1

2 3
1 u 2 |
(5] L]

MARC Leader #es#tny 2288 Sl SP2LBL 2

CAPTIONS 853 : SP3LBLZ2 SP1LBL 3
LIB. HAS

Send Claims HNOTE SP2LBL 3 SP3LBL3 IlSIuit word.

O

WEN TITLE#

L

Cancel |

=
w
o
~

% %[> B G0 10i44 AN




HANDLING OF MULTI-SUBSCRIPTION

« Must also be alert of multi subscription ,like SCIENCE,

. NATURE,
. NEWSCIENTIST,
. Medicine Science and the Law.

« When receiving journals of specific service unit which has one
of the above title then the record of that subscription must be
moved to the first place on the list

 Click on MOVE which will be on the right hand side of your
screen

 For example if you will like to receive Science Journal for NSE
then you will have to choose NSE and MOVE ...1

« Then shift it to the 1st place on the list then it will be the one
received first on the list.
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Cont....

File Edit View G0 Tools Admin Help

Serials Check-in

- |
Eﬂamﬂzs??

TITLE Science.
CALL HO 500 SCIENCE

rillennium

LOCATIONS bms , cpta,cst |, edu ,nse

Serials Check-in

s

—
s

Card c10020469 | Holdings c10020469 | Routing c10020469(0) | 0 Bib-Level Holds |
Summary I Record c 10020469 |

Serials ECheck-in [: ‘

'u'ieg|ctheckin ‘"l | Attach New Checkin || Delete || Move || Select |

RECORD NUMBER. | LOCATION | IDENTITY | STATUS | FREQUENCY |
c10020469 hmss Current Wieekhr

c10020457

§ * Enter target row (1-3)

Move recordis) to |1 |

Clairming | oK || Cancel |

o

Send Claims

Weekhy

ECwmZEEEGS v B, [@wm. [@We &P @ GE 0550




Overall Process

Important aspects to always be alert of:

e Check the ISSN of every title

« Always put claims on previous issues that have not yet been
received

* Make sure that all titles have got the correct predictions to
make it easy to receive

« Make sure that all the stickers of the vendors on the journals
have placing codes on eg . 330 Financial Mail

« Handle the INDEX accordingly

* Make sure that all the titles that are on routing list have the
right codes for label print.

« When creating a new titles it does not give you the E and P
therefore you have to go back and put them in.
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STATISTICS

2007 2006

Feb 3 Hrs |1808 |Mar 651 2 % Hrs
Mar 3Hrs 1218 |Jun 831 32 Hrs
Apr 3Hrs 1341 |Oct 1606 4 Y2 Hrs
May 4Hrs 2113 |Dec 1022 3 Hrs
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Statistics Chart

2500 -
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Conclusion

* Inthe time we are living in things changes everyday.
Therefore we must always be ready for any
challenges that we may come across.

e Itis important to encourage librarians to accept the
current phase of high tech experimentation and to
get rid of those negative attitude towards the way
libraries operates

* ECheck-Inis the best even though still turning our
heads with some minor problems but we are moving
forward with time.

« Above all these it is all about teamwork, willingness
to let go of the past, old ways of doing things and be
prepared to learn new things and ways that can help
us provide a world class service.
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