Claiming Back Issues
Information on EbscoNet and obtaining back issues:

We use EbscoNet to obtain issues that were damaged in transit or ones we never received.  Linda checks in all our periodicals and journals; she will give you a list of items that need to be claimed.  She will usually give you the 9 digit number that you can use in EbscoNet to look up the title.  Each journal has a separate number except for memberships, which will be explained in the next section.  The only periodicals and issues we claim are those that we order through EBSCO.  At times, we order directly from the publisher and cannot claim them through EBSCO.  You will have to call the publisher directly to request an issue in this case.  You can usually find the contact information of the publisher online or in the periodical.  

Membership Information

Baylor Libraries have several memberships, which include multiple titles.  When you need to claim a title that comes with a membership you have to claim it under the membership’s 9 digit number.  Specify which title you need with its volume and issue number (month, year) in the claim space provided.  There is an option at the bottom of the claim page to check the boxes of the issues that are needed.  I have found that this is not as reliable.  Many times the publisher will not get all the issue information and the process has to be started again.

Ebsco Tutorial and Information on Claim Checker

Take time to go through the tutorial in EbscoNet.  Go to Contact in the right hand corner and select training.  This will go through the process of how to claim and review the claim checker.  I usually go through the claim checker once a week…check the titles that we have claimed to see if we have received it.  To look at the claim checker, select it from the top and then click “show results”.  If we’ve received it, scroll down and highlight “received” and then “save changes”, which is a separate button at the bottom to remove it from the claim checker.  There are other options as well, remove, re-list, reclaim, no action.

No action- leaves it as is on the claim checker

Remove-removes it from the claim checker (I usually do so if the publisher has replied that they will not send the issue, or if it is not available)

Relist-removes the claim and posts it again in a month

Reclaim- sends another notice to the publisher that we are still missing the issue (I usually wait three months before I reclaim the issue).  After an issue has been reclaimed 3 times, a red note will tell you it has been sent to your customer service representative)

All this info is in the tutorial.  If you have any questions you can email a representative, who will get back to you shortly.

Claim Times

Many titles have claim times (the period of time you have to claim the issue from the publisher).  When I see there is a claim time I indicate it in the check-in record of Millennium.  Example, use the note field, N tab and write “Claims must be made within ****”.  This information is helpful to Linda when she is looking at the records.  If it is outside the claiming period you will have to go through the publisher directly to get the issue.  

Indicating Claiming in Millennium

Once you claim a title, you need to indicate the claim in the Check-in card in Millennium.  

Double click on the box with the correct issue, change the “Claims written” (1, 2, 3, etc…) and then type in the date claimed in the staff note.  If you have to reclaim the issue you will need to change the number and date in this box.  Ask Linda about the boxes if they say “claimed 1” 08-23-06.  These issues were never claimed even though they say they are.  Linda or Andrea can explain what happened.  

When the Claim Time has been Missed 

When we have missed a claim time, I will then call the publisher directly to see what the cost/availability of the issue is.  You can also send an email, but through experience, we have found that we are more likely to get the issue if we call and ask for it.  

If they won’t send it for free, ask for the price, who to write a check to and where to send it (this information should be given to Shelly so that Baylor can write a check and send it to the publisher).  Fill out a gold slip and put in the file (you can ask Linda where this is)

After 3 Claims

I usually wait three months between each reclaim; this gives the publisher enough time to send the issue or to reply to the claim.  Some issues can take 3 months just to get here (mostly from foreign countries), which is why I wait so long to reclaim the issue.  After claiming an issue 3 times (approx. after 9 months) I then call the publisher and check the backorder services, which are listed below.

Back Issue Services

Absolute backorder Service

http://www.absolute-inc.com/_/inventory/
We get a discount at this site.  

Periodicals Service Company

http://www.periodicals.com/latestnews.html
All Times titles call 1-800-274-6800 for back issues


USBE

Give the title, volume, issue, year and month to Pam and she will show you how to look for and order titles we need.  Unfortunately, they cannot tell you if they have the exact issue, they can only tell you if they have the title.  If issues are not received after 1-2 months you will have to try and get it some other way.    

Unavailable Issues

When we cannot obtain an issue after going through EbscoNet, the publisher, back issues services, MCB, USBE, etc…we check to see if we have access to the issue online.  Many of the journals we receive come in print + online.  If it is available online, then type “available online” in the public note and staff note in the check-in box.  If issue is unavailable, scroll down the status bar in the check-in box and select unavailable.  The color of the box should change.  Save all changes made.  

Unfortunately, the process of obtaining back issues is quite long.  Sometimes it can take up to a year to get one issue, but this is an extreme example.
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