
LibCentral: DDA Budget Tracker for Administrators

1. Public / Academic Library Template

1.1 Introduction
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1.2 LibCentral: DDA Budget Tracker for Administrators
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Notes:

Welcome to this session on the DDA Budget Tracker in LibCentral. This unique tool allows librarians to set budget amounts to fit the needs of their program and to ensure that no purchases can happen without approval.

To begin, click on the START COURSE button. 
1.3 Objectives
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Notes:

The learning objectives for this session are

· Understand what the new DDA Budget Tracker is, and how it functions in LibCentral

· Set up the DDA Budget Tracker for your library

· Coordinate your deposit account with the DDA Budget Tracker
1.4 Content Slide
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* An administrative tool within LibCentral for budget setting
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is reached

* Requires librarian approval for purchases
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Notes:

What is the DDA Budget Tracker?

The DDA Budget Tracker is a tool within LibCentral which allows administrators to set a budget against which all Autopurchases, Short Term Loans, Access to Own loans and Access to Own purchases can be tracked.

Attempts to use a book that will trigger a purchase over the remaining budget will turn DDA titles to mediated requests. 

This allows that no purchase can happen without a librarian’s approval    

The DDA Budget Tracker gives patrons a better experience that allows for up to 5 minutes in the reader before making a request.

Once requested the title can stay in mediation, more money can be added to the budget to restart automated purchases, or visibility of DDA titles can be turned off.
1.5 Content Slide
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Notes:

How Do I set up the DDA Budget Tracker? 

In Lib Central go to the Settings tab on the top menu and then click on the DDA Budget Tracker option

Next, click on the DDA Tracker link to open the Details form
1.6 Content Slide
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Notes:

Use the Details Form to Set Preferences.

Using the DDA Budget Tracker will stop DDA and Extended Access expenditure when you reach your chosen budget. An active DDA Budget Tracker will disable any standard budget trackers

 The Purchase Types default to AutoPurchase, Short Term Loan, Access to Own Loan, and Access to Own Purchase to ensure that all automated purchase types are deducted from the DDA Budget Tracker.

 First add your maximum budget amount for automated expenditures. The remaining balance will decrease as automated purchases are triggered in Ebook Central.

 Next, select whether or not to include tax, enter the tax percentage and the type of tax label, such as General Sales Tax.

The Alert amount shows the amount where you would like to start receiving emails for each transaction purchase below the remaining balance.

Alert recipients shows the names of individuals who will receive the communications regarding the DDA Budget Tracker. Multiple individual emails can be added when separated by a comma

Tracker Reports can be generated for those same individuals.

When you have finished filling out the form click on Save Settings.
1.7 Content Slide
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Notes:

You will receive a confirmation email once you have chosen to activate the DDA Budget Tracker. 

It will show the remaining balance and advise that the standard Budget Tracker has been overridden.
1.8 Content Slide
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Notes:

If a patron triggers a purchase on Ebook Central that exceeds your remaining DDA Budget Tracker balance, that user will not be allowed to finish the transaction and the book will not be purchased.  

Then, your DDA access permissions will be changed to mediated and the DDA Budget Tracker will  be disabled until funds are added.
1.9 Deposit balance
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Notes:

What if I use a Deposit Account? 

The DDA Budget Tracker is NOT directly linked to Deposit Accounts BUT you can use both tools together. 

Start by selecting the Invoices, Deposits and Fees option under Reports to log in to the ProQuest Invoice Portal. 

You can align your Budget Tracker with your deposit account balance so that automated purchases stop at the same time that your deposit account is depleted.
If the Purchase types on your Deposit Account match the DDA Budget Tracker exactly, you can use that current balance as the starting Budget amount in the DDA Tracker. 

You can use your budget alerts available under your profile in the Invoice portal to keep both your Deposit account AND your DDA Tracker in sync and to ensure patron access.
Use the Deposit Low Balance Alert to make sure that your DDA Budget Tracker does not exceed your Deposit Account.
Profile Alerts (Slide Layer)

[image: image10.jpg]B What if | Use a Deposit Account?

ProQuest

Invoice Portal

My Messages I
Company Profile I

@

2 Name Suname

My Profile

Logout

+ Inquity Created

¥ Deposit Mad
 Deposit Low Balance Alert

¥ Deposit Balance Change Alert




1.10 Test Your Knowledge Gianna

 (Pick One, 10 points, unlimited attempts permitted)
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	Correct
	Choice
	Feedback

	 
	Choice A
	The correct answer is AutoPurchase, Short Term Loan, Access to Own Loan, and Access to Own Purchase.  

	 
	Choice B
	The correct answer is AutoPurchase, Short Term Loan, Access to Own Loan, and Access to Own Purchase.  

	X
	Choice C
	Congratulations!

	 
	Choice D
	The correct answer is AutoPurchase, Short Term Loan, Access to Own Loan, and Access to Own Purchase.  


Notes:

Test Your Knowledge!  

Click the arrow next to your selection, then submit to check your answer.

Which Purchase Types are included in the DDA Budget Tracker?
Incorrect.  The correct answer is AutoPurchase, Short Term Loan, Access to Own Loan, and Access to Own Purchase.  Press continue to move on.

That’s correct.  Congratulations!  Press Continue to move ahead.

Thank You 1 (Slide Layer)

[image: image12.jpg]MULTIPLE CHOICE
Click the arrow next to your selection, then submit

Which Put
are incly
DDA Budg

b &
(oA





Thank You 3 (Slide Layer)
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1.11 Summary
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Notes:

This session has covered the following learning objectives

· Understand what the new DDA Budget Tracker is and how it functions in LibCentral

· Set up the DDA Budget Tracker for your library

· Coordinate your deposit account with the DDA Budget Tracker
1.12 Thank you!
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Notes:

This concludes this session.  Thank you for joining! To learn more, please click on the Resources link, as illustrated, in the upper right corner of this session player, or visit our Ebook Central LibGuide page by clicking the LibGuide link at the bottom of this screen. 

1.13 Copyright
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