
5/24/2016 

1 

Intota Training Session  

Module #1 
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April 2016 

Agenda 

 Intota E-Resource Management (ERM) Overview & 
Impact 

 Intota Training Plan and Library Milestones 

 Library Project Planning Best Practices 

 Intota Data Repositories  
 Module #1 - Contacts, Collections, Menu Settings 

 Management Reports 
 

 

 

Key E-resource Functionality 

 Knowledgebase Integration 

 License & Contact Management 

 Resource Subscription  and Renewals 

 Cost/Payment and Fund Code Tracking 

 Workflow Management 
 Alerts 

 Notes 

 Menus 

 Management Reports Outputs  

 Custom Collections 

 Automated holdings / DDA 
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ERM Impact on Your Library   

 Collect, consolidate and centralize your “source data” into one 
system for easy staff access; 

 Create a local, controlled vocabulary that streamlines staff  
communication and understanding of e-resources’ lifecycle; 

 Implement new workflows that support e-resource management; 

 Improve efficiency by simplifying your ERM tasks, minimize manual 
effort and increasing your staff’s effectiveness; 

 Maximize your budget and facilitate collection management 
decisions 

Agenda 

 Intota E-Resource Management (ERM) Overview  

 Intota Training Plan and Library Milestones 

 Library Project Planning Best Practices 

 Intota Home Page & MY Intota 

 Module #1 - Contacts, Collections, Menu Settings 

 Management Reports 
 

 

 

6 

Intota Training Plan 
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Intota (ERM) Training Milestones 
 

April March Jan Introduction to 
Intota  
Webinar 

Intota  
Kickoff  
(Imp PM) 

Training  
Module  
    #1 

Turnover  
to Support 

Source Data 
Population in 

Intota  
(CLIENT) 

Training  
Module  
    #2 

Source Data 
Population in 

Intota  

Training  
Module  
    #3 

Source Data 
Population in 

Intota  

Training  
Module  
    #4 

Source Data 
Population in 

Intota  

Project Planning, Management & Oversight 

Agenda 

 Intota E-Resource Management (ERM) Overview & 
Impact 

 Intota Training Plan and Library Milestones 

 Library Project Planning Best Practices 

 Intota Data Repositories  
 Module #1 - Contacts, Collections, Menu Settings 

 Management Reports 
 

 

 

Project/Action Planning Document 

 Planning and Preparation Steps  

– Create a project team of 3-5 individuals 

o Determine staff resources 

o Begin locating and gathering your “Source Data” 

o Create Project Calendar 

o Set Target Goals for data population and implementation 

 

 Project Team makes the ERM source data population and your 

library’s implementation a priority 

 

 Know that this is an investment of time and resources 
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Intota Project/Action Plan  
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 Who from your staff will comprise the implementation 

team? Who needs to be involved from the beginning? 

 What information does the library staff need to track in 

Intota? What data is required, optional or not needed? 

 How do we make the ERM indispensable to the staff? 

(How will you integrate it into everyone’s daily work processes?) 

 How do we establish a shared language/vocabulary?    

 How do we create and value the time necessary for 

data entry/population?  
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Project Planning Team 
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Source Data Population 

 

March Jan 

Training  
Module  
    #1 

Source Data 
Population in 

Intota  
(CLIENT) 

Training  
Module  
    #2 

Source Data 
Population in 

Intota  

Training  
Module  
    #3 

Source Data 
Population in 

Intota  

Training  
Module  
    #4 

Source Data 
Population in 

Intota  

Take a Step-by-Step Approach 

 

Must-Have Data 

(Why?) 

Should-Have 

Data 

Nice-to-Have 

Data 

START 
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You Can’t Manage “E” like “P” 

Manual Management ERM DATA 

Spreadsheets Sticky notes 

“Tribal 
Knowledge” 

Decentralization 

Librarian 
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E-Resource Lifecycle 

Investigate 

& Trial 

Purchase  
& License 

Provide 
Access 

Discover 

Maintain 

Evaluate 
for 

Renewal 

 Evaluate Budget 
 Determine Need 
 Manage offers 
 Trial Set-up 

Decision 

 Acquisition/Pricing 
 Order 

Purchase 
 Neg. License Terms 

 System req. 
 Admin Information 
 Proxy set-up 
 Authentication 
 Link Resolver 

 Custom Interface 
 Inform Users  
 Reference Staff 
 Usage Statistics 

 Manage Titles & 
Changes to Content 

 Track Problems 
 Vendor Relations 
 Monitor Usage 

 Feedback 
 Usage 
 Downtime analysis 
 Cost/Benefit 
 Renewal Decision 
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Adapt ERM Library Workflows 

Investigate/ 

Trial 

Order 

Request  

Research price  Gather ILL 

stats  

Get License Establish 

Trial 
Trials 

Committee or 

Board  

Evaluate and 

decide: go/no go 

Purchase 

and License 

 

Negotiate License  
 

Order, Register 

Order Input into 

ILS  
 

Create Order PO 

Provide 

Access 

Send for Catalog 

ingestion  

Configure        

EZ proxy    
Catalog   Configure Link 

Resolver  
Maintain Links   

Maintain A-Z list   

 
Discovery 

 

Create/Process 

Payment  

Holdings 

Management   

Process serials 

materials   

Track periodical & serial 

memberships  

Process periodicals 

materials 

Manage 

&  

Maintain 

Track / Deposit Account  

info & invoices 

Track / Resolve 

Invoice Problems  
Review / Resolve Problems/;  

Track downtime   

Track 

Cancellations 

Investigate claims / 

follow-up  

 

Evaluate 
Maintain / Report 

Unit Statistics (P,  
Maintain Processing 

Statistics (P, E) –   

Maintain Payment 

Statistics (P, E) –  

Maintain Claims 

Statistics (P) 

Maintain Student 

Statistics (P) 

Maintain Usage 

Statistics (E) 

Review Usage 

Stats (E) – 

Review Alternative 

Resources  

Track Costs and 

Payments 
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Agenda 

 Intota E-Resource Management (ERM) Overview & 
Impact 

 Intota Training Plan and Library Milestones 

 Library Project Planning Best Practices 

 Intota Home Page & MY Intota 

 Intota Data Repositories  
 Module #1 - Contacts, Collections, Menu Settings 

 Management Reports 
 

 

 

Intota Home Page 
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Quick Links 
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My Intota 

20 

MY Intota is a great starting point to  

proactively manage your e-resources.  
 

21 

Contains all of the library’s time-sensitive 

notifications & tasks in a single place and 

offers quick access to associated activities.  

No limit to the number of notifications in My Intota, as there 

used to be with the Activity Pane on the Home Page.  

  

45-day 

window:  

30 days prior  

15 days after 

My Intota - Activities Tab 

My Intota - Databases Tab 

22 

The Databases tab lists every tracked database and 

associated activities for supporting the e-resource lifecycle.  
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Agenda 

 Intota E-Resource Management (ERM) Overview & 
Impact 

 Intota Training Plan and Library Milestones 

 Library Project Planning Best Practices 

 Intota Data Repositories  
 Module #1 - Contacts, Collections, Menu Settings 

 Management Reports 
 

 

 

ERM Overview in Intota 
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Contacts 

 
Renewals 
 
Licenses 

 

Costs/Payments  
  

  

Menu Settings 

Notes 

Alerts 

Collections  

Management Reports 

  

  

  

  

Intota E-Resource  
  

Data Repositories 
(Datasets)   

  
  
  

Intota ERM “Toolkit” 
 

Review reports, drive workflow, 
communication, and integration on the job 

 
  
  
  

Contacts in Intota 
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Intota offers multiple ways of accessing e-resource 

management tools: 

 Intota Home Page (shown above) 

 Integrate into your workflow from resource details page 

 

 

https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004KoaCAE&l=en_US
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Contacts in Intota 
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Creating a New Contact 

Customized Menus 

(Menu Setting) 

Contacts Workflow  
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https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004KoaCAE&l=en_US


5/24/2016 

10 

Contact Uploader 
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 Contact Uploader Template  allows you to upload contacts in one “batch” 

 Overwrite existing contacts or add to existing contact list 

 Add your contacts to spreadsheet template and send to ProQuest Support    
for uploading  

 Attach resources to your contacts after they are uploaded 

 

Menu Settings  
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Menu Settings 
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 6 main Menus with 19 different menu 
values (choices) that may be customized; 
most are pull-down menus for fields mostly 
in the ERM data repositories 

 Opportunity to create a “controlled 
vocabulary” –  one that matches your 
library’s own needs &  workflows  

 “Values-based decision” of your ERM 
implementation team 
 

https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004KoaCAE&l=en_US
https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004KofCAE&l=en_US
https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004KofCAE&l=en_US
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Menu Customization Workflows 
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Menu Customizations Overview 
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ERM Tool 

  

  
Customizable in the  

pull-down Menu 

(Add New…) 

 

Must use Menu Settings to  
Add Menu Items 

  
Contacts 
  

 Contact Type  Contact Role 

  
  
  
Licenses 
  

 License Type 

 License Status 

 License Physical Location 

 License Authorized Users 

 License Remote Access 

 License Terms of Use 

  
Notes 
  

 Note Type 

 Note Status 

  

  

  
Cost/Payments 
  

   Payment Payee 

 Payment Payer 

 Payment Consortium 

 Payment Type 

 Transaction Currency Code 

  
  
Resource Renewals 
  
  

 Renewal Checklist 

  

  Renewal Type 

 Renewal Status 

  
Resource Status 
  

 Resource Status   

Collections 
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 Use Collections …. 

 To label a group of e-resources  

                            OR 

 To combine “unlike” e-resources  and attach ERM data to it 

 

 A database can only be part of 1 Collection 

 Collection Examples: 

 Group purchases (publisher groups) 

 Consortia  

 Subject Collections/Selectors 

 2015 Wishlist (resources you’re considering for Trial/Purchase in upcoming FY/Q) 

 Library Managed Holdings/Tied to Print or Catalog 

 Kill in 2016 (future cancellations) 

https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004KoLCAU&l=en_US
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Collections Workflows 
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Collection Workflows 
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Agenda 

 Intota E-Resource Management (ERM) Overview & 
Impact 

 Intota Training Plan and Library Milestones 

 Library Project Planning Best Practices 

 Intota Data Repositories  
 Module #1 - Contacts, Collections, Menu Settings 

 Management Reports 
 

 

 



5/24/2016 

13 

Management Reports 
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Report Workflows  

5/24/2016 39 

 22 Management Reports allow you to extract and view your e-
resource data in Intota 

 Email notification when the report has been generated 

 

THANK YOU! 

http://www.proquest.com/go/trainingeval 

https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004M6LCAU&l=en_US
https://proquestsupport.force.com/portal/apex/homepage?id=kA0400000004M6LCAU&l=en_US
http://www.proquest.com/go/trainingeval
http://www.proquest.com/go/trainingeval

