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Create a New Account Wizard 
Purpose: Use this Wizard to Create a New Account in the AMS  
 

To get started, select the “+ Create A New Account” option from the AMS Dashboard. The “+ Create A New 
Account” wizard will then take you through the following steps to create the account: 
 
Step 1 > Create Account Name 
 

 
 

1. Enter the Name of the Institution that you are adding to the AMS. 

• The name does not have to be unique 
• The name should accurately represent the institution’s actual name. 

2. The “Search Assist” technology will present you with similar accounts already in the AMS. If 

you see an already existing account with a similar name to the one you are attempting to 

create, please verify that the accounts are not the same before proceeding.  

3. If the accounts are the same, do not create a duplicate account. Exit the Wizard by clicking 

on the Home/Dashboard icon           at the top of the screen. 

4. If you have confirmed that the Account does not already exist in the AMS, click on the “Next 

Step” button to proceed. 
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Step 2 > Create Username and Password 
 

 
 

1. Enter the Username that the customer will use to gain access to the products in the account. 
• The username must be unique; no two Accounts can have the same username. 
• The username must be at least 4 characters long. 

 
2. Enter the Password that the customer will use to gain access to the products in the account. 

• The password must be at least 4 characters long. 
 

3. Enter the Admin Username that the administrator of the account will use to gain access to 
the Usage Statistics, Icons, Search Widgets and other administrative features of the account. 
• The Admin username must be unique; no two Accounts can have the same Admin 

username. 
• The Admin username must be at least 4 characters long. 

 
4. Enter the Admin Password that the administrator of the account will use to gain access to the 

Usage Statistics, Search Widgets, MARC Records and other administrative features of the 
account. 
• The Admin password must be at least 4 characters long. 

 
5. Once you have entered in all required information, click on the “Next Step” button to proceed. 
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REMEMBER!

All fields are required in this step.  
You will not be able to move to the next step without completing all fields. 



  

 
 

Step 3 > Consortia 
 

 
 

1. Indicate if this account is part of a Consortium Account by selecting the following options that 
applies to the account you are creating: 
• Not At this Time – Does not label the account as being part of a consortium. 
• Master – Labels the account as a Master Consortia Account. 
• Member – Labels the account as a Member of a Master account. 
 

2. If “Member” is selected, you will be asked to input the Account Name of the associated 
“Master” Consortia Account.  
• Simply type in the name of the Master Account and select it from the Search Assist list. 
 

3. If “Master” is selected, you will be asked to specify whether it is a “Bill Only” or a “Bill-And-
Receive” Consortia Account. You will also be asked to locate the Consortia Members. 
• Simply type in the name of a Member Account to locate it from the Search Assist list.  
• You can add multiple Members on this screen.  
• You can also remove a Member on this screen if it is added in error. 

 
4. Once you have entered in all required information, click on the “Next Step” button to proceed. 
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Step 4 > Account Details and Address 
 

 
 

1. Enter the account details and address information of the organization that is being added to 
the AMS.  

 
• Organization Type – Select the type of organization that applies to the account you are 

creating. 
• FTE/Users – Enter the total number of full time enrollment users that the organization has 

and who will potentially access the account. 
• Address 1 – Enter the address of the organization. 
• City – Enter the city where the organization is located. 
• Country – Select the country where the organization is located. 
• State – Select the state where the organization is located.  
• Zip Code – Enter the zip code where the organization is located. 
• Province – Enter the province where the organization is located. 

 
2. Once you have entered in all required information, click on the “Next Step” button to proceed. 
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REMEMBER!

All fields are required in this step.  
You will not be able to move to the next step without completing all fields. 



  

 
 

Step 5 > Contacts 
 

 
 

1. Enter the contact information for the contact personnel of the account you are creating. All 
of the following fields are required except for the “Product Line” field: 
• First Name – Enter the contact personnel’s first name. 
• Last Name – Enter the contact personnel’s last name. 
• Title – Enter the contact personnel’s title. 
• Phone – Enter the contact personnel’s phone number. 
• Email – Enter the contact personnel’s e-mail address. 
• Product Line – Select the product line that the contact personnel deals with. Unless it 

is specified by the contact personnel, leave this field on the defaulted “All” selection. 
 

2. “+ Add Another New Contact”  - Select this option, at the bottom of the page, if you 
would like to add another contact personnel to the account. 
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All fields are required in this step.  
You will not be able to move to the next step without completing all fields. 

REMEMBER!

You can now have multiple contacts listed for a single account. Don’t 
forget to use the “Product Line” designation to indicate which contact 
should be used for each type of product.  
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Create a Price Quote  
Purpose: Use this Wizard to Create a New Price Quote in the AMS  
 
 

To get started, select the “+ Create A Price Quote” option from the AMS Dashboard.  
 
Before you start, the Wizard will ask you to Find an Account to attach the Price Quote to. You can simply 
type in the Account Name or Web ID that you are looking for and the system will suggest Accounts for you to 
select from. If you do not see the Account listed, you can click on “Create One” to access the “+Create a 
New Account” Wizard. 
 

 
 
Once you have selected an Account, the “+ Create A Price Quote” wizard will then take you through the 
following steps to create the price quote. 
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Step 1 > Select Products                                                                                                
 

 
                           (View By Type)                                                                (View By Subject) 
 
 

1. In this step, you are given the ability to select the product(s) that you will be quoting.  
 

2. Select your View option. 
• Select the “View by Type” tab to view the available products by Product Type; or 
• Select the “View by Subject” tab to view the available products by Subject. 

 
3. Select the checkbox next to the product(s) you are quoting. 

 
4. Select the Start Date and End Date for the quote you are generating. 

• The Start Date and End Date are applied only to the individual product(s) you have 
selected and not to the account as a whole. 

• Products with a checkmark next to them have been selected as part of a package. 
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You can now view available Products by product type or subject. 
Products selected in one view will automatically be selected in the 
other view.   
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Step 2 > Edit Pricing Information                                                                                                
 

 
 

1. In this step, you are given the ability to edit the pricing information for the product(s) you 
are quoting.  
 

2. Add any discount that you would like to give to the subscriber of the product(s) by clicking 
into the “Discount” section. 

 
3. Make any other necessary changes and then click on “Create & Preview Message”. 
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Step 3 > Fill Out Message Details                                                                                                
 

 
 
 

1. In this step, you have the ability to review the message details for the product 
subscription(s) that will be reflected in the price quote and also adjust the message as 
you see fit.  

 
2. You can then send the e-mail message or save it to be sent later. Click on “Send” to send 

the message; or click on “Save & Close” to save the message. 
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All Messages can now be saved and sent at a future time. The saved 
version will include any edits that you have made the message 
template. Saved messages are available in an Account’s “Message 
History” tab.  

K
EY

 
C

H
A

N
G

E 



  

 
 

Add a Subscription Wizard 
Purpose: Use this Wizard to Add a New Subscription to an Account in the AMS  
 

To get started, select the “+ Add a Subscription” option from the AMS Dashboard. The “+Add a Subscription” 
wizard will then take you through the following steps to create the account: 
 
Before you start, the Wizard will ask you to Find an Account to attach the Subscription to. You can simply 
type in the Account Name or Web ID that you are looking for and the system will suggest Accounts for you to 
select from. If you do not see the Account listed, you can click on “Create One” to access the “+Create a 
New Account” Wizard. 
 
 

 
 

Once you have selected an Account, the “+ Add a Subscription” wizard will then take you through the 
following steps to add one or more subscriptions to an Account. 
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Step 1 > Select Packages 
 

 
 

1. In this step, you have the option to select a pre-assembled group of products to add to a 
subscription. These are called “Packages”. 
 

2. Select any group of packages that you would like to add to an account by the placing a 
check mark next to the corresponding package(s). 
• You can select the (details +) option to view the list of product subscription(s) that are 

part of any package. 
 

3. If you do not want to select a package, you can select the “here” option listed at the top of 
the screen or just click on “Next Step” and you will be taken to next step in this wizard. 
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Packages are a new concept that will be made available based on 
Sales or Marketing requests. A package can consist of any 
combination of online products across subjects and/or product types.  
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Step 1(A) > Select Products 
 

 
 

1. In this step, you have the ability to select the product subscription(s) that you will be 
adding to the account.  
 

2. Select the checkbox next to the product subscription(s) you are adding to the account. 
• Products with a check mark next to them have been selected as part of a package in 

the previous step. 
 

3. Select the Start Date and End Date for the product subscription(s) you are adding to the 
account. 
• The Start Date and End Date are applied only to the individual product(s) you have 

selected and not to the account as a whole. 
 

4. Once you have selected the products you want to add, click on the “Next Step” button. 
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The list of products available to be subscribed to is dynamic. Only 
those products not part of the Account’s subscription or an active trial 
will display in the lists of available products.  
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Step 2 > Edit Pricing Information 

 
 

1. In this step, you have the ability to edit the pricing information for the product 
subscription(s) you are adding to the account.  
 

2. Select the term length for the product subscription(s) you are adding to the account. 
 

3. Add any discount that you would like to give to the subscriber of the product(s) by placing 
clicking into the “Discount” column. 

 
4. When you are done, click on “Add Billing Details”. 

 
 

 

 
 

In most Wizards, you can return to the previous step without losing any  
of the information you already entered. In this case, just click on “Return to Product 

Selection” to go back to the previous step. 

REMEMBER!
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Step 3 > Add Order Details 
 

 
 
 

1. In this section, you have the ability to add details to the subscription order you are 
creating.  
 

2. Specify the billing date for the order you are creating by placing your cursor in the input 
box where a date is listed and selecting a date from the calendar that will appear. 

 
3. Add any notes that you would like associated with the order. 

 
4. If the account is Not part of a Consortium then you will see the caption of “This is a basic 

account”. 
 

5. If the account is a part of a Consortium then you will see the caption of “This is a member 
of a consortium”.  You can then select from list of the related accounts that will also 
receive the product subscription(s) you are adding or you can add the product 
subscription(s) only to the current account. 

 
6. When you are done, click on “Review” to review the subscription order. 
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Step 4 > Review The Order 
 

 
 

1. In this step, you have the ability to review the details of the product subscription(s) order 
you are creating and also complete the order.  
 

2. If you need to back any changes, click on “Return to Billing Details”. 
 

3. If you are satisfied with the information, click on “Create” to submit the Subscription order. 
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Add a Trial Wizard 
Purpose: Use this Wizard to Add a New Trial to an Account in the AMS  
 

To get started, select the “+ Add a Trial” option from the AMS Dashboard. The “+Add a Trial” wizard 
will then take you through the following steps to create the account: 

 
Before you start, the Wizard will ask you to Find an Account to attach the Trial to. You can simply 
type in the Account Name or Web ID that you are looking for and the system will suggest Accounts 
for you to select from. If you do not see the Account listed, you can click on “Create One” to access 
the “+Create a New Account” Wizard. 

 

 
 
 

Once you have selected an Account, the “+ Add a Trial” wizard will then take you through the 
following steps to add one or more trials to an Account. 
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Step 1 > Select Products 
 

 
 
 

1. In this step, you have the ability to select the product trials(s) that you will be adding to the 
account.  
 

2. Select the checkbox next to the product trials(s) you are adding to the account. 
 

3. Select the Start Date and End Date for the product trials(s) you are adding to the account. 
• The Start Date and End Date are applied only to the individual product(s) you have 

selected and not to the account as a whole. 
 

4. Once you have selected the products you want to add, click on the “Next Step” button. 
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The list of products available to be trialed is dynamic. Only those 
products not part of the Account’s subscription or an active trial will 
display in the lists of available products.  
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Step 2 > Edit Trial Information 
 

 
 

1. In this step, you have the ability to edit the trial information for the product(s) that will be 
part of the trial. 
 

2. Verify the selected Start Date and End Date for the product(s) that will be part of the trial. 
 

3. When you are done, click on “Add Trial Order Details”. 
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Step 3 > Add Order Details 
 

 
 
 

1. In this step, you have the ability to add details to the trial you are creating.  
 

2. Add any notes that you would like associated with the order. 
 

3. If the account is Not part of a Consortium then you will see the caption of “This is a basic 
account”. 

 
4. If the account is a part of a Consortium then you will see the caption of “This is a member 

of a consortium”.  You can then select from list of the related accounts that will also 
receive the product subscription(s) you are adding or you can add the product 
subscription(s) only to the current account. 

 
5. When you are done, click on “Review” to review the trial order. 

 
 
 
 
 
 
 
 
 
 
 

 
AMS Quick Start Guide: Wizards    20 
 



  

 
 

Step 4 > Review The Order 
 

 
 

1. In this step, you have the ability to review the details of the product trial(s) you are 
creating and also complete the trial setup.  
 

2. If you need to back any changes, click on “Return to Billing Details”. 
 

3. If you are satisfied with the information, click on “Create” to submit the Trial. 
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Step 5 > Fill Out Message Details 
 

 
 

1. In this step, you have the ability to review the message details for the product trial(s) that 
will be reflected in the message as you see fit.  

 
2. You can then send the e-mail message or save it to be sent later. Click on “Send” to send 

the message; or click on “Save & Close” to save the message. 
 
 

All Messages can now be saved and sent at a future time. The saved 
version will include any edits that you have made the message 
template. Saved messages are available in an Account’s “Message 
History” tab.  
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Renew a Subscription Wizard 
Purpose: Use this Wizard to Renew an Existing Subscription in the AMS  
 

To get started, select the “+ Renew a Subscription” option from the AMS Dashboard. The “+Renew a 
Subscription” wizard will then take you through the following steps to create the account: 

 
Before you start, the Wizard will ask you to Find an Account to attach the Trial to. You can simply 
type in the Account Name or Web ID that you are looking for and the system will suggest Accounts 
for you to select from. If you do not see the Account listed, you can click on “Create One” to access 
the “+Renew a Subscription” Wizard. 

 

 
 

Once you have selected an Account, the “+ Add a Trial” wizard will then take you through the 
following steps to add one or more trials to an Account. 
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Step 1 > Select Products 
 

 
 
 

1. In this step, you have the ability to select the product subscription(s) that you want to 
renew for the chosen account.  

 
2. Select the checkbox next to the product subscription(s) you are renewing. 

 
3. Select the new Start Date and End Date for the product subscription(s) you are renewing. 

• The Start Date and End Date are applied only to the individual product(s) you have 
selected and not to the account as a whole. 

 
4. Once you have selected the products you want to add, click on the “Next Step” button. 
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The list of products available to be renewed is dynamic. Only those 
products already part of the Account’s active or recently expired 
subscription list will display in the lists of available products.  
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Step 2 > Edit Pricing Information  
 

 
 

1. In this step, you have the ability to edit the pricing information for the product 
subscription(s) you are renewing for the selected account.  
 

2. Select the term length for the product subscription(s) you are renewing. 
 

3. Add the renewal rate for the product subscription(s) that you are renewing by placing your 
cursor underneath the “Renewal Rate” column. 
 

4. Add any discount that you would like to give to the subscriber of the product(s) by placing 
clicking into the “Discount” column. 

 
5. When you are done, click on “Add Billing Details”. 

 
 

 

 
 

In most Wizards, you can return to the previous step without losing any  
of the information you already entered. In this case, just click on “Return to Product 

Selection” to go back to the previous step. 

REMEMBER!
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1. In this step, you have the ability to add details to the product subscription(s) you are 
newing. 

nput box where a date is listed and selecting a date from the 
calendar that will appear. 

3. Add any notes that you would like associated with the order. 
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2. You can specify the billing date for the product subscription(s) you are renewing by 
placing your cursor in the i

 

 
4. If the acco  part of a Consortium then you will see the caption of “This is a basic 

account”. 

mber 
 

are renewing or you can add the product 
renewals(s) only to the current account. 

6. When you are done, click on “Review” to review the renewal order. 

 

 
5. If the account is a part of a Consortium then you will see the caption of “This is a me

of a consortium”.  You can then select from list of the related accounts that will also
receive the product subscriptions(s) you 
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Step 4 > Review The Order 
 

 
 

1. In this step, you have the ability to review the details of the product subscription(s) 
newal you are creating and also complete the renewal.  

2. If you need to back any changes, click on “Return to Billing Details”. 

3. If you are satisfied with the information, click on “Create” to submit the Renewal order. 
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Create Renewal Quote Wizard 
Purpose: Use this Wizard to Create a Renewal Quote in the AMS  
 

To get started, select the “+ Create A Renewal Quote” option from any Account screen in the AMS.  
The “+ Create A Renewal Quote” wizard will then take you through the following steps to create the 
renewal quote: 

 
Step 1 > Select Products                                                                                                
 

 
 

1. In this step, you have the ability to select the product subscription(s) that will be 
included in the renewal quote. 
 

2. Select the checkbox next to the product subscription(s) that will be part of the renewal 
quote. 

 
3. Select the new Start Date and End Date for the product subscription(s) that will be part 

of the renewal quote. 
• The Start Date and End Date are applied only to the individual product(s) you have 

selected and not to the account as a whole. 
 

4. Once you have selected the products you want to add, click on the “Next Step” button. 
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Step 2 > Edit Pricing Information                                                                                                
 

 
 

1. In this step, you have the ability to edit the pricing information for the product 
subscription(s) that will be reflected in the renewal quote.  

 
2. Add the renewal rate for the product subscription(s) that will be part of the renewal by 

placing your cursor underneath the “Renewal Rate” column. 
 

3. Add any discount that you would like to give to the subscriber of the product(s) by placing 
clicking into the “Discount” column. 

 
4. When you are done, click on “Create & Preview Message”. 
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Step 3 > Fill Out Message Details 
 

 
 
 

 
1. In this step, you have the ability to review the message details for the renewal quote that 

will be reflected in the message as you see fit.  
 

2. You can then send the e-mail message or save it to be sent later. Click on “Send” to send 
the message; or click on “Save & Close” to save the message. 

 
 

All Messages can now be saved and sent at a future time. The saved 
version will include any edits that you have made the message 
template. Saved messages are available in an Account’s “Message 
History” tab.  
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