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Creating a General Invoice

When the invoice arrives, you must first create a General Invoice and then assign tl
items (which usually correspond to individual orders) to this invoice.

Create the General Invoice using one of the following methods:
.

==

o

Click th button.
Enter Alt + g then g.
Click_General invoice then General invoice from the Acquisitions menu:

Sclect or Create General Invoice |
The following form will display:

Yendor code; || IEI
Ireeaice nurmber; I IEI

LCancel

4

Help

Enter the code and the invoice number of the vendor sending you the invoice.
Alternatively, you can select the vendor code from the Vendor List Filtered by form
clicking the arrow to the right of the Vendor code field. The Vendor List form is
described in more detail in the Monograph Ordering training manual.

On the paper invoice:

Write the vendor code on the upper right corner.
If you know the vendor code is new, write “NEW"” next to it.
Circle the vendor’s invoice number, or write and circle the date used in the abse
an invoice number.
For invoice number use, in this order:

1. Vendor’s invoice number.

2. If no invoice number, use the date on the invoice in the format mmddyyyy (e.q.
05152002)

3. If no date on the invoice, use today’s date in the format mmddyyyy.

4. If the same vendor sends multiple invoices with the same date, add A, B, C, etc.
invoice number or date. (e.g. 05152002A)

From: 202 Monograph Receipting Manual
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The following shows the vendor code and the invoice number entered into the form

[y e s %
i Select or Create General Invoice

B&T

Click OK to display a blank General Invoice form, which consists of two tabbed
windows:

Invoice Tab of the General Invoice Form

General Invoice Form

The Invoice tab is used to record the information contained on the invoice itself, an
consists of the following fields:

Vendor code: The vendor code will be filled in automatically by the system.

Vendor name: The vendor name will be filled in automatically by the system based on
the entry in the Vendor code field.

Invoice number: This is the invoice number as assigned by the vendor. 15 character limit,

as entered in the Select or Create General Invoice window. This number
cannot be changed once entered.

From: 202 Monograph Receipting Manual
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Refers to Invoice:
Type:

Status:

Currency

Explicit ratio

Net amount
Shipment amount
Overhead amount
Insurance amount
Discount amount
Total amount

Local amount

Debit/Credit

Do not use. (This field may be used for CUFS information in the future.)

The processor enters the type of payment or credit. Type defaults to
REG. Invoice Types from the drop down list include:

REG Regular

SUP Supplemental invoice

PRO Proforma (i.e. Prepayment)
CRE Credit memo

PCD Purchasing card

DEP Deposit

RFD Refund check

RTN Returned check

EDI EDI

ADV Advance pay

The Library Business Office staff enters the status of the payment. The
invoice Status defaults to REG. Statuses from the drop down list include:

REG Regular

ADV Advance pay

PRE Prepayment

IN Internal document

Wi Payment with invoice
SF Suspense file

SP Special payment

VD Void/delete/correction

Mandatory. Choose the Currency used by the vendor on the invoice.
Only currencies assigned to the vendor on the vendor record are
possible. Clicking on the button to the right of this field allows you to
select from the list of valid currencies for this particular vendor.

Optional. To be used only by the Library Business Office when
necessary.

Do not use.
Do not use.
Do not use.
Do not use.
Do not use.
Enter the total amount of the invoice.

The system determines the total amount in your local currency when you
click Refresh or save the record.

Indicate whether this is a debit invoice (we are paying) or a credit invoice
(we are receiving a refund).

From: 202 Monograph Receipting Manual
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Invoice Date Mandatory. This is the date as it appears on the vendor’s invoice. If

there is no date on the invoice, use today.

Received date: Enter the date that the General Invoice was created or the date the
vendor’s invoice was received. If the date is left blank, the system will
automatically fill in today’s date.

Shipment date Enter the date that the material was sent by the vendor to the library. If
the date is left blank, the system will automatically fill in the same date
as the invoice date.

VAT recipient Do not use.
VAT percent Do not use.
VAT amount Do not use.
Note 60 character limit. Enter notes pertaining to the invoice, such as total

number of deductions, if any. For example, “3 ded.”

Payment Tab of the General Invoice Form

Do not use the Payment Tab of the General Invoice form.

The Payment Tab is used by the Library Business Office and CUFS to record details
when and how the invoice was paid.

Saving the General Invoice

When you have finished entering the information from the invoice, click OK to save
changes. If you have omitted any mandatory fields or entered invalid information,
will be unable to save the record and an error message will appear at the bottom o
form. Make corrections if needed and click OK.

The General Invoice & Line Items form will be displayed:

From: 202 Monograph Receipting Manual
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General Invoice & Line ltems: 02112001 - B&T | % |
Field Name | Field Data | Gan Inv |
Inwoice Type: REG = Celete Al
Invoice status REG j _I
Credit/Dehit: [n]
Currency: sh
Met amount: 44,00 :
Shinrment amnun .00 ;I
General Invaice Ttarns:
Taksl amaunt: | 00 | oo d
Murnbier o lire iterns: I i Mudify:
MNo. [ Order Muml Units in  Net amou Total amar Units in ¢ Budget | pelers

;I e Cirder

Crder Log

Cloze.

L 00

Adding Line Items to the General Invoice

Adding Line Items

Note: Refer to additional instructions for adding line items for multi-volume and monogra
standing orders and adding a line item for postage.

To add a line item to the General Invoice & Line Items form:

1. Click Add. You are prompted to enter the order number for the line item.

Order Number

Order number:

|| IEI lgnare

Help

dail,

2. Enter the order number and click OK. The Line Item form displays and the cursot
in the Net Amount field:

From: 202 Monograph Receipting Manual
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Line ltem

Marshall, Susan:
Hot fashion tips not to follow
Chicago Freedom Press 2001

Vendor code

Invoice number

List price
Debit/Credit
Net amount

Added amount

Total amount

Local amount

Number of units

Currency

Note

3. Complete the Line Item form. The following fields are included in the form:

The system will automatically fill in the vendor code based on the
code used in the General Invoice.

The system will automatically fill in the invoice number based on the
number used in the General Invoice.

The system will automatically fill in the list price from the Order Form.
Click Debit for a payment, or Credit if receiving funds.

Enter the net amount of the individual order, or payment, in the
vendor's currency.

Do not use.

The system will automatically calculate this information by adding the
net amount and the Added amount. The total amount is in the
vendor's currency.

The system will automatically calculate this information based on the
Total amount and effective exchange rate of the currency detailed in
the Currency field.

Enter the number of units being invoiced. The default is the number
of units from the Order Form.

The system will automatically fill in the currency code based on the
currency of the General Invoice.

Optional. 200 character limit. May be used to describe the payment.
For example, Postage.

From: 202 Monograph Receipting Manual
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Order Completely The default is a checked box. If the invoicing is complete for this
invoiced order, the box should be checked. If you expect to receive additional
invoices for this order, uncheck the box by clicking on it.

4. When the Line Item form has been completed, click OK. You will return to the
General Invoice & Line Items form. The new line item will be added to the form:

General Invoice & Line ltems: 51102 - MLS E
|Field Marne | Field Data | Gen Inw |

Invoice Type: REG - Delete All |

Invoice status: REG

Credit/Dehit: ]

Currency: UsD

Met amount: 0.00

Shinment amnunt: n.0n LI

General Invoice Ikerns

Total amount: [ -15000 [ 3250
Mumber of line items: I 1 Madify |
Line Crder Murmber | Units in Met amount | Total amount | Budget | Bl |

1 0000425834-00301

2

Order Lag |
Cloze |
Help |
You can now add any additional line items listed on the invoice in the same way
5. When you have finished YRR A
adding line items click Clos¢. - .
. [ [nwnice not balanced.
to finish the process. You .
will be warned of any [mvnice amount iz =73, 20 but tatal sum of debit lines is -74.50.
discrepancy in the balance Cloze anmway 77
line items and the total
invoice cost: i

6. This window should only appear if you have deductions on the invoice or if you h
not completed processing for the invoice. (For more detailed instructions on
deductions, refer to “Recording Deductions in the General Invoice.”)

o

If you have not deducted items, click No and recheck the amounts on the Ger
Invoice & Line Items form. If any are incorrect, highlight the line item and clic
Modify to correct the amount.

If you have deductions on the invoice or it you have not completed processint
click Yes.

From: 202 Monograph Receipting Manual
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Adding Line Items for Multi-Volume and Monograph
Standing Orders

There are some differences in adding line items for multi-volume and monograph
standing orders, which are noted below.

1. Fill in the Line Items form the same way as you would for a Monograph Type ord
with the following exceptions:

o

Number of Units: If you are paying for more than one volume on a single Line
Iltem, change the Number of Units to reflect what you are paying for.

o

Note: Enter the specific volume(s) you are paying for.

o

(Notice that the Order completely invoiced box is gray, and cannot be modifie

2. Click OK.

If the following dialog box appears, you must debit a budget, similarly to paying for
postage.

Acq Administration !

@ Could nat azsign default budgets ta invaice uzing arder's encumbrance.
L]

Continue’?

1. Click No to return to the Line Item form.

2. You may need to click View Order or Order Log to determine which budget to
debit.

3. Click Budgets to display the following form:

From: 202 Monograph Receipting Manual
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Budget List of Invoice HARR 51402 2
;|Eludget number | Encfactive Smaunt : Add Budget |

3236-21A-2002 ] Debit 1
Drelete Budget I

[~
Eudget code bo add: WIE
Armount ko debit: ;IIIIIID—
Percent ta debit: ;D—d
Inwaiced amaunt: ;Tﬁ
Local amount: W
Currency of imroice: Lsh
Tatal debits: W_" Dlesz

i

Help

4. Enter the budget code you wish to debit in the Budget code to add field, or you «
click the arrow to the right to select the budget from the Budget List Filtered by
form.

5. The default Amount to debit is set to the same value as the Total amount from ti
Line Item form. After you have entered the budget and verified the Amount to
debit, click Add Budget.

6. Click Close and the amounts will be debited from the budget.

Acq Administration
The followi ng dia |Og box "f‘f Some matenial haz already arived [statusz=partial]
displays: wiould you like ta recard the maternial az having arrived?

7. Click No if you have already recorded the arrival of the volume(s) on an Arrival
Form.

8. This returns you to the General Invoice & Line Items form. Check that there is a
budget associated with the line item.

You can add any additional line items listed on the invoice.

From: 202 Monograph Receipting Manual
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Adding a Line Item for Postage and Debiting the Budget

If there are postage or shipping charges on the invoice you will need to add a line i
the General Invoice that does not have an order number. To add a line item for pos

1. Click Add on the General Invoice & Line Items form.

2. Click Ignore on the Order Number window.
Order Humber

Order number:

|| IEI lgnare

Help

dail,

When you click Ignore, a Line Item form displays which is not associated with an

order:
Line Item |
Refrezh |
Wiews arder |
Order Log |
Vendor code: LS Inweice number: Im— Budgets |
List price: 0.00 (+ Debit € Credi

Met arnount: I 20.00

Added amount: 000

Tatal amaunt: 0.0
Local amount: 0.0
Currency ush
Maote: I Postage

¥ ©rder completely invaiced Cancel

Help

i

3. In the Net amount field enter the postage charges.
Since the postage cost was not encumbered, you must debit it using the Budgets b

4. Click Budgets to display the following form:

From: 202 Monograph Receipting Manual
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Budget List of Invoice ML5 5902 1
||Eludget number | Encfactive Amount | £dd Budget I
il ebit

[elete Bldget

e

|-
Budget code to add: |_~|E|
Armount ba debit: |2IIIUIII—
Percent to debit: Iu—
Invoiced amount: IT
Local amount: IT {
Currancy of invoice: s

Taotal debits: 0,00 Close

g |
Help |

5. Enter the budget code you wish to debit in the Budget code to add field.
Alternatively, you can click the arrow to the right to select the budget from the
Budget List Filtered by form.

6. The default Amount to debit is set to the same value as the Total amount from tl
Line Item form. After you have entered the budget and verified the Amount to
debit, click Add Budget.

7. When you have finished, click Close and the amounts will be debited from the
appropriate budget.

8. The Line Item form displays, which you can close by clicking OK

9. The General Invoice & Line Items form displays, and the line item you have just
entered is listed. Check that there is a budget associated with the line item. Noti
there is not an Order Number.

From: 202 Monograph Receipting Manual
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Correcting Line Item Errors and Duplicates

A line item may need correction in two situations:

A single line item has been created with an error either in amount or budget (in
General Invoice and Line Items window, it does not show any budget OR the
budget that shows is not the correct one).

Duplicate line items have been created, either with or without budgets attached

Line Items With Errors

When a line item has an error in amount or budget, modify the incorrect line item.

Errors in Amount

1.

Highlight the incorrect line item in the General Invoice and Line Items window ar
click Modify.

. Once the Line Item form has displayed, type over the amount in the Total amour

field with zeros.

. Enter the correct amount in the Net amount field.
. Click Refresh, then OK.

Errors in Budget

1.

Highlight the incorrect line item in the General Invoice and Line Iltems window ar
click Modify.

. Once the Line Item form has displayed, click Budgets. The Budget List window

will display.

. If an incorrect budget has been debited, highlight it in the window and click Dele

Budget. (If no budget was debited, skip this step.)

. Place your cursor on the Budget code to add field. If you know the appropriate

budget code, you can simply type it in. If you don't know it, click on the pull-dow
arrow to view the Budget List and add the proper budget from there.

. Back at the Budget List window, click Add Budget.
. Click Close to exit the Budget List window.
. From the Line Item form, click OK to save your changes.

Author: Stacie Traill Approved by ACG 04-03-2003
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Duplicate Line Items Created

In this situation you will need to modify the duplicate line item and create a “fix” lir
item:

1.

Highlight the line item created in error in the General Invoice and Line Items
window and click Modify.

. On the Line Item form, add a note to the Note field that says "error."
. Click OK to save your changes.
. Back at the General Invoice and Line Items window, click Add to create a new lir

item.

. You are prompted to enter an order number.

o

If the error line was attached to an order, enter the same order number and ¢
OK.

If the error line was not attached to an order, click Ignore.

o

. Fill out the new line item as follows:

o

In the Net Amount field, enter the same amount that appears on the error line
° Click the button next to Credit to select it rather than Debit (the default).

o

In the Note field, type "fix line _," supplying the number of the line you are
correcting for.

. If the error line had no budget information attached, stop and enter your line itet

clicking OK. You are done. Otherwise, go to step 8.

. If the error line did have budget information attached, click Budgets.
. The Budget List window will display.

o

If the correct budget code displays in the Budget List, click Close to exit the
Budget List, then click OK to save your changes. You are done.

If no budget code displays in the Budget List, place your cursor on the Budge
code to add field and type in the budget code exactly as it appeared on the e
line. (You can also choose it from the Budget List by clicking on the pull-down
arrow.)

10.Back at the Budget List window, click Add Budget.
11.Click Close to exit the Budget List window.
12.From the Line Item form, click OK to save your changes.

Author: Stacie Traill Approved by ACG 04-03-2003
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Payment Workflow

From arriving workflow ... Payment Workﬂ ow

*For invoice number use, in this order:
1. Vendor’s invoice #.
2. If no invoice #, date on invoice: mmddyyyy.
3. If no date, today’s date.
4. If same vendor sends multiple invoices w/same date, add A, B, C, etc.: 05152002A.

**Processor completes General Invoice tab 1. Invoice only. Highlights:
Select General *Total amount: Enter total amount of invoice.
X X *Rec’d date: Use date stamped on invoice or today.
. Invoice +Shipmt date: Use actual date or accept default of invoice date.
(icon or menu *Note: your initials, deduction info, other free text notes
T
Accounting completes tab 2.Payment, and the following on tab 1:
Select sStatus
Vendor code «Explicit ratio (if needed)

**Line ltem form:

*Net amount
h Select «Number of units
InvoiceN_yes Invoice # - *Order completely invoiced
already § *Debit/Credit
? rom *Use Note to specify what was
drop-down rec’d if multipart, and your
initials.
CompIeFe Click Add to
(vendor Sl display Order
Invoice # No. dialog
' I | Click Close to
On paper invoice: . close invoice
«Circle vendor’s inv # of Click
write date used instead. Ignore l
*Write vendor code in T
upper right. . Y,
«Indicate “new” if you kho On Line Item Invoice\ "®* /"Send paper
vendor code is new. form, enter amt amounts invoice to
T Enter order # in Net amount balance Accounting
Click OK to & click OK & describe
display General ' expensle in Note
Invoice Form Complete Message
' Line Item form] ClltCKc?Udlgets ;:’I;sg!sa%(sy:t
that displays*¥* 0 display Vi
(IZom_pIete gnly ,p Y Budget List balanced...
nvoice tab on . T Close anyway?
General Invoice Click I
T Refresh Select budget
- € ';es code, click
RCf“Ckh Add Budget Click
efres T
T System Yes
calculates i
Click OK to Total amt Click Close to

. close Line Iten]
display Genera
Invoice & Line '

Items Form Click OK to . Cllllcc)k
T return to Gen CF#;rgésd T
Click Add to Inv & Line Iten;

display Order T Modify Genera

i Invoice or Line
Number dialog Click Refresh, | _| ltem(s) as
items to pay on click OK needed
i 2

Last updated 2/6/03

Author: Sue Koelmel
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Creating a General Invoice and Line Items
for Approval Plan Materials (MAC)

Use this procedure to pay for materials received on YBP and other approval plans.

Create a General Invoice for YBP after you have updated the order records,
encumbrances, and item records as needed for each title on the invoice.

Create a General Invoice for other approval plans after you have created bibliog
and order records for each title on the invoice.

Create a General Invoice

Create a General Invoice using one of the following methods:

Click thes
Enter Alt + g then g, or:

button, or:

Click_General invoice then General invoice from the Acquisitions menu.

Select or Create General Invoice

This form will display:

: . Yend de:

Enter the code and the invoice ™% I O
number of the vendor sending : Cancel
. . Irvaice nurmber: I IH

you the invoice.

dll

Help

Alternatively, you can select the vendor code from the Vendor List Filtered by form
clicking the arrow to the right of the Vendor code field. The Vendor List form is
described in more detail in the Monograph Ordering training manual.

On the paper invoice:

Write the vendor code on the upper right corner.

Circle the vendor’s invoice number, or write and circle the date used in the abse
an invoice number.

For invoice number use, in this order:

1. Vendor’s invoice number.

2. If no invoice number, use the date on the invoice in the format mmddyyyy (e.qg.
05152002).

3. If no date on the invoice, use today’s date in the format mmddyyyy.

Authors: Lois Christian and Stacie Traill
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4. If the same vendor sends multiple invoices with the same date, add A, B, C, etc.
invoice number or date. (e.g. 05152002A).

Click OK to display a blank General Invoice form.

Invoice Tab of the General Invoice Form
Fill in the Invoice Tab with the following information:

Type: Usually REG. (Click the arrow to the right of the field for a list of
possibilities.)

Currency: Enter the currency of payment. (Click the arrow to the right of the
field for a list of possibilities.)

Total Amount: Enter the total amount of the invoice.

Invoice date: Enter the date that appears on the invoice in the format mm/dd/y
If there is no date on the invoice, use today. (Click the arrow to tt
right of the field to choose a date from a calendar display.)

Note: Enter notes pertaining to the invoice, such as the number of
deductions. For example: “3 ded”

General Invoice Form E

1. Invoice 2. Payment

0,000000

L ]
Bl
o )
EETTm[
—

Authors: Lois Christian and Stacie Traill
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Click OK to display the General Invoice & Line Items form:

General Invoice & Line ltems: b - YBF/AP

| Field Data

Invaoice Type: REG
Inwnice status: REG
Credit/Debit: o
Currency: UsSD
Met amaunt:

Line Crder Number | Units i Met amount | Total amount | Budgst

Add Line Items
Add line items to the General Invoice|

& Line Items form by clicking Add.

You are prompted to enter the order
number for a line item. Order number.

| lgnore
Working from the paper invoice, ente M —l
the first order number and click OK. Help |

The Line Item form displays and the cursor is in the Net Amount field.

Net Amount: Enter the net amount for the title.
Note: If the title is multi-volume enter the volume information.

Authors: Lois Christian and Stacie Traill
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Line Item

|Ehiblicu;|raphi|: Info

o i
Reminders of invisible light :the art of Beth Ames Swartz / =] Refresh !
Mesw York . Hudson Hills Press, 2002,
Wiew arder 1
[000056331] P 1
| Log

Yendar cade: 3 WORLDWIDE Invaice number: l ca7oag ;!—L—'d_gfts__l

List price: i th.e ' Debit ) Credit

Met amount: ; 5238

Added amount: 0.0
Tatal amount: 000

Lacal amaunt: 000

Murmber af units: ; 1

Currency S0

Mote: i

¥ Order completely invaoiced

Cancal

Help

it

Click OK. A dialog box displays:

Click Yes to automatically record
the arrival of the title.

The General Invoice & Line

Iltems form displays with the new

line item added.

Acq Administration

g . : : :
'\@ whiould vou like to record the maternial az having arrived?

Continue adding any additional line items listed on the invoice in the same way. If t
are postage charges, add a line item for postage using the Ignore button.

When you have finished adding line items, click Close to finish the process.

You will be warned of any
discrepancy in the balance of line
items and the total invoice cost.

This window should only appear if
you have deductions on the invoice

if you have not completed processirg

Acqg Adminiztration

/;@ Invoice not balanced.

Inwoice amaount is -592.87 but total sum of debit lines is -58.88.

Cloze anpwayp 77

for the invoice. (For more detailed

instructions on deductions, refer to “Recording Deductions in the General Invoice.”)

If you have not deducted items, click No and recheck the amounts on the Gener:
Invoice & Line Items form. If any are incorrect, highlight the line item and click

Modify to correct the amount.

If you have deductions on the invoice or it have not completed processing, click

Authors: Lois Christian and Stacie Traill



University of Minnesota Aleph Acquisitions Manual Page 26

Issue Date: 11-07-2002 Invoices, Budgets, and Vendors
Revised Date: Overdrafts
Overdrafts

When the amount in a line item exceeds the amount encumbered for the item plus
amount in the budget’s Free Balance field, an error message is generated when an
is made to enter the line item with OK:

Acq Administration

2

There are other situations in which this error message appears. Take the following .
to verify that this is an overdraft situation:

1. Click No. From the Line Item Form, Click Budgets. The Budget List window will
appear:

Budget List of Invoice PEPPER 12346 1

Budget nurmbier Encfactive Armount

Author: Stacie Traill Approved by ACG 11-07-2002
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2. Enter the Budget Code for the order in the Budget Code to Add field. Then clicl
Budget. If you see the message “Max. over expenditure in budget (budget cod
red at the bottom of the Budget List window, take the following steps:

Budget List of Invoice PEPPER 12346 1

Budget number Encfactive Amount

3251-41-2002 u

——
——
3. Write "OVERDRAFT" and the code for the overspent budget on the paper invoic
the upper right-hand corner, under the Vendor Code.

4. In the Budget Code to Add field, enter the budget code OVERDRAFT-2003. Clic
Add Budget, then click Close.

5. In the Note field on the Line Item form, type in “OVERDRAFT” and the code of t
over-expended budget. (for ex., OVERDRAFT 3251-D-2003)

6. Make sure the rest of the Line Item form is completed as usual. Enter it with Ol
Money from the OVERDRAFT budget will cover the payment for your piece, unt
Accounting staff transfer the payment to the exceeded budget.

7. Send invoice to Accounting as usual. The word "OVERDRAFT" on the paper
invoice will alert them that one or more line items on it are in overdraft status.
will obtain authorization to adjust the exceeded budget record to cover the pa
When the money has been added to the budget record, Accounting staff will ct
the OVERDRAFT budget code to the correct budget code.

Author: Stacie Traill Approved by ACG 11-07-2002
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Recording Returns and Deductions

Occasionally you may need to return and/or deduct the cost of an item from a veno
invoice. In each case, the action must be recorded in the Order Log and the Genere
Invoice. In addition, a letter will need to be sent to the vendor, informing them of th
return and/or deduction.

Recording Returns and Deductions in the Order Log

To record the action in the Order Log, highlight the order in the Order List and click
the Order Log button. The Order Log window will be displayed:

Log of Order 000048587-00201

|
o=
\_&
H

|Date & tirne | Description | Dietails | L=zer | f-‘u:tiu:nri
———————— HEADER. UL ATMO226 002 CORY | Rermowe & ate
0000 &k 20020402 YBPFAP YW --
Wyl 1 % 00120 L1:ace0
L2:
———————— YHNDMOTE  ba;nv=ishn v, 11 COMY —-
00:00 &k (3527301968 --
———————— SOURCE katl CORY -

0000 A -- o
OIY MOTE AN, ==0001==

0000 AR

Action date: I 00,00 /0000 IH
Tranzaction bype: I oa IEI

Log texk:

Close |
[ ms ]

Help

1. Select a Transaction Type. For example, “15 - Returned title/volume to vendor.”

Note: An updated list of transaction types will be created for the switch over to t
Aleph system in summer, 2002.

2. Enter a description of the return or deduction in the Log Text field. Include the
following information:

o

Identify the invoice number.

Authors: 203 Monograph Acq Maintenance Manual, revised by FarihaAppeovwed by ACG 04-03-2003
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o

Describe the action taken. For example, “Returned,” “Deduction,” or “Return
Deduction.”
° Specify the volume or part number, if necessary.

° Identify the reason. For example, “Damaged” or “Invoiced, but not received.”
3. The system will automatically supply today’s date in the Action Date field.

Log of Order 000048587-00201 E

|Date & time |Descriptiu:nn |Details |User |ﬂu:ti|:|ri Add |

Hennaire A.Dalel

———————— YED MOTE  bweanv=isbn w11 COMY -
00:00 A (3527301968 -
-------- SCURCE katl COMY -
00:00 Ak - b
-------- DIY MOTE Ah==0001== COMY -
00:00 &M - =

Action date: I 05,28 /2002 |EI
Transaction bype; I 15 IH

Lowg bext: Invaice na, 123456, Returned v, 3, Damaged.|

Help

Close |
_ e |

Recording Deductions in the General Invoice

Partially Deducting an Invoice

1. Record the reason for deduction in the Order Log, cross-referencing vendor invo
number, e.g, duplicate title/volume, charges deducted from inv#N98321. Refer
“Recording Returns and Deductions in the Order Log” in this manual for details.

2. Write “Ded.” next to the item to be deducted on the vendor’s print invoice.

3. Generate a claim memo explaining the reason for deduction using appropriate C
Format (Letter Type) in Acquisition module. Refer to the “Manual Claiming”
procedures in this manual for more detail.

4. Create a General Invoice, following established procedures.

° Enter the number of deductions and purchase orders in the Note field of the
Invoice tab. For example, “1 ded, PO#56728-1."

Authors: 203 Monograph Acq Maintenance Manual, revised by FarihaAppeovwed by ACG 04-03-2003
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o

Enter the total amount of the vendor’s invoice in the Total Amount field of the
Invoice tab.

5. Add line items to the General Invoice for all volumes/titles, except for the materi
that will be deducted from the invoice.

The following is an example of a General Invoice with one deduction:

General Invoice Form
1. Invoice 1 2. Payrnent 1
Wendor code: | EES

Wendor name: | BLACKWELLS BOOK SERVICES
Refrash
Irnoice number MasITi Refers bo invoice:

Type: REG IEI

Stabus: REG IEI

Cukrency uso IEI Explicit ratio: 0,000000
Met arnount: 0.00 {* Debit " Credi

Shiprient arnount: 0.0 Imvoice date: IWIEI
Overhead amount: 0.0 Received date: 06,106 2002 IEI
Insurance amount: 0.0 Shiprnent date: IWIEI
Dizcount amaounkt: .00 WAT recipient: lilzl
Tokal armount: W WAT percent: 0.00
Local amount: W WAT armount: 0.0

Mate: | ded 1, PO#E7E321-1|

Cancel

==
Help

The Total Amounts for the invoice will appear on the Line Items and General
Invoice Form.

o

The Total Amount of the General Invoice will be copied from the vendor’s
invoice and contain the total cost for all materials.

o

The Total Amount of the Line Items will reflect the deductions from the
vendor’s invoice for returned/deducted materials.
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In the following example, the Total Amount for the General Invoice is $380,
including all materials. After $110 of deductions, the Total Amount for the Line
Iltems is $270, including one deduction.

General Invoice &k Line Items: 1248734 - YBP/AP Ed
|Fie|d Marme: | Field Data | Gen I |
Invoice Type: REG - Drelete Al |
Invoice status: REG
Credit/Debit: D
Currency: USh
Met amaunt: 0.00
Shinment amn it .00 LI
Genetal Invoice Itermns
Total amount: I -380,00 I -270,00
Murnber of line iterns: I 2 Madify

Line Crder Murnber

| Units it Met armournt

| Total amount | Budget |

1 000051233-0010 1
1
2  000051154-0010 1

- 120.00

- 120.00

- 150,00

F318-114-2 ~

Delete
Wiews Order

Order Log

1

Cloze

=] Help

R

6. When deductions have been made from a General Invoice, the following window
will be displayed, because the Total Amount of the General Invoice is greater th:e
the Total Amount of the Line Items. Check to be sure that the amounts are accut
and then click Yes.

Acqg Admimistration

2)

I
[Fvoice not balanced.
[mwaice amount iz 380,00 but total zum of debit ines 1z -270.00.

Cloze armway &7

7. The Library Business Office will pay the vendor the Total Amount of the Line
Iltems, when paying for an invoice with deductions. LBO will send a copy of your
deduction memo/letter to vendor as an explanation for why invoice was partially

Authors: 203 Monograph Acq Maintenance Manual, revised by FarihaAppeovwed by ACG 04-03-2003
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Deducting an Entire Invoice

1. Record the reason for deduction in the Order Log, cross-referencing vendor invo
number (e.g, duplicate title/volume, charges deducted from inv#221865). Refer

“Recording Returns and Deductions in the Order Log” in this manual for details.
2. Write “Ded.” next to the item to be deducted on the vendor’s print invoice.

3. Generate a claim memo explaining the reason for deduction using appropriate C
Format (Letter Type) in Acquisition module. Refer to the “Manual Claiming”

procedures in this manual for more detail.

Note: You will need to send the memo/letter to vendor yourself, explaining the

reason for deduction.

4. Create a General Invoice, following established procedures.

o

(e.g., ded, PO#15420-1)

o

Invoice tab. See example below:

5. Do not add any line items. See example below:

General Invoice Form

Enter code ded and purchase order number in the Note field of the Invoice ta

Enter the total amount of the vendor’s invoice in the Total Amount field of the

Vendor code:
Vendor name:
Invoice number:
Type:

Status:
Currency:

Net amount:

Shipment amount:

Discount amount:
Total amcunt:
Local amount:

Note:

Owerhead amount:

Insurance amount:

| MLS

| MIDWEST LIBRARY SERVICE

221865 Refers to inwoice:
=}

Explicit ratic:
{* Debit
Invoice date:
Received date:
Shipment date:
VAT recipient:
VAT parcent:

VAT amount:

2. Payment

|ooo0000
{ Credit
e )
o
s
—
o
oo

| ded:po#PO#15420-1

Refresh

Cancel

id

Help
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6. After clicking OK, the General Invoice & Line Items screen will display as shown
in example below:

General Invoice & Line ltems: 221865 - MLS

[Field Name | Field Data | Gen Inv
Invoice Type: REG » Dizlete Al
Invoice status: REG
Credit/Debit: D
Currency: UsD
Met amount: 0.00
Shinment amnunt: n.nn i

General Invoice Ttems

Total amount: |-50.03 |0.03

Number of line tems: ]

Line Order Number | Units i Net amount | Total amount | Budget |

b Ll

7. When deduction has been made from a General Invoice, the following window w
be displayed upon Close, because the Total Amount of the General Invoice is
greater than the Total Amount of the Line Items. Check for accuracy (the amoun
Line Items field should be 0), then click Yes.

Acq Administration

:\,‘,I/ Invoice not balanced.
Y &

Invoice amount is -50.00 but total sum of debit lines is 0.00.

Close anyway 77

Yes Mo

8. The Library Business Office will approve the invoice and file vendor invoice with
copy of the explanation memo/letter.

9. Processor will send the original deduction memo/letter with a copy of the invoice
the vendor as an explanation of why the invoice was deducted.

Note: In instances where no vendor code exists for a vendor (i.e. vendor code is a conver
type vendor, D-000456), a new vendor code should be created before an invoice is
deducted.
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Processing Refund and Returned Checks

Refund checks are vendor/publisher checks that are usually sent us in place of crec
memos. Return checks are the University of Minnesota checks that were never cas
publisher/vendor. Returned and Refund checks should be processed in the same rr
as credit memos following steps below:

1. Create a General Invoice using Check# as the invoice number.

2. On the General Invoice, click on Type pull down menu and select RFD (Refund) ¢
RTN (Returned Check) as appropriate.

Enter check amount.
Click on Credit.
Enter check date as the invoice date.

o v s W

Enter original invoice number that the refund/returned check applies to in Note 1
If the original payment was processed in NOTIS, enter NOTIS invoice record num
as well.

7. Click OK and Add line items and process invoice according to standard procedur

General Invoice Form
1. Invoice 1 2. Payrment j
Wendor code: | HARE

Refresh

Wendar name: | HARRASSOWITZ, OTTO

Irnroice nurmber: |12345— Fefers bo imwoice:

Type! [RFD IEI

Skatus: Iﬁ IEI

Currency: IF IEI Explicit ratic: W
Mat armount: W i Dehit * Cradit

Shiprnent amount: 0,00 Irnwoice date: 0§07 {2002 IEI
Crerhead amount: 0,00 Received date: na 2z 2002 IEI
Insurance amounts 0.0 Shiprient date: 03 07 2002 IEI

Discount arnount: 000 WAT recipient: lilzl

Total amount: W WAT percent: .00

Local amount: IW VAT amount: w0

Maote: | Refund to inu#4E673/MNOTIS TNY#E0312L267 =

Help

i

Author: Stacie Traill Approved by ACG 11-07-2002
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Finding and Displaying Budgets

Displaying Budgets

Budget Summaries can be viewed in the Acquisitions module by one of the followin
methods:

Click the menu option Administration / Budgets
With the keyboard, use Alt + a then b.

Click the@ toolbar icon.

A Budget Information screen appears with options for retrieving a Budget Summary

Budget Information

Eudget key:

! 2

{* By budget code

" wildcard search

By budget graup Zancel

L

" Unable ta Find Id BudgetMurnberDlg Checl Help

There are three search options:

By Budget code: Enter the code in the Budget key field, or use the drop dowr
list to select a budget from the Budget List.

Wildcard search: This search allows you to select a group of budgets by
entering a partial budget code and an asterisk. For example
3230-2002 will retrieve all budgets that start with 3230 and
end with -2002.

By budget group: This search allows you to select a group of budgets by
Budget Group, as they have been assigned on the budget
record.
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Enter the search terms in the Budget key field and click OK. A Budget Summary wil

be displayed:

Budget Summary

Open date:

| 07 flun 2001

Eudget code:

| 3220-214-2002

Transactions

Eudget narne: I English
Eudget bype:
‘alid from:

Maxirnurn ower-sncumbrance:

Maxirnurn cwver-expenditure:

I Eudget status:
| 01, lulfzo01 Walid to:

Pririk |

I e Sub-library |

| 30,ur /2002
0.00

0.00

Free balance:

Initial allocation:

Total allacations:
Irvoices [not yet paid): 0.00
Encurnbrances:
Ower-axpenditure:

4%

Crwer-encumbrance! 2656

I 400,24 actual balance:
I 23000,00 Carry-ower
I 2977673 Totkal transfers!

I -625.95

I 4630.19
I FFeT2

0.00

I -25146 54

Irwoices (paid):

Close

em
Help |

The Budget Summary includes the following important fields:

Free balance

Actual balance

Initial allocation
Carryover

Total allocations

Total Transfers

Invoices (not yet paid)

Invoices (paid)

When the free balance is calculated, the encumbrances are
subtracted along with the paid and unpaid invoices, i.e.,

Total allocations - (Invoices + Encumbrances)

When the actual balance is calculated, the paid and unpaid invoices
are subtracted, but not the encumbrances, i.e.,

Total allocations - Invoices

This is the amount that was originally allocated to the budget (i.e., the
sum of all transactions of type ILC - Initial allocation).

This is the amount that was left over in last year's budget and
subsequently credited to this year's budget.

This is the sum of all the above amounts, i.e.,

Initial Allocation + Additional Allocations + Carry Over +
Transfers

This is the sum of all transfers credited to and debited from the
budget.

These are invoices that have been received but not yet been paid
(i.e., the sum of all transactions of type INV - Invoice with a paid
status other than Y - Paid).

These are invoices which have already been paid (i.e., the sum of all
transactions of type INV - Invoice with a paid status of Y - Paid).
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Encumbrances These are orders that have not yet been fully invoiced (i.e., the sum

of all transactions of type ENC - Encumbrance).

Over-expenditure (i.e., This field defines the percentage of the total allocation that has been

Expended) used for expenditure (paid and unpaid invoices). For example, if the
total allocation is $1,000 and the Expenditure is $400, then this field
will be 40%. Note: This field is mislabeled in version 14.2.4 of Aleph.

Over-encumbrance This field defines the percentage of the total allocation that has been
(i.e., Expended + used for Expenditure and Encumbrance. For example, if the total
Encumbered) allocation is $1,000, the Encumbrance is $200 and the Expenditure is

$400, then this field will be 60%. Note: This field is mislabeled in
version 14.2.4 of Aleph.

Budget information can also be viewed in the Acquisitions module in a Budget Bala

display. The Budget Balance is similar to the Budget Summary and is displayed via
Budget List.

To view the Budget Balance, use the drop down arrow on the Budget Information
screen:

Budget Information

Eudget key:

I >

{* By budget code

" wildcard search
By budget graup Zancel

" Unable ta Find Id BudgetMurnberDlg Checl Help

Al
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The Budget List window will be displayed:

Budget List Filtered by TWILS

Enter starting point I

Select

Budget code | Type | Status | Budget-Mame |

3-ECGP-1997 (P European Cammunity / ;l
nion Dept,
3-ECGP-1993 (P European Cammunity /
Union Dept., Ealance
3-ECGP-1999 (P European Cammunity / i
Union DE[:It. Tranzactions
3-BCGR-Z2000 M European Community /
Union Dept.,
F-ECGP-2001 M, Eurapean Community / Eilter ...

Linion Dent, |
European Community /

| 3-ECGP-2002

1.

Keywords

: LInion Dept,
3-EELUROPE-19 M East European Title I
20 Grant
3-EELUROPE-19 M East European Title I
o1 Grant
3-EELUROPE-19 M East European Title I
o2 Grant
J-EKLUMNIZ-19 Ma, ryr-tle Eklund Cancel |
24
J-EKLUMNIZ-19 M2, ryr-tle Eklund Ll Help |

Finding a Budget in the Budget List Window

You can move up and down in the Budget List by using the scroll bar to the right of
window, but this list may be very long. To help in finding the appropriate budget, y«
can type in the first few characters of the Budget Code in the Enter starting point fi
and press Enter to jump to the closest matching entry in the list.

If you do not know the budget code, you can search the Budget List using the keyw
function. Click Keywords or use Alt + k. This displays the Filter by keywords window

You can use an asterisk for truncation of a partial word. The system will search the
external budget, name, and department fields in the budget records for matching
entries.
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Filter list by kevwords |
Enter kepword(s]: IfaShiDn Select |
| Budget code | Type ‘ Status ‘ Sub-lib |
SUSAN-1999
SUSAN-2000 SPE AL
SLISAM4-1939 SPE M
SLISAN4-2000 SPE AL

Cancel

[ Cowd |
=] Help |

Highlight the required entry, then click Select or use Alt + e to return to the Budget

From the Budget List, highlight the desired budget and click the Balance button.

The following display will give you up to the minute balances of a selected budget:

The balance of budget 3220-11A-2002 |
Initial allacation: I 37500.00
CaArEyover I 12364,19
additional allocations: I -2887.23
Transfers: I 0.00
Total allocated: I 4697691
Encumbrances: I -9541.87
Invaices [nok weat paid): I -42 .95
Expended [invoices paid): I -32120,26
Actual balarce: I 13812 .50
Free balance: I 427073
Orar-expenditure: I T
Crrer-encurnbrance: I A%

The Budget Balance includes an Additional Allocations field, which is not included ir
the Budget Summary.

Additional Allocations: This is the sum of all transactions of type “ALC - Regular
Allocations” that have been made to the budget.
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Finding and Displaying Vendor Information

Displaying the Vendor List

Vendor records can be viewed in the Acquisitions module using the Vendor List. The
Vendor List is displayed using one of the following three methods:

Click the@ toolbar icon.

From the main menu, use Alt + a then v.
Click the menu option Administration / Vendors.

The Vendor List will be displayed:

Yendor List E3 |
Sort by, Mew
N Enter ztarting poink
&+ Code I

Duplicate |

Code | Mame | Delete |
AR5 Ambazzador Book Service ;I
A4 Academic Books Address |
ACKME Acme Book, Company
Al Academic Books Sub Lib |
AMER Amenican Yendors e
BLACKWELL Blackwel's
BOOKS Books Inc.
CHI IIniversity of Chicago Press
CRO Croft Houge
EBSCO Ebsco Keyw words |
EDI editest
EWE W H. Everett
FOL F. Delbanco & Co
HUPF Harvard University Press Flas |
HURTIG Hurtig Baoaksellers =
JHUL Jewizh Mational and Univerzitby Librarg
Mé. _ _h-jarylgnd.F'ul:_uli_shing_liu:umpany LI Help |

Vendor records are created and maintained by authorized library staff members. Y
view vendor information in two tabs, the General Information tab and the Account t
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To select a vendor from the Vendor list, highlight and double-click on a specific ven
in the Vendor List. The General Information tab will be displayed:

Yendor Information

1. General Infatrmiation 1 2 Account ]

Opery date; i 021101
Update dake; i o2/11,01

Wendor codei i |

Wendor Edicode: i

Wendor Editypa: i IE

Additional code! I

Mendor name: I

Zontack; I

Wandar. skatist I : 1

Countryd I

Werdor language: i IE

Material bype; I

Mote: I

Cancel

Lo |
Help I

General Information Tab

Open date This is the date that the vendor record was first created. It is
filled in automatically by the system and cannot be
overwritten.

Update date This is the date that the vendor record was last edited. It is
filled in automatically by the system and cannot be
overwritten.

Vendor code The vendor code is the unique code by which the system
identifies the vendor and can be up to 20 alphanumeric
characters.

Additional code This field contains the vendor CUFS number.

Vendor name This is the name of the vendor, as it will appear on the List of
Vendors.
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Contact

Vendor status
Country

Vendor language

Material type

Note

The name, phone number, and fax of the contact person at th
vendor.

AC for active or NA for not active.

This field contains the country in which the vendor is located,
according to the ISO 3166-1 two-letter country codes.

This states the language of correspondence with the vendor.
Only English is used at this time.

This field may specify the type(s) of material that are ordered
from this vendor.

Vendor account numbers and other information may be notec
here.

The Account tab looks like this:

Yendor Information

1. General Information

=]|

1 2. Account %ﬂ

Account no. (M)

Account na, (5

vendor's Bank Accts
Currency 1
Currency 24

Tarms zign!
Delivery 1 (HCQ]_:
Delivery 2 LHC0nt
Dialivery 3 (BT
Delivery 4 [SERT
Erelivery SESERT
Order delivery:

Lekter format:

=

Lizt-Farmat:

=

Mok implemeanted

(=]

sEnm

Account Tab

Account no. (M)
Account no. (S)

T

hdhd

ZUrrenCy 3t

hdbd

Currericy
Terms parcent:
Delivery delay 11
Delivery delay 21
Drelivery dalay 3
Delivery delayw 41

Delivery dalay 5

Letter send method:
List- zend method:

EDT send method:

IR ||

Cancel

el
_ |

Help

Not in use.
Not in use.
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Vendor's Bank Acct
Currency 1-4

Terms sign
Terms percent
Delivery 1-3 (ACQ)

Delivery Delay 1-3

Order Delivery

Letter Format

Letter Send Method

List Format

List Send Method

Not in use.

These are the currencies used by the vendor in which you are
most likely to receive invoices and place orders. Up to four
currencies may be entered. The first currency you enter will k
copied to each order for this vendor as the default currency.
Also, when you register a currency for an invoice, the system
will check to ensure that it is one of the currencies listed here

Not in use.

Not in use.

This field contains the delivery method:
N - Normal
R - Rush
S - Super-rush

For each delivery type, this field indicates the number of day:s
until the order appears on the claim list.

This is the manner by which your library generally sends an
order to this particular vendor.

LI (List)

LE (Single letter)

ED (EDI)
This field contains a default value for letter format for the

ordering unit. A specific value will be chosen on the Order
Form during the ordering process.

This field contains the method for sending orders to the
vendor:

Print
E-mail

This field contains a default value for list format for the
ordering unit. A specific value will be chosen on the Order
Form during the ordering process.

This field contains the method for sending a list of orders to
the vendor:

Print
E-mail

From 201 Monograph Ordering Manual



University of Minnesota Aleph Acquisitions Manual

Issue Date: 05-16-2002

Revised Date:

Page 44
Invoices, Budgets, and Vendors

Finding and Displaying Vendor Information

Viewing the Vendor’s Address(es)

When a vendor record is established in the Aleph system, one or more addresses al
attached to the record.

The Vendor Addresses are displayed by selecting the relevant vendor in the Vendol
and then clicking Address.

Vondor Lt

— Sort by M
' Enter ztarting paint
' Code I
Duplicate |
Code Marmne | Delate |
ARS Ambazzador Book Service ;I
ALA, Academic Books Address |
ACKME Acme Book Comparny
A Acadernic Books Sub Library |
AMER American Wendors
BLACKWELL Blackwell's
BOOES Books Ine.
CHI [driverzity of Chicago Press
CRO Croft Housze
EBSCO Ebzco ey words |
EDI editest
EVE Wi H. Everett
FOL F. Delbanco & Co
HUF Harvard Univerzsity Press Cleaz |
HURTIG Hurtig Book zellers =
JHUL Jewizh Mational and Universite Libran
hd b arwland Publishing Compary ;I Help |

The vendor addresses may include an Order Address, Payment Address, Return Ads
and Claim Address. In the future, an EDI (Electronic Data Interchange) Address may
be included in Aleph vendor records.

Order Address
Claim Address

Payment Address

Return Address

This is the only mandatory address.

If this address is completed, it will be used whenever claims
are dispatched. In the absence of this address, the Order
address will be used instead.

If this address is completed, it will be used whenever paymen
are made. In the absence of this address, the Order address v
be used instead.

If this address is completed, it will be used whenever items ar
returned to the vendor. In the absence of this address, the
Order address will be used instead.
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To view the desired address, click on its tab at the top of the window. The address
underlined tab (i.e., Order Address) will be displayed:

Yendor Addresses E3 :
1. Brder Address 1 2. Claim Address ] 2 Payment &ddress ] 4. Return Addiess. .1
5. EDI Address

Iaret I Academic Press

Address: I EZE E Street Suite 1900

| 5an Diego, Ca 92101

Phaone normber; | 800-894-3434

Fax number | s19-6936250
Erriail} l thechaoice@exlibris-usa.cam @
1P Address: I

Cancel

e
_ |

Help

Each address can contain the following fields:

Name The vendor name from this screen will be used in printed and
e-mailed correspondence.

Address The vendor’s mailing address.

Phone number The vendor’s telephone number.

Fax number The vendor’s fax number.

E-mail If you wish to send orders by e-mail, this field must be

completed. In the absence of an e-mail address, orders will
instead be printed.

IP/URL address The vendor’'s URL may be entered here.
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Using Bibliographic Records
Using Existing Bibliographic Records in Aleph

Searching the OPAC in the Acquisitions Module

In addition to searching in the GUI OPAC for bibliographic records, you may search
records in the Acquisitions module using a selected number of Find or Scan searche

To search by Find commands, you can:

Click Click thﬁ toolbar button.

Use Alt + r then f.

Click the Orders / Get record by Find menu option:
¢ Acquizitions - Version 505.14.2

File Qtilities- =CEW Arivalz: General invoice  Administrs

| T Index | m

L ————

Getrecord by Scan
Cirder purnber
Mew and Cancelled Order Index

Catalog arder

The following search screen will be displayed:

Search for an Administrative Record |

Bibliogr aphic Libs. LIMND1 - LM Bik, [ 308/2002)

Aleph Eib ID

LZ Contral Murber (0107

ISEM (020 a,z 776 z)

ISSH (022 a,y,2 776 x1

Other Sys Chel Mo (035

Authior

Title Cancel

Forrmer Systern ID Help

i
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You may search using eight different types of Find searches:

Aleph Bib ID

LC Control Number
ISBN

ISSN

Other Sys Ctrl No.

Author

Title

Former System ID

This is the unique identifying number assigned to each
bibliographic record in Aleph.

Library of Congress Control Number [MARC 010 field]

International Standard Book Number. This search will retrieve
current ISBNs and cancelled or discontinued ISBNs that are
included in bibliographic records. It will also retrieve ISBNs
from additional Physical Form Entries in the catalog record.
[MARC 020 field, subfields a & z; MARC 776 field, subfield z]

International Standard Serial Number. This search will retrieve
current ISSNs and cancelled or discontinued ISSNs that are
included in bibliographic records. It will also retrieve ISSNs
from Additional Physical Form Entries in the catalog record.
[MARC 022 field, subfields a, y, & z; MARC 776 field,

subfield z]

This search will retrieve unique identifying numbers other thar
the Aleph Bib ID, including, RLIN numbers, OCLC numbers,
and MARCIVE numbers. [MARC 035 field]

This is a keyword author search, including personal names,
corporate names, and conference names in the bibliographic
record. [MARC 100, 110, 111, & 700, 710, 711 fields]

This is a keyword title search, including titles proper, subtitles,
uniform titles, series titles, and variant forms of titles. [MARC
130, 240, 245, 246, 440, 730, 740, 830 and additional title
subfields]

This is the unique identifying number for bibliographic
numbers that were migrated from Lumina into Aleph (i.e., the
Lumina ID).

When more than one record is retrieved by a search, a Brief list will be displayed:
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Brief list
|Title | authar [Call o, |Imprin¥ |1SBM/ISS | Year | seect |
Hearing on HR.,  United TLAWY Washingt 1973 | Wiewe Full
22362, Making States, TALCTA on LS, —l
Appropriation To  Congress. Mfiche GO,
Pay Esther House, Y14/1CIS 19086,
Rousseau for Comrittiee  Hrgs MF
Horses Killed on Indian Gp
upon the Cheyen  Affairs 2--HIn

29-4

St Louis 001650
internal GEM Mosky, 623
medicine / Quarto 1990, ;l Help

Cancel

i

Click Select to view the highlighted bibliographic record and the order list.

&1 Acquisitions - Yersion 505.14.2 [_[5]x]
Elle Utlties Opders  Amivals  General invoice  Administration  Options Window  Help

s o
SEFEEIE R Y
J 5 o Exit]
| Navigation Window for Admin Record No. 3252 S =] =
|Tag | Contents Catalog BIE.
- ] TMNOT - 7166 ISBN 0498078280 — Wiew in QPAC
Author Jepsen, Starley . —_—
Title The gentle giants: the story of draft horses [by] Stanley M. Catalog ADM.
Jopsen. Catalog HOL
Imprint South Brunswick, &. 5. Barnes [1971] i ek
Collation 143 p. illus. 26 cm, Gavizke
£ Order List of Admin Record 3252 - The gentle giants: the story of draft horses [by] Stanley M. Jepsen.
|order no. [ vendor | Sub-lit| Status| Inv St| Arr St| Type| Budget [Local price | # Clair ead
- ad
Dupli
DelE
ErittyE
Ser
Efeun
Ine
e
e o
— -
Ly o
[% [ (X [Exit application [Connected to Seiver [Libiary. TMNS0 - UM Test ADM (14.2.2) 1 [Profie: defaul - User i

To search using the Scan (or Browse) command, you can:

Click th
Use Alt + r then s.

toolbar button.
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Click the Orders / Get record by Scan menu option:

£ Acquisitions - Version 505.14.2

Filz  Utilities

T3 |

BIGEEN Armivals Gereral invoice: Adminizte

{ndex '
Get-re:n::n:nrd by Fird L@‘_

Get record by Scan i
Order number k
Mewand Cancelled Order lndex

Catalog arder

The following search screen will be displayed:

Scan for an Administrative Record

Eibliographic Lk,

Scan Codet

Juratiog - um Bib (3728 72002) =l lchhl
I."—\.UT - Authars 'I Sican Text! I Ful |
e ———
TTL - Titles
SYS - Aleph Eib ID
LTHLR - UM LC/MHLM Call =]
ACCHNG - UM Textual Call
SUDEHC - UM Suboc Call
DEWEY - UM Dewey Call
SHELF - UM Shelfist
Cancel |
[~ b |

You may search using eight different types of Scan (or Browse) searches, by enteril
information in the Scan Text box on the search screen:

AUT

SYS

LCNLM

ACCNO

This search is for authors, in the format Last Name, First Name, Middle
Initial for personal names. This search will also retrieve corporate nam
and conference names used in bibliographic records. [MARC fields 100
110, 111 & 700, 710, 711]

This search is for titles in direct order, omitting initial articles. [MARC
130, 240, 245, 246, 440, 730, 740, 830 fields and additional title subfie

This search will retrieve by Aleph Bib ID, the unique identifying
numbers for bibliographic records in Aleph.

Library of Congress and National Library of Medicine call numbers,
in shelflist order.

Locally assigned call numbers, that follow an accession number schem
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SuUDOC Superintendent of Documents call numbers.
DEWEY Dewey Decimal call numbers.
SHELF This is a comprehensive search of all call number types.

Enter your search in the Scan text box on the search screen. You will retrieve a list
entries in the window. The second entry in the list will be the one that is closest to
search term. See below:

Scan for an Administrative Record

Bibliographic: Lib. ||_|5Mg1 - UM Bibliogr. (0206) d Search I
Scan Code: |T|T Title ;l Scan Test: |pirate] Ful |

#Docs | Ret. | Headings | auth infa. |

Pickwick papers

A pirate looks at fifty

Pizma Khazarzkago evieya ot @ veka: Movie
mateniali po istorii iuzhnoi A ossi wremen lgora
Flague and enclosure: a W anwickshire village in
the zeventeenth century [Clifton-upon-Dunsmorne]
Flanning broadsheet

The Plantaganet prelude

Flay anthology reprint series

Flayscnpt, 12

pleaze kill me

The plebeians rehearze the uprising: a German
tragedy

Flebejer proben den &ufstand

Poemas

FPoemas ezcogidos

Poems

Foesias lincas [de] Tirzo de Molina i Eancel |
| poeti del Movecento | —

| poeti giocosi dell'sté barocca d Help
Lo kiee fin e LU e ot ) |

b S ey R el i RN

Highlight the desired entry and click Full to get the Full view of your record.

Record Number 110889 in Library USMO01: 1 of 1 |
[ |

FiT BE % Brev H u:'u:urd'l
Lo e [F=) [ RSO geeee _I — 2

om AC-003463933 Iext Recard |
005 20000304133719.0

ong 00030201998 r-----000-0-eng-d

1001 la Buffett, Jimmy

24502 |a & pirate looks at fifty

260 |b R andon House |c 1933

a00 & s

CAT la SUEY b 20 |c 20000302 | USMOT |- 0808

CAT la SUZY b 20 |c 20000302 | USMOT b 0808

CAT la TAMI |b 40 | 20000304 | ISHOT |h 1337

Cancel |
|

| Help
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Click Select on this Full View record to open the Order List window and the Navigat
Window in the Acquisitions module for this record. See below:

¢ Acquisitions - Version 505 12 4

Eile  Utilities: Drder Arrivals |numcs Mmlmsu'ahnn ‘Optiohs  Window Help

_-&Ji ' %__]I

| Tag \ Cantents Catalog Bl BIE.
UsmMm - 110863 FMT BE - i ORAC
o8 ‘ 008 00021651949 ¢ 0000engd _l ‘ 4] N ORR |
é OrderList of Admin Record 110873 - A pirate looks at fifty H=]
. c | A St | Ty;té ic HClai Modify

T
Duplicate

Emp M
None M

19.80
SUSA-2000 18.80

e
930031 ABS NE'w

Hone

Delete:

Using an Existing Record

When a bibliographic record can be found in the library catalog, staff members whc
ordering materials can attach new order records to the existing bibliographic recor

The bibliographic record needs to match the specific publisher and edition that is be
ordered.

If an exact match cannot be found in the library catalog, it will be necessary to imp

bibliographic record for the specific publisher and edition, or to create a new recorc
to ordering.
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Creating Bibliographic Records in Acquisitions Module

You can create a brief bibliographic record for a monograph in book format using tt
Catalog Record form. You can activate the form in one of two ways by:

Using Alt + r then c.
Clicking the_Orders / Catalog order menu option:

£ Acquisitions - Yersion 505.14.2
FEile. Litiities

|| Index '
P2l Get-r&:_u:u:urd by Find | Jl
laet record by Scan

Order pumber
Mew and Cancelled Order lndex

i ¢ |

The illustration below shows the Catalog Record form:

el Anivals Gereralinvoice Administra

Catalog Record
IS [[oz0 = I
Author [ 100 =

Title (mandatary) | 2= =

Place | 260 =

Publisher [[2s0 B

Date [[2e0 N

Series [+ a

A nate [mar = Lﬁll
ACQ Mote [acq = Lpl

To create a new record fill in the appropriate fields with enough distinct informatior
ordering.

Click OK and the system will save the record to the server, assigning a system num
the record. Once you have pressed OK the Navigation window and Order List for the
newly cataloged record will appear.

From 201 Monograph Ordering Manual



University of Minnesota Aleph Acquisitions Manual Page 54
Issue Date: 05-20-2002 Ordering
Revised Date: Creating Bibliographic Records in Cataloging Module

Creating Bibliographic Records in Cataloging Module

Create Using Manual Input

1. From the file menu, select New record.
The Choose record format window will
be displayed. cF Computer files

2. Highlight the correct format and click OK. ma ﬂiﬁi

3. The form for the leader will open, 35.:1 ﬁﬂi'fmatenah

containing default values for the chosen | |Mx Mixed materials
format. Edit the fields if needed, and click
OK.

4. The 008 form will be displayed next. Fill ir
the required information and click OK.

Cancel

=l Help

it

5. The system will prompt you with forms to complete the 260 and 300 field
information.

6. You now have a NEW bibliographic record displayed, which contains a leader an
fixed fields, a blank 245, and the 260 and 300 values you filled in. You may add
edit fields as instructed in Cataloging 1. Save the record to the server when cate
is completed.

After creating a bibliographic record in the Cataloging module, you must push it int
Acquisitions module to place an order.

Create Using Templates

Templates have been created for a number of formats and record types, and these
used by anyone cataloging using the University of Minnesota server.

Using a Server Template as a Workform
Click the Open template icon, or choose the option from the E@lmenu.

1
2. Highlight the appropriate template, and click OK.
3. Fill in the leader and fixed field information.

4 Edit the record and save to the server.

After creating a bibliographic record in the Cataloging module, you must push it int
Acquisitions module to place an order.
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Importing and Overlaying Bibliographic Records

What Is Z39.507

Z39.50 is a protocol that allows a client, or local computer, to search a remote com
using a single search interface. Using local search commands, through Z39.50 the :
is translated so that it is understood by the remote machine. Results are sent back
user and displayed in a way the local computer can understand. This operation is
seamless for the user.

The searching of OCLC, RLIN and other bibliographic databases, and importing recc
from those databases in Aleph, uses the Z39.50 protocol. This means that rather th
logging into another catalog, executing a search, and exporting the record into MN«
you will search the utilities within the GUI OPAC. The records will be brought into yc
client, and then pushed into the cataloging module for editing. Once the record has
edited, it is saved to the Aleph server.

Connecting to the Z39.50 Databases

The Z39.50 connections operate as separate Alep BEu=IEm_g ¢ W& L) i

UM LC Authority
Page setup

libraries (databases). Use the “connect to” from tl =7 UM Local oy i

LIM keSH Autharity

OPAC status bar or File menu. Remember, these =" s
S UM Test Bib [TMN)

databases will only be available in the GUI OPAC, “=- v yyreaic sutony
not the individual modules such as Cataloging or ||~ = e eesidens

L Earitral LIk Test MeSH Authority

Acquisitions. e WMTew

UM Test Course Reserve
Once connected, you will have search options sird
those for searching the local bib database. Howeu _., —
some of the searching options will be only applicable to
specific databases.

Importing Records

From your results list, select the record you wish to import by bringing up a full viey
the record. Push the record to cataloging by clicking the Catalog Record icon on the
module toolbar, or selecting the option from the File Menu.
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#2 OPAC - Yersion 505.14.2

File Search Bookmarks Tool Options  Window Help

|#/Docs | call No | author | Title |vear | l
1/62 A Christmas carol 1999 |~ |
252
{1 Record no. 1 out ol [_ O] =]
1. MARC Public V\ew] 2 Catalog Card ] 3. MARC Tags ] 4 Mame Tags ] 5. Print ]
000014245
5";62 Locate |
B,/62 i
/ Main author  Jones, Owen Bennett., &l
7/62 Title Albanians in Kosovo[computer file] iprospects for | |
the future /Ay Owen Bennett Jones,
862 Irnprint [Geneva] @ : UNHCR, 1994,
Series (WRITENET country papers)
Ger. note Cortents: Title from caption {viswed July 11,
20007,
Ger. note Cortents:"October 1994,"
Ertter find query Gen. note Contents 4t head of title: REFWORLD,
I.i Bibliogr, Includes hibliographical references. fo
Jones Subject - Albanians Serbia Kosovo,
_— L.C.
Subject - Minarities Serbia Kosova,
L.C.
Subject - Kosovo (Serbia) Ethnic relations.
L.C.
Subject - Hurnan rights Serbia Kosovo, Close |
L.C. hd ” |
Help

E List of Sets  [SI=] B3

2 [ e

iﬂﬁlalll MHovell-delivere... | Meeting Maker... | @ Eudora Pra

|Cornected to Serve |Libran: EXTOT -

| @ University of Mi...l ¥ Microsoft W'ord...” # OPAC - Vers... &

This will open the cataloging module, if it is not already open. You will then be aske
select the format for the new bibliographic record that will open on your client. Higl
the appropriate format and click OK. This will open the imported record as a NEW*

bibliographic record on your client.

Saving Imported Records to the Server

The current importing configuration requires several steps before an imported reco
be saved to the server:

1. From an imported local record, issue the Duplicate record command from the Fil

menu, or press Ctrl-N.

2. Select the library where the record is to reside and click OK. Until we switch to

production (July 1), choose TMNO1, the Test BIB library.

3. (Records imported from OCLC or RLIN only). From the Edit menu, select Fix
record. From the menu, choose Fix new RLIN records or Fix new OCLC records,
depending on which database the record was imported from. Click OK.

4. Make any other needed editorial changes.

5. Save to the server.
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Overlaying Bibliographic Records

Bibliographic overlay is accomplished by using the Copy Record/Paste Record funct
in the cataloging module. Use overlay to replace an existing record in our database
another record from OCLC or RLIN.

To overlay an existing record in our database with another record from OCLC or RL|

1. Open the record to be overlaid in the cataloging module.
2. In the GUI OPAC, search for full copy in OCLC or RLIN.

a. File > Connect to > OCLC
OR
File > Connect to > RLIN
b. Perform a find search.
Openda full view of the record; choose tab 3 (MARC tags) to view the MARC
record.

3. To select the record for overlay, push to cataloging by clicking the Catalog recor
icon from the OPAC toolbar (or choose Catalog record from the file menu). The
record will be pushed to the cataloging module.

4. Choose record's format, and click OK.
5. Go to the Edit menu, and choose Copy > Copy record (or Ctrl-D).

6. Move your cursor to the record to be overlaid (it should be directly behind the
OCLC/RLIN record you just copied) and highlight it so it becomes active.

7. From the Edit menu, choose Paste > Paste record (or Alt-D). The entire contents
the OCLC/RLIN record will overlay the record.

8. Be sure that you have overlaid the correct record, and that there are no notes o
fields that need to be added back into the record.

9. Perform any necessary editing, and save the overlaid record to the server. The s
number will remain the same, including the connections to orders, invoices, and
record types.

10.The OCLC/RLIN record, which exists as a NEW local record in the EXTO1 library,
can simply be closed, and deleted from your local drive if you wish.

Author: Christine DeZelar-Tiedman
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Z39.50 Searching of OCLC and RLIN Using the Aleph Client

Connecting to RLIN or OCLC
In the GUI OPAC, choose File, Connect to, then RLIN or OCLC.

Reminders
Network traffic is lighter early in the day, so response time is better then.

Currently, you can use only the FIND command (the binocular icon or Search, Fir
from the pulldown menu at the top of the screen) to search OCLC or RLIN. We hz
blanked out the BROWSE pulldown to remind you that Z39.50 browse search res
cannot be used for cataloging. We are working with Ex Libris to correct this prob

You can do standard number, keyword, and left-anchored phrase searches from
FIND pulldown. The descriptions of search types distinguish keyword and left
anchored phrase searches.

Some searches work only on OCLC, and some work only on RLIN. We can define
only one pulldown menu for the searches, so we have noted which searches wor
with which database. See also the comments in the list of available searches bel

Phrase searches are automatically right truncated. Keyword searches are not, n«
they be.

You can choose a search type from the pulldown menu or you can click on the C
tab to use command line searching. Relevant index names for command line
searching are listed under "Index Names for Command Line Searching" below.

Available Searches

Search Comments
All Fields OCLC only. Use only if you're truly desperate.
Author Keywords
Author Phrase Recall high and precision low in RLIN.
Personal Name Phrase Recall high and precision low in RLIN.
Corporate Name Phrase Includes conference names in RLIN.
Conference Name Phrase Includes corporate names in RLIN.

Title Keywords
Title Phrase
Series Title Phrase
ISBN

ISSN

Author: Chris Meyer
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Search Comments
LCCN
Music Publisher Number (028)
OCLC Number (OCLC only)
RLIN Number (RLIN only)

Order of Precedence for Searches

1. If you have a standard number, i.e., ISBN, ISSN, LCCN, or Music Publisher
Number, search using that number. These are always the most efficient searct

2. If you have a reliable title citation, use a title phrase search. Or use a series tit
phrase search, if you suspect the title you have is for the series, rather than th
individual volume in the series.

Use most or all of the title to avoid the "too many truncated words" error mess
OCLC.

3. If you do not have a reliable title citation or a title phrase search yields no resu
you do have a reliable author citation, use an author phrase search.

4. If all else fails, resort to a title keyword search or an author keyword search. U:
most distinctive words you have available to search.

Index Names for Command Line Searching

WANY All Fields (OCLC only) SETTL Series Phrase

WAUT Author Keywords ISBN ISBN

AUT Author Phrase ISSN ISSN

PERS Personal Name Phrase LCCN LCCN

CORP  Corporate Name Phrase MUS Music Publisher Number (028)
CONF Conference Name Phrase OCLC OCLC Number (OCLC only)
WTTL Title Keywords RLIN RLIN Number (RLIN only)

TTL Title Phrase

Limiting by Format
Yes, you can limit searches by bibliographic format. You need to use command line
searching to do so, and you must combine this limit with another search.

Here's how: The index name for format is WFMT for either RLIN or OCLC.

RLIN

The index value to use with the WFMT limit is the leader 06 or 06/07 value(s) for th
format.

Author: Chris Meyer
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For all formats except serials, you only need to use a leader/06 value:

Language material

Notated music

Manuscript notated music
Cartographic material
Manuscript cartographic material

Q S o o 0o 9

Projected medium

Nonmusical sound recording

Musical sound recording
Two-dimensional nonprojectable graphic
Computer file

Kit

Mixed material

- © o 3 ~

Three-dimensional artifact or naturally occurring object

+

Manuscript language material

For serials, use one of the values above plus s, e.g., as, es.

" \ TTL=gone with the wind and WFMT=j
[for records with a title field that begins "gone with the wind" that are mi
— sound recordings]
Example

WTTL=aardvark and WFMT=g
[for records with the word "aardvark" in a title field that are videos, etc.]

TTL=physics letters and WFMT=as
[for records with a title field that begins "physics letters" that are serials!

OCLC
The index value is the OCLC format code:
bks books ser serials
com computer files SCO scores
map maps rec sound recordings
mix mixed materials vis visual materials

Author: Chris Meyer
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@ TTL=gone with the wind and WFMT=rec

[for records with a title field that begins "gone with the wind" that are

= sound recordings]
Example

WTTL=aardvark and WFMT=vis
[for records with the word "aardvark" in a title field that are videos, etc.]

TTL=physics letters and WFMT=ser
[for records with a title field that begins "physics letters" that are serials!

Author: Chris Meyer
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Pushing a Record From the Cataloging Module

When a bibliographic record has been imported from OCLC or RLIN, or created in th
cataloging module, the record will need to be pushed into the Acquisitions module |
place an order.

Pushing means moving a title from one module to another module in the Aleph syst

From the Cataloging module, you can push a record into the Acquisitions module b
using any of the following options:

Clicking the@ toolbar icon.

Using Alt + f then q.
Selecting File then Open Acquisitions record from the main menu.

This will open the Order List window and the Navigation Window in the Acquisitions
module for this record.
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Ordering Monographs
Monograph Order

When a bibliographic record has been found by searching, has been created, or has
pushed into the Acquisitions module, the Order List form is displayed, as shown bel

£ Acquisitions - Yersion 505.14.2
File Utiltiez DOrders  Aurival:  General invoice  Administration Ophions Window  Help

e =5 | Ay W
S EHRI | a
™ Mavigation Window for Admin Record No. 3252 =

|Tag | Contents Catalag BIB.

[+-[H] TMHO1 - 7166 ISBM 0493075280 = View in OFAC

Author Jepsen, Stanley M. —_—

Title The gentle giants: the story of draft horses [by] Stanley M. Catalog ADM

Jepsen, Catalog HOL

Imprint South Brunswick, A. S. Barnes [1971] B

&1 Order List of Admin Record 3252 - The gentle giants: the story of draft horses [by] Stanley M. Jepsen.
|Order no. [ Wendor | Sub-lit| Status| Inv St Arr St | Type| Budget | Local price | # Clair Gy I
- add

Duplicate |

Dplete |

ErintEenzel |

Send |

Encurber |

Livaice |
Arrival | —

Gopies |
E5ims |

4| D
E Y@ |Connected to Server Library: THNGO0 - Uk Test ADM (14.2.2) [T [Profile: default - User  § fh

Because there are currently no orders for this title, the window is empty, but for ev
order that is placed, a new line will appear in the list.

To create the order, you must click the Add button or use Alt + a.

Choosing an Order Type

After choosing to Add an order, you will need to choose one of these order types:

Monograph - A monograph is a one-time order. Orders may be single or multi-part.
multi-part, use the Monograph order type only when the total number of parts is kn

Examples:
One-time monographs - Back volumes
One-time serial orders - Complete monographic sets
Replacements - Specific volumes from a set
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Standing Order - Use standing order for multi-part publications, when the total
number of parts is unknown. Publication of the parts may be irregular.

Examples:

Monographic standing orders
Monographic series on standing order (lrregular)

Serial standing orders (Generally published annually or less frequently, but are
regular)

Electronic resources (Web accessed databases and journals)
Membership and blanket orders

Serial - Use serial for ongoing publications which are published regularly and more
frequently than annuals, and when a publication pattern is expected.

Examples:

Quarterly journals

Monthly or weekly periodicals

Monographs and monograph standing orders will be discussed in the Monograph
Ordering and Monograph Receipting classes.

Serials and Serial standing orders will be discussed during Aleph serial training.

The Order Type - monograph, standing order, or serial - will need to be selected be
placing an order in Aleph.

Order Type [ x| |
Order bype

.......................... Ok

i Standing order

Cancel

Help

Clicking OK displays the Order Form.
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Filling in the Order Form
The Order Form contains three tabbed windows, labelled Order Information, Vendol
and Quantity and Price.

The Order Information tab (first tab) of the Order Form is shown below:

Order Form - Kay Thompson's Eloise at Christmas | % |

Order Information ] Wendor ] Cluantity and Price 1

Dirder number 1: [sso0zz | Cicler status: MNEW 0K |
Order number 2 I— Order number 3; Save Def |
OiderSBNASSN: [ Ordergroup | |Ei Befiesh |
Dpen date: IW Status date: ||:|3,'1 2400

Order date: IW

katerial bppe: IM_ :]
Sub-librany: LSka m

Acguizition method; Ip M

Uzer|D: RI52 g [T Send directly
Llzer narme: IMarShaII, Suzan
Library nate: | s

|
Help |

Order Information Tab

Order number 1 Mandatory. The system will automatically assign an order number based
on the system’s order number counter. Do not override the system
supplied number.

Order number 2 30 character limit. Enter selector’s last name and first initial, if a common
last name.

Example - Johnson, D.

Order number 3 30 character limit. Enter specific audit trail information.
Example - PL480
Order status Mandatory. The following statuses are available:
NEW The order has not yet been processed.
WP Waiting for processing. This is an interim status before an
order has been placed with a vendor.
wWB Waiting for budget confirmation.
Qsv Query before sending order.
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CNB Cancelled, no budget. This status cancels the budget

commitment. If the status is changed to a status that
indicates that the order can be sent (e.g. RSV), the budget
commitment is re-activated.

DNB Delayed, no budget. This status cancels the budget
commitment. If the status is changed to a status that
indicates that the order can be sent (e.g. RSV), the budget
commitment is re-activated.

RSV Ready to send to vendor.

sV Order sent to vendor. When an order slip is printed, the
status is automatically updated to SV.

VC Vendor cancelled order. This status cancels the budget

commitment. If the status is changed to a status that
indicates that the order can be sent (e.g. RSV), the budget
commitment is re-activated.

LC Library cancelled order. This status cancels the budget
commitment. If the status is changed to a status that
indicates that the order can be sent (e.g. RSV), the budget
commitment is re-activated.

CLS Order is closed. If the material arrival status is complete and
the invoice has been paid (payment status is Paid), the
system updates the order status automatically to CLS.

CTI Record closed / Title changed or ceased.
ADR Acquisition decision record.
TOS Toss record.

Order ISBN/ISSN 20 character limit. ISBN or ISSN is automatically transferred from the
bibliographic record. If there are multiple ISBNs, (eg. cloth and
paperback) they appear in the drop-down list and must be selected from

there.

Order group Select the ordering/receiving unit from the drop-down list.

Open date Mandatory. This is the date that the order was initiated and is supplied
automatically by the system.

Order date Mandatory. This is the date that the order was sent to the vendor and is
supplied automatically by the system.

Status date Mandatory. This is the date that the status was last changed and is
supplied automatically by the system.

Material type Select the material type of the item ordered. Examples:
BP Book (Print)
VR Video Recording
SD Sound Recording

Sub-library Mandatory. Enter the sub-library to which the order belongs. The sub-

libraries are displayed in the drop-down list.

Acquisition method Mandatory. Enter the method by which the item is acquired. The
acquisition methods are displayed in the drop down list. Examples:

PU Purchase
Gl Gift
AP Approval
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Borrower ID Optional. Patron notification. If the order is for a specific user, you may

enter the user ID here. A hold request will be placed for this user when
the order type is M. You may select from a list of users by clicking on the
button to the right of the field.

Send directly Do not use.

Borrower name If you have entered a user ID above, the system will automatically fill in
the user name.

Library note Optional. 100 character limit. Enter internal notes about this order.
These notes will appear in a pop-up window when the material is
arrived. Examples include reasons for cancellation or processing
instruction, such as Cat Sep or Show Bibliographer.

Vendor Tab

Click the Vendor tab to enter information about the vendor/publisher, the method f
submitting orders, and claiming.

Order Form - Kay Thompson's Eloise at Christmas x|

Order Information ] “Wendor ] Guantity and Price 1

“endar information:

Wendor code: IABS IEI Save Def

Wendar name: I.-’-'«MB.-’-‘«S SADOR BOOK SERVICE Befresh

ds

Wendor reference: I

Wendar naote: ID:nntact wz if there iz a delay in publication]

Order delivery bpe: ILE m Letter type: ||:|1 }

Delivery type: I""" m Send letter by IF'FHNT b

[ Rush Clair date: | 00/00/0000

[ Batch claiming

Canoel |
ek |

Help

Vendor name Mandatory. After you select a vendor code, the system will automatically
fill in the vendor name.

Vendor reference Optional. 30 character limit. The vendor may have assigned a special
reference number for the material in this order.

Vendor note Optional. 100 character limit. Note or special instruction to vendor,
including vendor account number.

Order delivery type Mandatory. This is the way in which the order is sent to the vendor. By
default, the system will automatically fill in the order delivery type that
appears in the vendor record, although it can be overwritten. Valid Order
delivery types are:
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Letter type

Delivery type

Send method

Claim date

Batch claiming

Rush

LI (List) This option enables all of the orders for a single
vendor to be collated and dispatched to the
vendor as a single communication.

LE (Single letter) Selecting this option results in a single
communication being produced for each order.

This field is mandatory if the Order Delivery type is LE. Choose the
appropriate Letter type for your ordering unit. For a complete list of
Letter Types, use the drop down list for Letter Type in the Vendor Tab
of the Order Form.

Examples of Letter Types

01 Area Studies Monographs
07 Humanities Monographs
14 Magrath/Itasca Library

Mandatory. This is the method by which the vendor will send the
material to you. This field will display the first Delivery type from the
vendor record, but another Delivery type can be selected, if it has been
established in the vendor record.

This field is mandatory if the Order delivery type is LE. Use Print, until
E-mail has been activated for the vendor. FTP is not yet implemented.

If left blank, Aleph will calculate the Claim date based upon the Delivery
type field and the corresponding Delivery delay from the Vendor record.
A specific Claim date can also be chosen from the drop down calendar.

This field should be checked, unless the order is for a gift or approval.
When the Batch Claiming field has a check mark, claim letters are
automatically printed via the Claim Report and Letters.

Optional. If this is a rush order, check the box. A Rush note will appear
in a pop-up window when the material is arrived.

Note: The Vendor tab for monograph standing orders contains additional information, whi

discussed in the “Ordering a Monograph Standing Order” section of this manual.
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Quantity and Price Tab

Order Form - Kay Thompson's Eloise at Christmas | % |

Order Information

Order quantity:

Mumber of units:

—

] Wendor ]

Cluantity and Price 1

Save Defml

Unit price: |1 700 Total price:; |5-| o — |
Gluantity note: I
¥ Create ltem Records [temn collection: I B

E ztimated price:
Currency:
Ligt Price;
Termsz zign [+/-] |+_

Final Price:

USD |H
[ 51.00

|55_-| i Local price:

Termsz percent;

[o

Frice note: I

Encumber budget; I

Ei LCancel

Help

i

Number of units
Unit price
Total price

Quantity note

Create Iltem
Records

Item collection

Currency

List Price

Mandatory. Always enter “1."”
Enter the total price for the order.
Do not enter a value in this field. The system will fill in the Total price.

100 character limit. Enter “1.” Do not order more than one copy on a
single order. If your order is multi-part, describe the order in this field.
For example, “V. 1-3,” or “Book + CD-ROM.”

Usually this box is checked and the system will automatically create an
item record for each unit ordered. The item record will display the order
information in the Web OPAC.

Uncheck this box for staff copies and for multi-volume orders that are
known to be “Cat Seps.”

For multi-part orders and monograph standing orders it will be necessary
to create item records manually.

Mandatory. Enter the Item collection code for the title, or click the arrow
to the right of the field to choose from a list.

Mandatory. Select the currency in which you will be invoiced by the
vendor. The first currency defined in the vendor record will be entered as
the default, but it can be overwritten if required. Only currencies that
have been assigned to the vendor in the vendor record can be used

here, and only these currencies are displayed in the drop down list.

Do not enter. The system will fill in the List price.
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Terms sign & Do not use.
percent
Final price The system will fill in the Final price.
Local price The system will calculate the Local price in U.S. dollars, based upon the

Currency ratios.
Price note 100 character limit.

Encumber budget Enter the budget code in this field. To choose a budget from a list, click
on the button to the right of the Encumber Budget field.

If you need to encumber more than one budget, do not fill in this field.
Instead, use the Encumber button on the Order List. Refer to
“Encumbering via the Encumber Button” for details.

Saving the Order

Click Refresh before saving the order. This will allow you to review your work before
saving.

When you have finished filling in the Order Form and clicked Refresh, click OK to sa
the order. If there are any problems with the order, a red error message will appeal
bottom of the form (perhaps stating that a mandatory field has not been filled in), &
will need to correct the problem before you can save the record.

Order Form - Grendel [by] John Gardner. Hustrated by Emil Antonucci

Order Infarmation ] Wendor ] [uantity and Price 1

Wendor information:

Yendor code; || IEI

Save Def
Wendor name: I
|

e

“Wendor reference: Refrezh

Yendor note:; I

Order delivery type: ILE IEI Letter type: IDD ’
Delivery type: I,.{-.' IEI Send letier by |F'F|INT ’

I Rush Clairn date: | 00/00/0000

v Batch claiming

LCaneel |
_tior |

Ireealid wendor code. Help

Please note that at this stage the order has not been sent to the vendor, so its statt
NEW.
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Sending the Order to a Vendor

After the Order Form has been created and saved, click the Send button on the Orc
List window to send the order to the vendor.

& Acquisitions - Yersion 505.14.2

Utilities  Opders  Amivals  General invoice  Administration  Options  Window  Help

RS e 330 A

ra Navigation Window for Admin Record No. 3510169 _|c=
[Tag | Contents Catalog BIB,
) UMNOT - 2127893 15BN 0283073349(pkk.) = Wiew in oPAC
Author Barker, Ronnie, 1929-
Tithe ‘sl I ever wrote' : the complete works / Ronnis Barker ; Catalog ADM
el e bante
&7 Order List of Admin Record 3510169 - “All | ever wrote’ - the complete works / Ronnie Barker ; edited by Bob McCabe.
|order no. | wendor | Sub-ib | Status | Inv St | A St | Type | Budgset | Local price | # Clair | Madify
003510169-0 EVERET None MNone M 3260-114-200 22.03 0000 u add
0101 T g 2 —
Cuplicate
Dalste
Brint/fCancel
Send
Encumber
Invoice
Rrrival
Capies
Claims
Order Log
-
< | _'l_I
Sl |Cornected to Server [Library: UMNS0 - LIM ADM [14.2.4] [UMN! [Profile: defaul - User Fiia)

The order will be sent according to the Order Delivery Type and the Letter Send
Method specified in the Vendor record.

After the order has been sent to the vendor, the order Status will change from New

- Sent to Vendor in the Order Form. You can view the updated order Status in the
Order List window.

& Acquisitions - Yersion 505.14.2

File  Utiities Orders  Amivals General invoice  Administration  Options  Window Help

S fRoe 53R

m Navigation Window for Admin Record No. 3510169 | [c=
|Tag | Contents Catalog BIB.
-] UMNOT - 2127993 15BN 0283073343(pbk. ) = Wiew in QPAC
Author Barker, Ronnie, 1929- —_—
Title ‘A1l T ever wrote' : the complete works / Ronnie Barker ; Catzlog ADM
[order no. |wendor | Subeib [ Status [Irv St [ & St | Type | Budget |Local price | # Clairr | Modify
003510169-0 EVERET TWIL NEW Mone MNone M 3260-114-200 22,18 0000 u add
0101 T g8 2
Duplicate
Delete
BrintfCancel
Send
Ercuriber
Inveice
Agrival
Capies
Claims
Order Log
S
q | _>l_I
[ ] |Comnected to Server [Libiary: UMM - LI ADM [14.2 4] [UMNE [Profile: defaul - User i@
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Creating Item Records Automatically

Monographs

In addition to information regarding quantity and price, the Quantity and Price tab
contains a box labelled Create Item Records.

When this box is checked, an item record will be created automatically at the time
order is created. The default setting in Aleph is for the box to be checked and for at
record to be created automatically.

The item record is necessary in Aleph to display the new order in the Web OPAC.

Multi-Part Monographs

For multi-part Monograph type orders, it will be necessary to modify the Descriptior
field in the item record.

From the Order List, click Copies. Then click Modify from the Items List.

Items for Order 3705250-1
|Sub Lib, | Collection | Description | B-C | Status | ew |
Duplicate |

Delete |

iew |

Circ. Summary |

Closs |

=l Help |

When the item form is displayed, enter the volume and/or date information in the
Description field:
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fonFom |

General Information | j 2, izemeral Imformation (2:] 3. Serial Information ] 4, Serial Levels ]

Barcode: I BZE
Sub-library: IFIH Sawe defaults |
Collection: I SEM IH Circ Hiskary |
Call Murnber Type: I_IH I- Ternporary Location Reefresh |
Call Murnber: I EI

2nd Call Mumber Typa: I—IH

2nd Call Murnber : I B

Copy number: I n

Enum.level 1 [a)(vol) I

Enurnilevel.2 (B I

Description: I W.1-3 EI
Material bype: IBp—
Ttern status: IDI—IH
Itern process status: IOR— ’
Huol Link: Iu—ﬂ

Cancel |
_ e |

Help

Monograph Standing Orders
For monograph Standing Orders, it will be necessary to create item records manual

Encumbering the Order to a Budget

There are two methods of encumbering an order to a budget, via the Order Form al
the Encumber button on the Order List.

Encumbering via the Order Form

Enter the budget code in the Encumber budget field of the Order Form at the time
are creating the order, unless you are splitting the order between two or more buds

On the Order Form, you can either enter the budget code directly, or you can click
drop-down button to the right of this field to display the Budget list Filtered by form
This form is described in the Overview of Aleph Budgets, Vendors, and Currencies.

If you try to encumber against an inactive budget (with status NA), you will not be ¢
to save the record. The system will indicate that the budget is inactive in red letter
bottom of the Order Form.
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Similar messages will be displayed if you try to over-encumber a budget (beyond tt
over-encumbrance level set) or encumber to a budget outside of the valid date ran

Note: If you do not enter a budget code in the Encumber budget field of the Order Form,
cannot go back to fill in this field. Then you must encumber using the Encumber bu
in the Order List.

Encumbering via the Encumber Button

If you wish to encumber a single order to multiple budgets, you need to commit it v
Encumber button on the Order List. You can also use this method to commit to a sir
budget (although you may find the previously detailed method easier).

Encumbrances for Order 003510637-00101

ThIS fO rm iS d|5p|ayed When ||Eludget nurmber |En|:,ff-‘u:tive ArmoLint Adld|Budget
you click the Encumber button. 2| Encumber

[Delete Budaget

A

To add the first budget to the
list, enter the budget code in tF
Budget code to add field.
Alternatively, you can click the
drop-down menu button to
select the budget from the
Budget List Filtered by form.

id
Budget code to add: |—E
You will notice that the default | encumbrance: [wom |
encumbrance value is set to thi encumbrance percent: D
same value as the estimated C( cuimated cost o arder: EC
of the order. Local cost of arder:
Currency of order: UsD

Total encumbrance: 0,00 Cloze

e

Help
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Encumbrances for Order 003510637-00101

You can overwrite the value in | [[Budget number

| Encfactive Amount

the Encumbrance field based
on how much you wish to
encumber to this particular
budget.

OR

You can add a percentage in th
Encumbrance percent: field to
automatically change the
amount in the Encumbrance
field. In the example below, the
insertion of 50% changes the
amount in the Encumbrance
field to $50.00:

Budget code ta add:
Encurnbranice!
Encurmbrance percent:
Estimated cost of order:
Local cost of arder:
Currency of order:

Total encumnbrance:

=

[~
[eomman ]
I S0
[
[wom
[wom

UsD

0.00

Encumbrances for Order 00:3510637-00101

Add Budget

Enearter

il

[elete Budmet

Cloze

Help

Jié

Click the Add Budget button or | [Eudget number

| Encfactive AmoLnt

use Alt + a to encumber the 3230-114-2002
first budget (SUSAN-2000).

The value in the Encumbrance
field now reflects the difference
in the Estimated cost of order
and the Total encumbrance so
far:

Budget cade to add:
Encumbrance!
Encumbrance percent:
Estimated cost of arder:
Local cost af order:
Currency of order:

Total encumbrance:
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To encumber the remaining
amount to another budget, ent
the budget code in the Budget
code to add: field, and then
click the Add Budget button.

When the Total Encumbrance
matches the Estimated cost of
order (which was taken from
the Final price in the order
record), the Encumbrance is
set to zero.

Enc/(Active Amt)

The Enc/(Active Amt) column displays the Encumbrance Sum, broken down into twc

parts:

Enc is the original encumbrance amount that is based on the estimated price on

Order Form.

(Active Amt) is difference between the original encumbrance amount and the an
on the invoice. This difference is referred to as the Active Amount. (The Active
Amount automatically becomes zero when the invoice is registered as "complete

Note: After you have clicked Add Budget and encumbered an_amount, do not click the

Encumbrances for Order 003510637-00101 E

||Eludget nurnber

| Encfactive Amount

 Add Budget |

3230-11A-2002

3230-11A-2002

Budget code ta add:
Encurnbranice!
Encurmbrance percent:
Estimated cost of order:
Local cost of arder:
Currency of order:

Total encumnbrance:

Encumber |

Delete Budget

50,00 {50,007

i

[~
[z )]
0.00
|—|D
[ww
[ww

UsD

I 100.00

Cloze

_ g |
Help |

Encumber button. Click Close to complete the encumbrance.

Display of a Multi-Part Encumbrance in the Order List

When viewing the Order List window for a multi-part encumbrance, we are alerted 1
this order (ORDER-28) is encumbered to multiple budgets by the presence of an ast

in the Budget column as seen below:
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¢ Order List of Admin Record 48168 - Kay Thompson's Eloise at Christmastime

Add |

D gﬁliéalg |
Delete |
Erint#i:ancel- |
B |
Encumber |
Invoice: |
Arival |
Cg_b;es |
;I_alm_s |
Dider Log |

| Order no. ‘ Yendar | Status | I St | A St |Type| Budget Lacal price | #Claims‘

| ORDER-25

[&]

SUSAN-2000- 11220

_vl‘ Help |
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Monograph Order Workflow

Search GUI OPAC & push
record to acq module for
complex searches.

Order
not placed

Monograph Order Workflow

Receive
order
request

Search
Aleph acq

Yes

module
T

Bib
record

Search
resource
files

l

Access
cat module

Import

Complete templat
to create bib recor

on desktop
T

record (need
detail on
process)

Order form tabs:
*Order Info
*Vendor

Save record
to server

Push to
acq module

Display
order list off
adm recd

Click Add
to create
order

Select
order type

Monograph
T

Order form

Create
vendor
record*

*For auditing purposes,
vendor records should
not be created by
anyone involved w/

Select
vendor
code

record

ordering or invoice
creation or approval.

Click

ComF_"e_te Can override defaults
remaining | pased on choices in
fields vendor record
Click Refresh System
check for calculates
accuracy price
I
initiated, syst
Click OK creates item
Click Send of
Order List
Print order
if needed

displays

*Quantity & Price

Last updated 4/19/02

Author: Sue Koelmel

or e-mail

Order sent to
vendor via mall

Copies on
Order List

Select item
from Item
list that
displays

[

Item form
displays

Modify Descriptio

on Item form to
reflect order scop|
for public display

e.g., v.1-3

Click
Refresh

Click

Update

g
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Placing a Monographic Standing Order

Vendor Tab

When you choose Standing Order as the order type and fill in the Order Form, the
information in the Vendor Tab differs from the Monograph order type.

Order Form - An international history of the Yietnam War / R_.B. Smith.

1, Order Information ] 2. Yendor ] 2, Quantity and Price ]

Wendaor information:

Wendar cade: | BCABK/CONT El Sawe Def |
Wendor narne: | ACADEMIC BOOK CENTER |

Refresh

Wendaor reference: I

Wendar note: I

Order delivery bype: I LE ’ Letter bypa: I 01 )
Drelivery bype: I S ; Send letter byt I PRIMT ;
[ Rush

Iax, arrival days: 260

Subscription start: I 00/00/0000 IEI Subscription end: I 00000000 }
Budget cycle: I 1 Renewal date: I 11032002 ’

Cancel

=
Help |

The Vendor Tab includes:

Max. Arrivals Days For Standing Orders, this is the maximum number of days that
may elapse since you received the last volume. If you have not
yet received any volumes, then this is the maximum number of
days that may elapse since you sent the order to the vendor.

For initial standing orders, enter 120 for domestic orders, 180 for foreign orders. W
the first piece arrives, change to 360.

Note: This field is used in the Claim Report for Standing Orders.

Subscription start: Generally, this field will not be used for monograph standing
orders.

Subscription end: Generally, this field will not be used for monograph standing
orders.

From 201 Monograph Ordering Manual



University of Minnesota Aleph Acquisitions Manual

Issue Date: 05-16-2002
Revised Date:

Page 80
Ordering
Monographic Standing Order

Budget cycle:

Renewal date:

Creating an Item Record Manually

This defines the cycle of annual budgets that will be encumber
for the subscription. Enter “1” as the budget cycle, which mear
that the budget will be encumbered annually.

Generally, this field will not be used for monograph standing

orders.

When placing a monograph standing order, you will need to create an item record.
item record will cause the ordering information to display in the Web OPAC and will

describe the volumes that are on order.

Note:

When choosing the Standing Order Order Type, the option to Create Item Records

automatically is not available on the Order Form.

From the Order List window, highlight the appropriate order and click the Copies

button.

Item Form

General Information [ j *, aereral Imformation (2:] 2, Serial ImForrnation ]

Barcode:

Sub-library:
Collection:

Call Hurnber Type:
Call Humber:

2nd Call Mumber Type:
2nd Call Murnber:
Copy rumber:

Enumn lewvel .1 [al(val)
Erurmlewvel 2 [B]
Crescription:

Material bype:

Itern skabus:

Itern process skabus:

Hal Lirk:

|

—
-
D

I_ Ternporary Location

4, Serial Lewels \l
Update
Save defaults

it Histaty,

Refrash

A

|
D

bl

|
| 0

D]

| v.21 and future

| EP IEl
C—
| or )
IU—

Cancel

Help

i

When creating items manually, enter the item information as described below:
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ltem Form

The General Information tab is shown in the illustration above. When ordering, the
following fields need to be filled in:

Barcode:

Sub-library:
Collection:

Description:

Material type:

ltem status:

Mandatory. This number is supplied by the system when the
item is created automatically. If you leave this field blank, the
system will insert a barcode when you click Refresh or Update.

Mandatory: The sub-library will be entered from the Order
Form.

Enter the code for the appropriate collection or click the drop-
down menu button to choose from a list.

Enter the initial volume and/or date for the standing order,
followed by the phrase “and future.” For example, “V. 1 and
future” or “2001 and future.”

Mandatory. Enter the code for the material type or click the
drop-down menu button to choose from a list.

Mandatory. Enter the code 01 - Regular Loan for the item
status.

Iltem process statusMandatory. Enter the code OR - On Order for the Item

Hol Link:

Process status.

Automatic. Holding record number will be entered by the systel
when the holding record is created.
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Monographic Standing Order Workflow

Monographic Standing Order Workflow

*Search GUI OPAC & pughSearch
record to acq module fqrAleph acq
complex searches. module*

Bib
record

Yes

Search
resource
files

Access
cat module

Complete
Order Info|

tab
T

Complete
Vendor
tab

Select
vendor
code

Order form
fields default
based on vendg
record

Set claim

interval in

Max. arrival

days field
T

Subscription start]
and Subscription
end are optional

only complete if y

want to specify

date(s) to vendor.

**For auditing
purposes, vendor
records should not|
be created by staff
who order or creat
or approve invoice

Have vendqr
record
created**

Can override
defaults based
on choices in
vendor record

Complete
Budget cycle field
to define cycle fq

future budgets to
encumbered for
subscr: 1=annua
2=biennial, etc,

bs

Complete template
to create bib recofrd
on desktop
Import Bave record
record to server
(need '
detail on| Push to
process) Bcg module
T
: Display
order list pf
adm recd
T
Click Add
to creatq
order
T
Select
order type
Standing
order
T
Order form tabs:
*Order Info Order form
*Vendor ) displays
*Quantity & Price

Last updated 4/10/02

Author: Sue Koelmel

Leave
Renewal
date blank
T

Complete

Qty & Pric
tab

U

Click
Refresh,
check for
accuracy

I

Click OK

Click
Send on
Order List

Print orde
if needed

Click
Copies on
Order List

Iltem form|
displays

Complete
Iltem form

These fields in
Tab 1 are required:

-Collectioh

*Description: Enter order scope, e.g.,
v.1 and future, for public display.
*Material type

*ltem status: Use default***

eltem process status

*Holdings: leave default value.

**NEED TO TEST TO ENSURE THAT
ITEM STATUS DEFAULTS BASED ON
SUBLIBRARY & COLLECTION

Click
Refresh
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Ordering Serials

Placing a Membership Order

Searching for or Creating Record in Aleph

Search organization name in Acquisition module or GUI OPAC using AUT index sear
If a membership record is found, click Add in Order List window in Acquisition modu
to create an order record.

Creating Bibliographic Record

If a membership record is not found in the system, create a bibliographic record in
Cataloging module using a template.

Complete the following fields:

° 110 20 |a Name of society/organization

° 245 10 |a <Membership>

° 260 00 |a Place of publication and |b publisher

° 730 1 |a First title on membership |g (MnU)bib record# of first title

° 730 1 |a Second title on membership |g (MnU)bib record# of second titl

° STA |a SUPPRESS
u# Catalog - Version 505.14.2 - [Library THNO1 - Format SE - System Number 54792 - NEW366.MRC]
|W) File Libraries Edit Search |mport Records Options  Window Help = |
¥asgijddss sy i
teader LDR _  _ ~oeny nas~m22 534500
Status S ~ & SUPPRESS
Lontrol Mo. 001 000054787
Date and Time 005 _ _ 20020320152350.0
Fixed Data oos _ 0203125200277 "7 A Ay B 000~0"eng~d
Corporate Vame 110 20 a Serials Studies Association
Main Fitle 245 10 a =Membership>,
dmprint 260 _  a Minneapalis, Mn :
b University of Minnesota,
o 2002-,
A.E. Uniform 71 730 1 & Serials processing journal
g (MnUIS47a3
ALE. Unitorm 1! 730 1 & Serials Studies Association
T Annual report
g (MnUYS4794
AE. Unitorm 1! 730 1 a Serials pricing miscellaneus publications
g {MnUIS47as
Owinar OWH _  a GLOBAL
[& [0 () [STA/-: Status [Cannected to Server [Library: UMNDT - UM Bib [3/28/2002] (U [Prafile: default - User s}

Save record on server

Push record to Acquisition module and proceed to place order
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Creating a Membership Order (Payment) Record
Click on Add button to create a new order
On the Order Type window, select Standing Order, O Type order

Complete necessary fields following ordering procedures. Especially make sure
correct codes are used in the following fields:

° Sub Library
° Acquisition Method
° Order Number 3, Type in MEMBERSHIP

Example:

&1 Acquisitions - Version 505.14.2

File Uliiies Dders Arivals Generalinvoice Administiation Oplions Window Help

- 1234 =] . &
ra Navigation Window for Admin Record No. 54792 =] B =

[Tag | Contents Catalog BIB.

- ] TMNOT - 54752 ALthar Serials Shudies Association - View in opac
Title =Membership:. —_—
Trviprint Minneapaolis, Mn @ University of Minnesota, 2002-, Catalog ADM.
Added Enfry  Serials processing journal (MnU)S4753 P —
Added Entry  Serials Studies Association Annual report (MRLNS4794 | e

Added Entry - Serials pricing miscellaneus publications (MAU)S4735 Sl
Ttems
Fieauisticns
L
Circulation
Active Triggers i
Updste ADM.

|

[® & | |Connected to Server Library: TMH50 - UM Test ADM [14.2.2) (T [Profile: default - User
Order Form - <Membership>. E
1. Order Information ] 2. Yendor ] 3. Quantity and Price ]

Order number 1:

4792 Order skabus: I b= |H o I
Ordar number 2; | JOHNSOM P Order number 3: | MEMEERSHIP Sawe Def |

Order 1SBM/ISSM; I :l Order group: |SR}SR |L| Refrezh |
Refresl

Open date: I 20,Mar 2002 Status date: I 20/Mar 2002

Order date: I 20,Mar f2002

Material bype: ISp |H

Sub-library: TSTAF

Acquisition method:

I MP :l
Borrower ID: I :l [ Send diractly

Borrower Mame;

Library nate: Cancal

Help

it
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Complete Tabs 2 and 3 and click Refresh button to review record.
Click OK.
Click_Send button on the Order List window to send order to vendor.
Note: You may choose to print a purchase order at your own printer, so that you can prov

list of titles that you are expected on the membership on the purchase order to be :
vendor.

Create Order Records for Titles that are Expected on
Membership

Search and find first title that is expected to be received on membership in
Acquisition module, GUI OPAC, or create a bibliographic record in Cataloging
module.

Create order record in Acquisition module following ordering procedures for seri
The following exceptions will apply when completing fields in Order form:

Order Status Change to SV to suppress printing of purchase order.
Order Number 2 Type in selector's last name.

Order Number 3 Type in mem=<Membership PAYMENT record number>.
Acquisition method Select code RM.

Tab 2 - Unit Price Enter O.
Unit Price

Tab 2 - Quantity noténter subscription start date/volume number.

Encumber budget
Click OK.

Order Form - Serials processing journal.

1. Order Informaticn ] 2 “endor \I 3. Quantity and Price \I

Ferew Gty Sl |T|E ITI
Order number 2: [Gonmsone | Grder number 30 [ TEr=s4752-1

Sawe
Srder ISEM/ISSM: Srder group:
| :I | sr/sr » Refresh |

order number 1:

Cpen date: I 20 Mar 2002 Status date: [ 2omar 200z
Order date: [ Zoimaarfeooz

Material bype: ISD |H
Sub-library: I—T"“'DR : I
Acquisition method: I RI : I

Brorrower (=N | : I I =end directly

Library note: I Mewe title; SEMD TS CATALOGER

In
w
2
il
EX

Iz
i
T
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Order Form - Serials processing journal.
1. Order Information \| 2. Wendor 2. Quantity and Price \|
rdar quantity:
Murnbar of units: [~ Sawe Def |
Uit price: o Total price: Eefresh |
Quantity noke; | W.1Zimo. 1 (Z002] -
Estirmated price:
Currency: UsD |E|
List Price: [ooo
Terms sign [+/-3: [ Terms percen t: .00
Firal Price: 0.00 L] (rilaze [aoo
Price mote: [
Encumber budget: [Fesareoz IEI &
_ww |

Create Subscription record following standard procedures.

Create item record and change Item Processing Status to On Order.

Search and find second title and repeat all steps above.

Create subscription record only if using Subscription (S) Type order.

Example:

Subszcription Information Form

1. Subscription info [1] 1

Sub-library: IEI
From date: |12J"':'1f2':":'1 ﬂ
To date: |':'1J"':'1f2':'25 ﬂ

Itern status:

—
-

Callection:

Call Murber Type:

2. Subscription info [2]

Set as Default

Call Murnber: |

2nd Call Hurnber Type:

2nd Call Humber: |

Vendor code:

Order o

Vendor arder no.: |
Delivery bype:

Hal Lirk.:

Update

Create Mew

Primk

Ui

Fefresh

Cancel

i

Help

]
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Search, find/create third title expected on this membership and repeat steps ab
create order and subscriptions records as needed.

Examples:

& Acquisitions - Version 505.14.2 - [Order List of Admin Record 54794 - Annual report.]
Al File Utiities Opders Amivals Generalinvoice  Administration  Options  Window  Help = |ﬁ'|£|

RS = T30 A

|Order no. | Wendar | Sub-lit|Status [Inv 5t [ Arr St | Type| Budget [Local price | # Clain Modify I
S4704-1 ERSCO  TWILS SV Mone  Mone 0 3335-21 0.00 oooo [ Add
Duplicate |
Delete |
BrirtfCancel |
Send |
By |

Invoice |
Arrival |
Copies |
Claims |
o |

order Log

E s [Connected to Server Library: TMNSO - Uk Test ADM [14.2.2) [T Profile: default - User ] fitt

Record for a standing order type title using O Type Order

Order Form - Serials pricing miscellaneous publications.

1. Order Information ] 2 Wendor ] 3. Quantity and Price ]
Crder number 1: Crrder status: I oy |EI ok
Crder number 2: I JOHMSOM P Crder number 3: I MEM=54792-1 Save Def |

Order ISEMJISSH:

:

Order group: I SRSE |L| Refrach |
Open date: | 20,Mar 2002 Status date: | 20/tar fz002
Crder date: I 20, Mar f2002

Sub-library: I TWILS : |

Acquisition methad: R

Material bype:

?l

Eorrower 10! [ send directly

Borrower Marne:

Library note: Cancel

I
I

Help
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Placing a One-Time Serial Order

Request to order replacement, back volume or a single volume of a serial has been
received from CDM or unit library. Before placing the order, verify the following:

There are no open orders in system for this volume/issue.
Volume/issue is truly missing/wanted.

Volume/issue can not be claimed.

If order is still needed after verifying above, proceed to order the volume/issue.

Create the Order

1. Search the catalog and display the bibliographic record for the title to be ordere
This can be done in the GUI OPAC (Staff Search) or any of the modules.

o

If there isn’t a bibliographic record in the catalog, use the Cataloging module
search the utilities and import a record.

If a record cannot be found in the utilities, create a bibliographic record in the
Cataloging module by using the serials acquisitions template. Save the recort
the server.

2. Once a record has been found or created, push it to the Acquisitions module. Th
Order List window will open. The screen will be empty if there are no orders alre
associated with the title. Check to make sure a monograph order for sub-
library/collection does not already exist.

3. Create a new order by clicking Add.

4. Select the order type - Monograph. Monograph orders are referred to as M type
orders.

Use M type orders for:

o

One time serial orders

o

Replacements

o

Back volumes
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5. Complete fields below as follows:

Order Information Tab

Order Number 3: Replacement
Back Volume
PL480
Vendor Tab
Check the Batch Claiming box.
Vendor Note: Enter vendor account number and any special

instructions to the vendor you want printed on the
purchase order.

Quantity and Price Tab

Number of Units: 1
Quantity Note: Enter volume(s)/issue(s) wanted.

Create Item Records: Check.

This is only done for single shot volumes. When the box
is checked, an item record will automatically be created
with an Item processing status of Order Initiated. The
Iltem processing status is important because it displays
to the public in the Web OPAC.

Encumber Budget

6. Click Refresh, review record, and click OK.

7. Send the order to the vendor manually by clicking Send or in batches via a repol
When the order is sent to the vendor, the Item processing status on the Item rec
will automatically be changed to On Order by the system.

8. The item(s) created for this order need to be updated. To access the item recorc
click Copies.

Select an item record and click Modify to update item record(s) with volume/issue numbe
description in General Information Tab.

From: 301 Serials Ordering Procedures
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One-Time Serial Order Workflow

Serials Workflow: One-Time Order

Search GUI OPAC & push
record to acq module for]
complex searches.

Order
not placed

Receive
order
request

Search
Aleph acq
module

Bib
record
ound

No

resource
files

Leave Create
item records

checked

De-select
Create item
records box

(For clear public display do not create item
records for back volume or replacement
orders. Do create them for new titles.)

Create *For auditing purposes,

vendor vendor records should
* not be created by

record anyone involved w/

Select

record

ordering or invoice
creation or approval.

Comp_le_te Can override defaults
remaining | pased on choices in
cat module fields vendor record
I
T
Click
Complete templat Click Refresh, System — | Copieson
to create bib recor check for calculates Order List
Import on desktop accuracy price T
record (nee T ' -
detail on Order initiated Select item
process) Save record Click OK system creates iten from Item
to server ecd if checked, orgér list that
T displays
T
Push to
acq rlnodule Iltem form
- Click Send o displays
Display Order List T
order list of
adm recd ' b der” Modify Descriptio
T on orger on Item form to
- Print order reflect order scope
(égccﬁ:adt: if needed for public display],
order T e.g., v.1-3
T T
Multipart~s>
Select ultipar .
: Click
order type new title?
Refresh
Monolgraph No |
Order form tabs:
<Order Info Order form Order sent to Click
«Vendor displays vendor via ma | Update
*Quantity & Price or e-mail
Last updated 7/24/02

Author: Sue Koelmel
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Placing a Serials Standing Order

Request for a standing order has been received from selector. You will need the
following information to proceed with ordering:

Title

Budget/fund

Sub-library and collection

Vol. standing order begins with

You may need to obtain price information using acquisition tools or vendor resource
available to you. Whenever possible, use a major vendor based on your library’s
guidelines.

Create the Order

1. Search the catalog and display the bibliographic record for the title to be ordere
This can be done in the GUI OPAC (Staff Search) or any of the modules.

o

If there isn’t a bibliographic record in the catalog, use the Cataloging module
search the utilities and import a record.

If a record cannot be found in the utilities, create a bibliographic record in the
Cataloging module by using the serials acquisitions template. Save the recort
the server.

2. Once a record has been found or created, push it to the Acquisitions module. Th
Order List window will open. The screen will be empty if there are no orders alre
associated with the title. If there are orders listed, check that a standing order fc
library/collection does not already exist.

3. Create a new order by clicking Add.

4. Select the order type - Standing order. Standing orders are referred to as O type
orders.

Use O type order for:

o

Serial standing orders (generally published annually or less frequent, but are
regular)

Monographic series on standing order (irregular)
Electronic resources (web accessed databases and journals)
Memberships and blanket orders

From: 301 Serials Ordering Procedures



University of Minnesota Aleph Acquisitions Manual Page 92
Issue Date: 05-13-2002 Ordering
Revised Date: Serials Standing Order

5. Fill out the three tabs of the order form.

Order Information Tab
Order Number 2:  Selector’s last name
Order Number 3: BLANKET ORDER (used on blanket order payment)
BL=<blanket order payment reocrd PO>

COLLECTIVE (to be used on payment record for main
title, e.g. when part B of a title is received on the basis of
part A of the title where part A is the payment record or
main title)

CONSORTIA

MEMBERSHIP (used on membership payment record)
MEM=<membership payment record PO#>

PAID COLLECT=<PO# of main title>

PL480

Library Note: Enter notes pertaining to order/title treatment (e.g., New
title; send to cataloging).

Vendor Tab
Vendor Reference: Enter title/subscription id
Subscription start:
Subscription end: 01/01/2025

Vendor Note: Enter vendor account number and any special instructions
to vendor you want printed on purchase order.

Quantity and Price Tab
Number of Units: 1

Quantity Note: Enter volume(s)/issue(s) order starts with and all future
issues (e.g. v.13:no.1 and all future volumes).

Encumber Budget

6. Click Refresh, review record and click OK.
7. Send the order to the vendor manually by clicking Send or in batches via a repol
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Create an Item Record

8. An item record needs to be created in order to display order status in OPAC. Clic
Copies to create an item record. Complete the following fields on the first tab of

Iltem record:

Sub-library - Material type (See “Aleph Codes
and Lists” for values.)

Collection -+ Item status (See “Aleph Codes and
Lists” for values.)

Enum. levels 1 - Item processing status: On Order

Enum. level 2 - Hol link*

Description: <v.#>: <(date)> and all
future volumes

*Hol link: If the sub-library that the order is for already has a holdings record, the item
be linked to it from this field. If a new holdings record is needed, leave this fie
empty.
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Serials Standing Order Workflow

Serials Workflow: Standing Order

Order
not placed

Order forn
displays

=

Complets
Order Infq
tab
I

Completd
Vendor
tab

**For auditing
purposes, vendor
records should not be|
created by staff who
order or create or

Search approve invoices.
resource
files No |Have vendar
I record
created**

create bib reco

No Select
vendor
Access code
cat module T
Complete Can override
template to defaults based

o

based on

on choices in

Click
Send on
Order List

I

Print ordef
if needed

I

Click
Copies on
Order List

l

Item form
displays

I

Complete
Item form|.

These fields in Tab 1 are required:
*Collection

*Description: Enter order scope,
eJg.,

v.1 and future, for public display.
*Material type

ltem status: Use default***

eItem process status

*Holdings: leave default value.

***NEED TO TEST TO ENSURE
THAT ITEM STATUS DEFAULTS
BASED ON SUBLIBRARY &
COLLECTION

Click
Refresh

on desktop vendor vendor record
T record
Import
I;ecoréj Save record
nee to server|
detail on . Compledte
process) remainder
Push to of form
lacq module I
T
- Click
3'59:3)’ ) Refresh,
order list ¢ check forl
Order form highlights: adm recd
*Ord no.2: selector’s last T accuracy
name, initial - I
«Library note: processing Click Add
instructions, pops up on| to create Click OK
arrival order
*Vendor note: acct# T
*Subscription start/end:
can be blank, but if starf  Select ) O‘r‘der
date is used, end is order typg initiated,
required. Set end for Standing order statug
12/31/2025. order New

*Budget cycle: 1

*Renewal date: Leave blank unless SONA (standing

order not accepted).
*# of units: always 1

or e-mail

*Quantity note: order scope, e.g., v.1 & future vols.

Last updated 4/16/02

Author: Sue Koelmel
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Placing a Subscription Order

A request for a serial order has been received from a selector. You will need the
following information to proceed with ordering:

Title

Budget/fund

Sub-library and collection
Vol. subscription begins with

You may need to obtain price information using acquisition tools or vendor resource
available to you. Whenever possible, use a major vendor based on your library’s
guidelines.

Create the Order

1.

Search the catalog and display the bibliographic record for the title to be ordere
This can be done in the GUI OPAC (staff search) or any of the modules.

o

If there isn’t a bibliographic record in the catalog, use the Cataloging module
search the utilities and import a record.

If a record cannot be found in the utilities, create a bibliographic record in the
Cataloging module by using the serials acquisitions template. Save the recore
the server.

. Once a record has been located, push it to the Acquisitions module. The Order L

window will open. The screen may be empty if there are no orders associated wi
title. Check to make sure a subscription order for sub-library/collection does not
already exist.

. Create a new order by clicking Add.
. Select the order type - Serial. Serial orders are referred to as S type orders.

Use S type order for regularly published periodicals that are expected to have
publication pattern. These titles are generally published more frequently than or
year.

. Fill out the three tabs of the order form:

Order Information Tab

Order Number 2: <selector’s initials>
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Order Number 3: BL=<blanket order payment record PO#>
MEM=<membership payment record PO>
CONSORTIA
PAID COLLECT=<PO# of main title>
PL480
Library note: Enter notes pertaining to order/title treatment (e.g., New

title; send to cataloging).

Vendor Tab

Vendor Note: Enter vendor account number and any special
instructions to the vendor you want printed on the
purchase order.

Vendor Reference:  Enter title/subscription id
Subscription start:
Subscription end: 01/01/2025

Quantity and Price Tab
Number of Units: 1

Quantity Note: Enter volume(s)/issue(s) order starts with and all future
issues (e.g. v.13:no0.1 and all future volumes).

Encumber Budget

6. Click Refresh, review record and click OK.

7. Send the order to the vendor manually by clicking Send or in batches via a repol

Create a Subscription Record

1. To create a Subscription Record for a serial order, select the correct order from-
Order List window of the Acquisitions module and click Copies. The subscription
record form will pop up. Each S order should have a subscription record associat

with it.

2. Some of the fields in the Subscription record will automatically be populated bas
on information from the order. The Subscription record also can be created in th

Serials module, but less information is automatically generated.
3. The following fields in Tabs 1 and 2 should be completed:

Sub-library: System supplied from the order.
From Date: System supplied from the order.
To Date: System supplied from the order.
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Collection:
ltem status:

Hol Link:
Send Claims:

Check-in Note:

Select from the drop-down menu.

Select the circulation/loan values for the item. (See “Codes
and Lists” for values.)

See note on Hol Link.

This box should be checked. You must enter values in all
four claim fields. The First claim is the number of days that
you expect it will take from an issue’s publication date until
your library receives the issue. The following claim fields
should be set at the number of days to wait between previol
and subsequent claims. (Refer to the Subscription Record
Frequency Table in “Aleph Codes and Lists” for appropriate
values.)

Enter processing information you want displayed when
arriving issues.

4. Click Refresh, review record, and click Update.

Create an Item Record
An item record needs to be created in order to display order status in OPAC.

1. From Acquisition module, push record to Items module. Click Add or Duplicate if
there are other items on the Items List window.

2.

Hol link:

Complete the following fields on the first tab of the Item record:

Sub-library
Collection
Enum. level 1
Enum. level 2
Description

Material type

Iltem status

Iltem processing status: On Order
Hol link: See note_on Hol Link.

If the sub-library that the order is for already has a holdings record, the item
be linked to it from this field. If a new holdings record is needed, leave this fie

empty.
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Subscription Order Workflow

Serials Workflow: Subscription Order

Create subscription record:
Order forn -
— : Click
displays )
play — | Copies on
T Order List
Complete ' Subscription Info f highlights:
Order Info Subscriptiop >uPscription nfo form highlights:
*From date: Accept system-
tab . In_fo form supplied default. Affects publ.
I ;?J:r?éjsdégn\?endor displays pattern.
Complete| records should ndt - To date: Us.e 2022.
Complete| °ltem status: Use default.
Vendor talj be created by staff P *Send claims: First claim date
ho order or cregte |Subscriptiop :
T w ? N Info f currently defaults from vendor
Or approve InvoIces. n 0, orm record & cannot be overridden.
No|Have vendadr *Check-in note: Will pop up at
record Click check-in.
Search R
efresh,
resource created click Update
files T
! Select Click Items to
vendor push recd to
Order code items module
not placed T :
No .
A Can override (;I:i;( Note: ltem record will be
ccess defaults based created here so that order
cat module based on on choices in ' displays to the public. Item
j vendor vendor record record will be deleted by
record Complete| cataloger before publication
Complete t_empla e Item form| pattern is created.
to create bib record
on d,eSktOp Complete These fields in Tab 1 are required:
remainde -Colleqtlo_n
Import Save record of form +Description: Enter order scope, e.g.,
v.1 and future, for public display.
record to server| I *Material type
(negd i Click sltem status:Accept default.*
detail on Push to Refresh *Item process status: Change to OR
process) lacq module check f(;r *Holdings: leave default value.
*NEED TO TEST TO ENSURE THAT
T
accuracy ITEM STATUS DEFAULTS BASED ON
Display I SUBLIBRARY & COLLECTION
order list pf
Order form highlights: adm recd Click OK On Tab 2, enter order# to link to item.
*Ord no.2: selector’s las
name, initial - . System
eLibrary note: as needed Click Add Click supplies
t Refresh PP
«Vendor ref: subscrititle [DFO Create efres
*Vendor note: acct# order T
*Subscription start/end: '
can be blank, but if start Click Send Click
date is used, end is Select on Order
required. Set end for | order typp List Update
12/31/2025. Serial | T
*Budget cycle: 1
*Renewal date: Use if invoice needs to be cIaimeqﬂ;rint orde

or title needs to be reordered each year. .
«# of units: Always 1. (Place only 1 subscription p('afrneeded
order.)
*Quantity note: order scope, e.g., v.23:n0.2 & future
vols.

Last updated 7/24/02
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Order Form Defaults

Saving Defaults

When you create orders, you often enter much of the same information for all or m
your orders. To save re-keying this information, the Save Def button can be used tc
record certain information and automatically insert it into the Order Form when yot
create new order records.

To save this default information, simply fill in an Order Form with all the data you w
to save as default, and then click the Save Def button. The next time you open an (
Form, this data will be inserted for you.

The following fields can be saved by the Save Def button, for automatic insertion in
other orders:

Order status - Library note
Order number 3 - Vendor code
Order group - Rush

Material type - Batch claiming
Sub-library - Number of units
Acquisition method - Unit price

User ID - Quantity note
Send directly - Price note

When the Vendor code is inserted, the following default values are taken from the \
record:

Vendor name
Order delivery type
Letter type
Delivery type

Send method
Currency

Terms
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Removing Defaults

To remove defaults you have previously saved on the Order Form:

1. Click File or Alt+F to display the File menu.

2. Click Delete Order Defaults. Alternatively, hold down the [Shift] key and tap the
"D" key until Delete Order Defaults is highlighted, then tap the [Enter] key.

Your defaults on the Order Form should then be cleared.

From 201 Monograph Ordering Manual and AlephFAQs
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Monographs

Arriving Single Part Items

Searching and Retrieving the Order Record

When materials are received at the library, search first by title to retrieve the order
record. A title search will allow you to check for duplicate orders or titles in the syst

When you have retrieved the Order List for the materials you have received, match
Order Number that appears in the Order List with the information on the vendor’s
invoice. If no order number appears on the vendor’s invoice, or if the order number
incorrect, write the Aleph Order Number on the vendor’s invoice. You will need this
number later when you initiate payment for the title.

Arrival List

Access the Arrival List by highlighting the appropriate order on the Order List windc
and clicking Arrival or by using Alt + r. In the example below, no items have yet be
received, so the list is empty:

Arrival List of Order 82

Mo, units ordered: I z Mo, units repaorted: I 0 d

fadify

;I [relata

Brririk

[Mo. units arrived | &rrival date | Note

o [l

Close

b

Help

Adding an Arrival

One or more items can be registered as having arrived by clicking the Add button t
display the Arrival Form.
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If the relevant order has a Libra R GG e x|

Note or the Rush box has been
checked on the Order Form, a
dialog box will display before th
Arrival Form is displayed:

Arrival Form

Marshall, Susan:
Fashion tips to avoid

[000022581]

o2/11/2001 =]
[z o]

Click the Order Log button to check for any special processing notes. This is especi:
important for converted order records. Click OK on the Order Log screen to return t
the Arrival Form.

The fields available on the Arrival Form are:

No. units ordered: This information is filled in automatically by the system anc
cannot be overwritten.

No. units reported: This is the number of units that have been reported as
having arrived so far. This information is filled in
automatically by the system and cannot be overwritten.
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No. units arrived: Enter the number of units that have just arrived. By default

this value will be taken from the Order Form (from the
Number of units field on the Quantity & Price tab).

Shipment date: Optional. Enter the date on which the vendor dispatched th
items to you.

Arrival date: Enter the date on which you received the items. By default,
the system will have inserted today’s date.

Note: 46 character limit. You may enter a note about the materia

received. For example, enter “Book + CD” or enter the
volume number of the materials received. This will display
on the Arrival List of Order window.

Order Completely By default the box is checked. If all of the items for this
Arrived: order have arrived accept the default. If you expect more
units to arrive, uncheck the box by clicking on it.

To save the changes, click OK on the Arrival Form. The Arrival List window will be
displayed with the new arrival information:

Arrival List of Order 82 x|
Mo, units grder_’ed; I z M, units reported: I 2 Add

_|ND. units arrived | Arrival date | Note |

0z2/11/01 Cielate |

Brririt

.

Cloze

=1 Help

i

Click Close. The Order List will be refreshed to show the current status of arrival (in
this case Complete):

& Order List of Admin Record 32581 - Fashion tips to avoid _|Ofx
lOrder no. | Wendor | Sub-lit| Status| Inv St| &rr St | Typ | Budget [Local price [ # Clair Modify I

79 B&T HLINC MEW  Mone  MNone M SUSAN-2001  52.00 oooo = Add

80 B&T KUPT S¥  Cmp  Mone M SUSAN-2001 5200 0000

N Duplicate
81 B&T XEDU Sv Pl Cmp M SUSAN-2001  52.00 0000 i
o2 i WSCI SV Cmp M SUSAN-2001 5200 [Ziag print/Cancel

SUSAN-2001

0032581-6
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As soon as the order is arrived, the Item Process Status will also be updated, from “
Order” to “In Process.”

See the section Multi-Volume and Monograph Standing Order Arrivals and
Invoicing for special instructions on adding an arrival and updating or creating an it
record for multi-volume and monographic standing orders.

Modifying the Arrival

If you make a mistake on the Arrival Form, or you later discover that one of the iter
was damaged and needs to be returned, you can redisplay the Arrival List by clickir
Arrival button on the Order List after selecting the relevant order entry.

Acq Adminiztration |

If you previously registered all items as having _ _
arrived, you will be prompted to confirm that y @ Bire716 Elesze) B =
want to continue:

Yes
After clicking Yes, the Arrival List will be displayed:

Mo units ordered: I 2 Mo, units reported: I 2

INo. units arrived | arrival date | Naote |

0211401

Close

i

T

Modify the arrival by highlighting the entry and clicking the Modify button.

The Arrival form will appear, and you can make the appropriate changes. In the exs
below, we changed the number of units received (as one was damaged). We also a

note and removed the checkmark from the Complete arrival field, as we expect the
vendor to send a replacement:
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Eﬁﬁval Form

rarshall, Susan:
Fashion tips to avoid

[000032581]

0z/11,/01

0zfiL/zo00 =)
Pages were upside down on 1 copy

The entry in the Order List, however, will still display an arrival status of Complete:
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& Order List of Admin Record 32581 - Fashion tips to avoid

] BaT YLNC MEW  None  Mare SUSEN-2001 5200 0000
BaT XUPT Sv  Cmp  Mome M SUSAN-ZO001 5200 0000
N
81 BaT YEDU SV PH Cmp M SUSAN-2001  52.00 0000
C
52 =3 %S [=3Y]

Mone  Cmp M SUSAM-2001 52,00 0000
MNone Cmp M SUSAW-2001  52.00

We have to change this by highlighting the entry in the Order List, clicking the Mod
button and removing the checkmark from the Arrival status complete field on the C
Form. (You may also want to change the order status):

Order Form - Fashion to avoid

Please rush this processing of this order

Save the changes on the Order Form by clicking OK. The Order List will correctly sh
the Partial arrival status:

& Order List of Admin Record 32581 - Fashion tips to avoid

SUSAN-2001
SUSAN-2001

hone

| D032581-6
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Arriving Multi-Volume and Monograph Standing Orders

There are some differences in receiving and initiating payment for multi-volume an
monograph standing orders. These differences are noted below.

Note: To record arrivals on a standing order when a decision has been made to catalog tt
volumes separately, use the “Arriving Cat Seps on Standing Orders” procedure in tk
manual.

Check the Order Log

Check the Order Log to confirm that the volume in hand is not a duplicate. The Ord
Log contains receipt information from prior to the conversion to Aleph:

1. From the Order List click the Order Log button.
2. Scroll down the Order Log looking for volumes with a Description RCPT.

Log of Order 000020903-00601
Date & time | Description | Details |User | Actior pidd
-------- SCOPE 001 B M L3:rrusi COMY - &) | e A.Datel
00:00 Apa L4:clsd FC:i032592-21 -
Fyv:01,/02 2000-

12/Dec/200 RCPT B0270:Brother,can you COMY  —--——-

1 00:00 AR spare a dime? --

12/Dec/200 RCPT 20587 :Eric,E. :Shadow  CONY  ———--

100:00 AR catcher -

12/Dec/200  RCPT 20502 udith, . :Seaso COMY -

100:00 A n's promise -

12/Dec/200 RCPT 20595 :George, G, Tell  CONy 2047 ;l

Action date: I {0,fo0 /0000 IEI
Tranzaction type: I ili] IH

Log text:

Cloze

Help

iz

3. Click Close to return to the Order List.
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Modify the Order Form
If this is the first piece received on the standing order you will need to adjust the M.
Arrival Days on the Order Form:
1. Highlight your order on the Order List and click Modify.
2. Open the Vendor Tab in the Order Form by clicking on the tab.

3. Change the Max. arrival days to 360 and click OK to return to the Order List. Thi:
will change the number of days until the item appears on the Standing Order cla
report.

Adding an Arrival

After verifying that the volume is not a duplicate:

1. Click Arrival from the Order List.

2. If the arrival is for more than one volume, change the No. units arrived field to
reflect the number of volumes which have arrived.

3. In the Note field of the Arrival Form enter the volume(s) which have arrived (e.g.
6). If the volume is not numbered, you can enter a brief title (up to 46 character:
(Notice that the Order completely arrived box is gray, and cannot be modified.)

4. Click OK.
5. A dialog box appears, asking if you want to continue. Click Yes.

Acq Administration I
E; 1 Unitg reported cover 1 units ardered,
* but complete arrival iz set to WO,

Continue?y
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6. The Arrival List redisplays with your arrival entered, specifying the volume
information.

Amival Ligt of Order 000003291-00101

Mo, units ordered: ! 1 Mo, units reported: I 1

MNo. units arived | Arrival date Mote |

Close |
=i Help |

7. Click Close to return to the Order List.

Update or Manually Create an Item Record
If this is the first piece received on a standing order or multi-volume order, it will be
necessary to modify the Description field in the Item Form.
1. From the Order List, click Copies.
2. From the Items List, click Modify

3. When the Item Form is displayed, change the description to reflect the volume y
have in hand. Only one volume per Item Form should be recorded. If you have
multiple volumes you must create new Items for each volume.

4. Check the Item Processing Status and change to IP — In Process, if necessary.
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T

General Information [ j 2, Gerneral Information (2:] 3, Serial Infarmation ] 4, Serial Levels ]

Earcode: I
Sub-library: IFB Save defaults |
Callection: IGEN—|EI it Histary, |
Call Hurnber Type: |—|E| [~ Temparary Location Fafrash |
Call Murnber: I EI

2rd Call Hurnber Type: |—|E|

2nd Call Humber: I E

Copy number:

Erurndevel 1 [allwal)

|
|
Ernumevel.2 (b) I
Description: I

Material bype: I ER |H
Ibern stabus: I 01 |E|
Itern process shatus: I P )
Hal Link.: I 0

Help

Cancel |
_ e |

5. Click Update to save the changes you made.

After the initial volume has been received, for each additional volume it will be nec
to create a new ltem.

From the Order List click Copies.

Then, if there are no items on the Item List, create a new ltem:
1. From the Item List click New.
2. Fill in the following fields on the Item Form:

Collection: Enter the code for the appropriate collection or click the
arrow to the right to choose from a list.

Description: Enter the volume number of the piece in hand.

Material type: Enter the code for the material type or click the arrow to

the right to choose from a list.
Iltem status: Enter the code 01 — Regular Loan for the item status.
Iltem Process status:Enter the code IP — In Process

3. Click Update to save your changes and create the new Item.
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If there are items on the Item List, click Duplicate. This will copy information fror
the existing Items.

1. Change the Description field to reflect the volume in hand.
2. Click Update to save your changes and create the new Item.
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Monograph Arrival Workflow

Monograph Arrival Workflow

Order(s)
arrive with
invoice

Link converted
item to order:

From Order List

open Order Form

Press Ctrl/C to
copy highlighted
order number

Click Cancel tq
close Order Form

From Navigatign
Window,
click Iltems

From Item List

Search
database for
each order

click Modify to] —

Click Full, the
Select to vie
Order List

Write order #
on invoice
if not there

g

highlight item
click Modify

In Item Form tab 1

Type & change Iten
Status to 01

In tab 2 Order
Number, presd

Ctrl/V to
paste in order @#

Click
Update

Return to
Acq module

enter correct Materia

Click Order
Log to view|
any special
instructiong

For ongoing order

move Order Log
info to appropriaf
place(s) as neede

[eNN()

Close
Order Log

Arrive each item:

From

— Order List,

Click Arrival

l

On Arrival

List, click Add

l

Complete

Arrival Form

Specify vol(s
in Note

l

Click OK,
click Close

Standing
or multipart

Click Copies
to manually
update or
create item

Click New Click
to create Modify to
item update item
I I
Update Desft
Complete .
5 fielas | | needed §
in Item Process
Form Status

Yes

Last updated 7/22/02

Author: Sue Koelmel

|

Create
additional

records as
necessary

item

Click Refresh
click Update

Close the
Order List
that displaysg

Pay invoice:

Select General
invoice
(icon or menu)

To Payment Workflow
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Different Title or Edition Received (Monographic Order)

In some situations when the piece shipped from the vendor is different from what w
ordered, such as a revised edition, the decision is made to keep the piece. (Refer t«
“Recording Returns and Deductions” in this manual if the piece will not be kept.)

Follow these procedures to accept the different piece, depending on the situation:

Case 1 We decide to accept the piece in fulfillment of the order, and there are no
orders, items, or holdings linked to the order’s bibliographic record.

Case 2 We decide to accept the piece in fulfillment of the order, but there are oth
orders, items, or holdings linked to the order’s bibliographic record.

Case 3 We accept the piece shipped, but still wish to receive the exact item order
(i.e., order is not fulfilled).

Piece Fulfills Order, Nothing Else Linked to Bib

If there are no other orders, items, or holdings linked to this order’s bibliographic re
the record may be overlaid or revised to match the actual piece.

1. Overlay or revise record to match the piece:

o

To overlay the record, follow the directions for “Overlaying Bibliographic
Records” in this manual.

If no copy suitable for overlaying the record is found, revise the bibliographic
record to match the piece.

2. Open the Order Log in the Acquisitions Module. Enter a note into the log describi
the situation with the order.

@ Iltem ordered was actually 2nd edition, received 3rd; accepting 3rd in

2 fulfillment of order; updating bibliographic record to match 3rd edition
Example

3. Arrive and pay for the piece as you would with any routine order.

Piece Fulfills Order, Other Records Linked to Bib

If there are any other orders, items, or holdings linked to this order's bibliographic
record, the existing record cannot be revised or overlaid. Instead, a new bibliograpl
record must be created for the piece, and the Order Form and Item Record will thel
moved to the new record.

Author: Beth Wolszon Approved by ACG 04-03-2003
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Note: The drag-and-drop process described below can only be performed by a person in
work area with Level 3 security access.

1. Push the newly created bibliographi

record to the GUI OPAC and place it
the Navigation Map.

=B UMNOT - 3720921

2. Push the original record (the one wi - HOL - TFOR GEN
order linked to it) to the GUI OPAC ¢ =B UMNSD - 3720921
place it on the Navigation Map. - [l ITEMS
< LOANS
3. Drag the Order Form over to the ne - @ ORDERS
record by highlighting the Order Re! ) Ocder number - 37209211
on the original record, holding dowr - SERIAL SUBSCR
left mouse button, and dropping it ¢ ] SUMMARY

the UMN50 field on the new record | |=-E UMNOI - 3734350
B HOL-TAHL GEN

releasing the left mouse button. B LIMNSD - 3734950
Both the Order Form and the Item a

Record will be moved to the new re

A dialog box will display announcing
move.

The system will write a note into the Order Log reporting the transfer of the Ord:
and Item records from the original administrative record to the new administrati
record.

Log of Order 001305685-00101

|Date & tirne | Description | Cietails

DIY NOTE ==0009==

SCOPE 001 & M L3:stp L4
0000 A FiC:02054-0 Fy:02/03
31Mar 2003 General Circler
01:17 Fr 001305685-00101 was
rroved frorm former
adm 001305685
I1Mar /2003 Arrival 1rew items reported.  K-WAGS
01:29 PM

4. Arrive and pay for the piece as usual.

Note: If there is a holdings record linked to the order (converted orders have holdings), re
the holdings to the new bibliographic record by replacing the system number in sut
of the linker (LKR) with the new record’s system number.
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Piece Accepted, But Order Is Not Fulfilled

If we accept the piece shipped, but still wish to receive the exact item we had ordel
find or create a new bibliographic record for the piece; create a new Order Form ar
arrive and pay for the piece on that; and use the original Order Form to claim the e
item wanted and note what happened.

1. Copy the order number from the original Order Form.

2. Create a new Order Form on the new bibliographic record, using the same
information (sublibrary, budget, etc.) as used on the original Order Form.

o

In the Order number 3 field of the new Order Form, enter the note: “see=(pa:
the original order number here)”

Change the Order Status to SV. (You will not print a purchase order for this ite
Do create an Item Record (leave box checked).

In the Order Log, enter a note: “received on basis of (paste the original order
number here), moved to this record.”

3. Arrive and pay for the item using this new Order Form and Item Record.
4. Copy the purchase order number from this new Order Form.

5. Return to the original Order Form. In the Order Log, note “ltem received on invoi
(number) is actually (describe discrepancy), arrived and paid on (paste the new
number here).”

6. Claim the original item from the vendor using claim letter format number 7 (wro
title/volume received). Using free text, describe the item sent and indicate that:
accept that item but still want to receive the exact item we ordered. (Refer to th
“Manual Claiming” section of this manual for complete instructions.)

Author: Beth Wolszon Approved by ACG 04-03-2003
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Subscription (Periodical) Check-In

Predictive Check-In

Aleph uses the USMARC 853, 854 and 855 fields together with the 853X, 854X and
855X fields to create expected items. The ALEPH 853 field, unlike the USMARC 853
field, is stored in the ADM record and not the Holdings record. In future version this
scheduled to move to Holdings record.

The 853 field is used to describe the enumeration and chronology of the title. The
corresponding 853X field is used to record the starting point (volume no., issue no.,
and the publication date of the first issue you wish to include in the publication sche

The information in the publication pattern fields will create the publication schedule
in predictive check-in. The publication schedule for a title displays in the Publicatior
Schedule window of the Serials module. If no publication schedule exists, the Public
Schedule window will be empty. The schedule is used only on titles with subscriptio
records. There is only one publication schedule per title.

Before an item on a serial type order can be arrived, a schedule will need to be cre
the title. If your library decides not to implement publication schedules, the item wi
need to be manually arrived through the items module. The Subscription Informatic
form’s From date and To date fields also affect the ability to open and arrive an itel
the publication schedule. If the dates are not set properly, the system will not allow
to be checked in before the From date or after the To date.

Check-In Methods

There are three check-in methods available in the Serials module.

Fast check-in (Utilities/Issue Check-in (Arrival))
Publication Schedule check-in

ltems window check-in

The Fast Check-in method is designed for the mass of regular check-in of many title
perhaps done by student workers.

The Publication Schedule and the Iltems windows can also be used for check-in. Sta
smaller libraries with a limited number of subscriptions may find these methods be:
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suited to their needs. The information contained in the Publication schedules or Iter
windows are useful for troubleshooting and ad hoc check-in of late or one-off issues
Checking-in of a large number of same title issues, which were received at the sam
perhaps as a gift is best accomplished through either the Publication schedule or It
window.

Fast Check-In (Menu/Utilities/Issue Check-In (Arrival))

The Fast Check-in method is available via menu option Utilities/Issue Check-in (Arri
on the Serials module toolbar.

Select Library for lzzue Check-in

After selecting the Issue | |subLibrary | Description

Check-in from the Utility

]S
menu, this window, listing TC AMDERSEM
all your sub-libraries, is HORTICULTURAL
displayed: T AMDERSEM LIBRARY

TC ARCH/L. ARCH

TC BIO-MEDICAL LIBRARY
TC BIO-MEDICAL LIBRARY
TC BIO-MEDICAL LIBRARY
TC BIO-MED W AMNGEMSTEEM
TC WALTER DIGITAL MEDLA
CEMTER

T ENTFISHANILD LIBRARY
TC FORESTRY LIBRARY

Use this window to select the sub-library/sub-libraries for check-in. Click on a sub-
library to select it. To select all sub-libraries, click the Select All button. To deselect
sub-library, click on it once again. When all desired sub-libraries are highlighted, cli
OK.

The Sea rCh fOI’ an Search for an Adminigtrative Record
Administrative Record
window will then be
displayed.

This window enables you t
retrieve a title by specifyi
various parameters, such ¢
Aleph bibliographic record
number, former system
number, ISSN, Utility
(OCLC/RLIN) number, or
title.
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If more than one record matches your search parameters, another window will be
displayed, enabling you to view the brief bibliographic information of each record a
then choose the correct record. Once you have selected the correct record, the sys
display the expected issue for the title being checked in. If the piece in hand exactl
matches the description in the Check-in window, click Arrive.

Check-in

Brrive |

Select all

Barcode | Subdib, | ED#

Cancel

= Help

The Item Arrival form will display.

Item Arnival Form

ek

Barzode: Continue
Arival date: | 13/07/41999

Locatiar: I_ |

Second Location: I_ I

U zer noke: I

Librarian note: IBE careful not ta rip the magazine when the CD iz

Checkin nate: IEnsure CD iz delivered with the item Cancel

Help

i

The following fields are available in the Item Arrival form:

Barcode The system automatically enters a default barcode, but you me

change this by entering (manually or with scanner) an actual
barcode number.

Arrival date Enter the date on which this item was received by the library.

The system automatically enters the current date, but you may
change this.
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Location
(Call number)

Second Location
(Call number)

User note (OPAC)
Librarian note

Check-In note

The Location (Call Number) field is made up of two sub-fields.
The small sub-field on the left is for the code that defines the
type of call number used. Some codes are given below.

Valid codes for Call Number (Location) Type:
0 - LC Classification
1 - Dewey Decimal Classification
2 - National Library of Medicine Classification
3 - Superintendent of Documents Classification
4 - Shelving Control Number
5 - Shelving Form of Title
6 - Shelved separately
7 - Source specified in $$2
8 - Other

The longer subfield on the right is for the alphanumeric code tr
identifies the shelf location of the item. If this information is
already filled in, the system used the call number that was
entered in the Subscription Information form from the Holdings
Record.

See above for Call number.

This note will appear in the OPAC.

This note will be displayed to library staff only. The note reside
in ltem Record Tab2 (Internal Note field) and it can be modifiec
depending on your authorization.

This is the note that was written earlier (in the Subscription
Information form) for you to read now. This will display every
time during arrival of this title and it can not be modified here.

Fill in the Item Arrival form for the issue and click Continue.

If a Routing List exists for this subscription, once the item is checked in, the routing
and label for the item will be printed.

If no issues are expected, you will rece
message to that effect and you will not

Remote Service Error [c0334  filter 12] [

Mo items are expected

allowed to check in the issue.

From: 302 Serials Receipting Manual



University of Minnesota Aleph Acquisitions Manual Page 121
Issue Date: 06-04-2002 Arriving
Revised Date: Subscription (Periodical) Check-In

Check-In From the Publication Schedule

You can use the Publication Schedule form for checking-in items. The results of
checking-in through this window will also be updated in the Items window (check-in
date, number of pages etc.).

Publication Schedule of Record No. 3018279 - Schmuck Magazin. =] B3
|Description |Issue date | Expect Arrived | Pages | Madify |

01,/1an,/2002 Add Issue |

v.2002:n0.2 {2002:Marz/apr.) 01Marf2002 O 0

.2002:n0.3 (2002:Maiuniy 01May/2002 0 0 Duplicate
v.2002:n0.4 (2002 JulifAug.) 01/ulf2002 0O 0 .
v.2002:n0.5 {2002 Sept. /Okt.) 01/Sep/2002 O 0 =
v.2002:no.6 {2002 :Nov./Dez.) 01Mowf2002 O 0 Sched Form

Arrive

Refresh List

__owoe |
_ ok |
__ shedrom |
e |
e |
e |

Help

Highlight the issue you wish to check in and click Arrive.

The Issue form will be displayed. If you need to, you can modify the information
regarding this issue.

il 1zzue Form
1. Infarmation 1 2. Enumeration &Chronalogical ]
| !
T SICI Code I Update I
* Issue date: Ius,fm,fznul =l -
Drescription: | w,141:n0.2(2001:May)
Pages: I

Moke: I

Cancel

Help

i
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1. Information 1 2. Enumeration &Chronological 1 i

Issue Mumber: z

Part:

Enumeration

Enurneration E:

Enurneration F:

Enumeration H:

eart 2001

Chronological J: g

Chronalogical k:

Chronaological Lt

|
I
|
|
|
Enurneration G I
I
|
|
I
I

Carcel

ES
Help |

When you click OK on the Issue form, you will be asked to confirm check-in:

Izzue Amval Confirmation Ed |

If there is more than one subscripi Uncheck arrival of all copies if yau
on thIS tItIe UnCheCk the Conﬁrm want ba check in one copy of this issue,
Arr—iva| Of a” COpIeS erId . Check arrival of all copies iF vou want

to check in all copies of this issue,

_ g |
IF Canfirm 2rrival of all copies H;IPI

The Issue Arrival Confirmation window enables you to determine the number of iter
that you want to check in at once, in the case of multiple subscriptions. You can che
one item at a time, or all items at once.

If the Confirm Arrival of All Copies box is not checked, then you must click Yes
for each new item you wish to check-in. Click the Stop button if you do not want
continue checking in more items of this issue.

If the Confirm Arrival of All Copies box is checked, then all items of this issue will
be checked-in. The Item Arrival form (see section on Fast Check-in to see an exa
of this form) will be displayed automatically for each item, enabling you to enter
information specific to each copy, such as barcode.

Once the Item Arrival form has been closed, the item being checked in will display :
arrived on the Publication Schedule window and the next expected item will open.
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Check-In From the Items Window

The Items window offers more options than the Publication Schedule window. Unlike
Publications Schedule window, the Items window will allow you to select the sub-lib
you wish to Arrive for. In addition, it will also allow you to claim missing issues, and
Undo Arrive.

In the Items window, the expected but unarrived issues are in red. All arrived issue:
in black. When you check in from the Items window, highlight the item you wish to
check in and click Arrive. The Item Arrival form will display. Click Continue to go
back to the Iltems window.

1 Items of Record Mo. 7487 - Transactions.

|| |Lc sbs [Sub-lib  [Description [Exp. Arrival ["Arrival [Barcode [No. [Pages
% 1 HLINC v.141:n0.1{2001:Feb.) 05/02/01 03/06/01 F487-1320 -
| 1 HLINC v.141:n0.2(2001:May) 07/30/01 03/06,/01 F4E7-1330

1 HLINC v.141:n0.3(2001:4ug.) /001 s F4E7-1340

1 HLINC v, 141:n0.4(2001:Mov. ) o1/30/02 00— F4E7-1350

The date of arrival will now display for that item in the Items window. Items belongi
the next expected issue will be opened automatically and appear in red.
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Periodical Check-In Workflow

Serials Workflow: Subscription Order

Create subscription record:
| Order form Click
displays ]
play — | Copies on
Create order' record: ' Ord?r List
Complete
Search GUI OPAC & push Search 1 Subscription Info form highlights:
record to acq module foy Aleph acfy Ordterblnfo Sli'bfscppt'on *From date: Accept system-
complex searches. module ? . nfo rorm supplied default. Affects publ.
T For auditing g displays pattern.
purposes, vendor T oT te: 2025.
Complete| records should no} o date Us.e 025
C let *ltem status: Use default.
Vendor talp be created by staff omplete «Send claims: First claim date
i who order or create SLIbesc?ptlo A currently defaults from vendor
Or approve Involces. n O, orm record & cannot be overridden.
No|Have vendadr *Check-in note: Will pop up at
dq Click check-in.
Search recor
created Refresh,
resource click Update
Click Items to
push recd to
items module
T T
Can override (iklldccli( Note: Item record will be
Access defaults based created here so that order
cat module based on on choices in ' displays to the public. Item
j vendor vendor record record will be deleted by
record Complete| cataloger before publication
Complete t'empla € Item form| pattern is created.
to create bib recofg
on d'esktop Complete These fields in Tab 1 are required:
remainde -Collec_tlo‘n
Import Save recofd of form *Description: Enter ordgr scope, e.g.,
v.1 and future, for public display.
record to server] I *Material type
(negd i Click eltem status:Accept default.*
detail on Push to Refresh «|tem process status: Change to OR
process) bcq module check fc;r *Holdings: leave default value.
T *NEED TO TEST TO ENSURE THAT
accuracy ITEM STATUS DEFAULTS BASED ON
Display I SUBLIBRARY & COLLECTION
order list pf
Order form highlights: adm recd Click OK On Tab 2, enter order# to link to item.
+Ord no.2: selector’s last
name, initial : .
eLibrary note: as needed Click Add Click
«Vendor ref: subscr/title |ptO Creats Refresh
«Vendor note: acct# order T
*Subscription start/end: j
can be blank, but if star Click Send Click
date is used, end is Select on Order d
required. Set end for  |order typp List Update
12/31/2025. Serial I T
*Budget cycle: 1
*Renewal date: Use if invoice needs to be claimgdpyint orde
or title needs to be reordered each year. if needed
«# of units: Always 1. (Place only 1 subscription per
order.)
*Quantity note: order scope, e.g., v.23:n0.2 & future
vols.

Last updated 7/24/02
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Arriving Volumes of a Regular Standing Order

In the Acquisitions module, the following steps should be taken to check-in and pay
invoice on items received on a regular (i.e. regular annual or less frequent serials)
standing order:

1.
2.

Search for the title/ADM record the item belongs to in the Acquisitions module.

Select and display the correct order from the Order List window and review for
accuracy. Review the order log. Write the order number on the invoice if it is not
already on the invoice.

. If everything is correct, click Arrival on the Order List window to open the Arrival

List of Order form.

. Verify that volume in hand is not a duplicate by checking to make sure it is not |

on the Arrival Window.

. Click Add on the Arrival List of Order form.
. Complete the form. This form is used to keep track of all the titles arrived on an

order.

o

Note field structure: v.:no. (date)

. A box will appear asking about the number of units arrived vs ordered. Click Yes

then Close.

. If this is the final item on the order, select the order and click Modify. Change th:

Order status field to Cancelled/Closed (LC, VC, or CTI) and check the Arrival stat
“Complete” box. When this is done, the arrival status on the order list window w
show Cmp for Complete. Make sure Subscription End date is updated to show da
cancel, if this order has been cancelled.

. Next, pay the invoice by clicking the spindle icon or selecting General Invoice frc

the General Invoice menu. Complete the General Invoice form.

10.After paying the invoice, create an item record for the piece by clicking Copies o

Order List window. This opens the Items for Order window.

11.Select an item from the list and click Duplicate to create an item record for volul

hand, the Item Form will display. If New is clicked, a blank form will display and
relevant fields will not be populated.

From: 302 Serials Receipting Procedures Manual



University of Minnesota Aleph Acquisitions Manual Page 126
Issue Date: 06-03-2002 Arriving
Revised Date: Arriving Volumes of a Regular Standing Order

12.Modify the Item form. Complete all the needed fields by selecting appropriate ve
from drop down menus. Special instructions must be followed for the following
fields:

o

General Information Tab

- Barcode: Scan the barcode number from barcode label just affixed on the
volume. (correct placement for barcode: back of hardcover volume or insic
last page of softcover volumes)

- Update fields: Enum Level 1, Enum Leve 2 (if needed) , and Description.
° General Information Tab
- Order Number: Make sure item is linked to correct order
° Serial level Tab
- Update Chron level 1 field

13.From the Navigation window in Acquisitions, push the record to Cataloging HOL.
This will open a list of holdings records associated with the title.

14 Select the correct holdings record from the list and click Edit. The holdings recor
will open. Update the holdings by adding the volume to the summary holdings (¢
867 or 868 field).

15.Save your changes to the server. Close the holdings record.

16.Mark the item by writing the purchase order number, the sub-library, and collect
codes on the title following the title page and route to Marking Room.

17 Create/Display the General Invoice and post payment for this order.
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Serials Standing Order Arrival Workflow

(This applies to arriving volumes after the first.)

Order(s) arrive Complete | In Note, specify Close the
with invoice Arrival Form volume (date) Order List
I that displays
[ |
Click OK,
| Search database Write sub-lib, click Close I\T:\}il:;r:tit(;)n
for each order collection, & i avioal
T order # on piecg T
) Click Copies to
Click Full, then l No manually Push to
Select to . Catalogi
. . create item ataloging
view Order List] I HOL module
T
I
Yes A
i Highlight last
erge or.derl# tom & cli Select holdingg
on invoice if - item & click .
not there In Note, specify Duplicate from list
volume (date): T I
Arrive eachl item: Author: Title of Ciick Edit e
; ic it to
plece Click Modif :
Click [ to update itzm retrieve HOL
Arrival I reclord
' Click OK, . .
click Close Update item Edit holdings
On Arrival record 8xx field to
List click Add [ I include new
| volume
Forward cat sep Create I
piece to cataloger additional item -
(Cataloger keys order records as Click Save on
# into cat sep ite necessary Server icon
recd to link to ordef.) T T
Click Order Log Click Refresh, Click
to view any click Update Continue
any special T
instructions
T Send piece
to Marking
Move Order Log
info to appropriate
place(s) as
needed
Pay invoice:
Yes Select General
invoice

(icon or menu)

To Payment Workflow

Last updated 5/14/02

Author: Sue Koelmel
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Arriving Cat Seps on Standing Orders

The following steps should be taken to record arrivals on a standing order when a
decision has been made to catalog the volumes separately. (This procedure applies
both monographs and serials.) Also use this procedure when arriving items receivec
the basis of a block purchase.

1. Display the Order List, and find the appropriate order.

Note: If this is the first volume received on Aleph on a converted standing order,
check the following:

Click Modify to view the Order Form. If not already present in the
Library Note field, make a note indicating that volumes received on this
order are cataloged separately. Click Update to save your changes.

Push the record into the Cataloging module. Verify that the bibliographi
record is suppressed. If it is not, suppress it by adding a field:

STA |a SUPPRESSED
Then save the record to the server before returning to the Acquisitions
module.
Review the Order Log for any special instructions.
Write the order number on the paper invoice if not already present.
On the Order List window, click Arrival and then Add.

Complete the Arrival form, making sure to indicate which volume you are receiv
in the Note field. Click OK when finished.

UoR W

Note: Serials processors arriving an item in a monographic series should use the
following format for the arrival note:

V. :no.(date):author last name, author first name: title

Note: For arrivals on block purchases, create a separate arrival for each piece. M
sure to provide enough information in the Note field to identify each
individual piece.

6. A box will appear asking about the number of units arrived vs. ordered. Click Ye:
and then Close.

Authors: Fariha Grieme, Stacie Traill Approved by ACG 04-30-2003
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7. If your unit writes numbers in items, write the sub-library, collection code, and
purchase order number on the page following the title page. Be sure to include ¢
leading zeros for converted order numbers, as in the following example:

TWILS,GEN
ordn=002414803-00101

If your unit does not write numbers in items, write the sub-library, collection cod
and order number (with leading zeros if appropriate) on a slip of paper and place
the book.

8. Do not create an item record. Once a bibliographic record has been created or
imported for the item, an item record will be created. The order number will be
entered in the appropriate field to create a link between item and order.

9. Create a general invoice according to standard procedure. Make sure to supply
volume, title, and other descriptive information for each piece as appropriate in
Note field on the Line Item form.

10.Send volume to cataloging.

Note: In Wilson, place the volume on the cat sep shelves, according to establishe
routing procedures.

Note: If you are also creating bibliographic and item records for cat seps or item

received on a block purchase, refer to the procedure in the Cataloging Mal
“Searching and Cataloging Cat Seps.”

Authors: Fariha Grieme, Stacie Traill Approved by ACG 04-30-2003



University of Minnesota Aleph Acquisitions Manual Page 130
Issue Date: 07-08-2002 Arriving
Revised Date: Arriving the First Issue/Volume of a New Serial Title

Arriving the First Issue/Volume of a New Serial Title

On a One-Time (M Type) Order or a Standing (O Type) Order
Search title in Acquisition module.
Verify order and title information with piece in hand.
Select order from Order List window (Order Type M or O).
Review Order Record and Order Log.
Click Arrive; if a blank Arrival List is displayed, this is the first issue on an order.
Click Add.
A message window with the note "New Title, send to cataloging" will display.
Arrive issue in the Arrival Form (e.g. v.12 (2002)=sent to Cataloging).

Amiival Form E3

|Elibli|:|graphic Info |

oK I
Fariha's new standing arder title ;l Yiew arder |
Minmeapolis, M U of M, 2000-,
Order Log |
[0000S6999] I
|Ma. units arrived | Arrival date Mote |

Ma. units ardered: I 1 Ma, units reparted: I 0
Ma. units arrived: I 1

Shiprnent date: I 00,00,0000 ’
Arrival date: I 06,/112002 ;
Mate: I w12 (2002)=serﬁo Cataloging
[~ @rder completely arrived Lﬁll
Help: |
Click OK.
Click Copies.

Click Modify to update Item Form.
Delete the "and all future volumes" statement if present in Description field.
Change Item Processing Status to IP.
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Item Form [x]
M] *, Gereral Information (2] 3. Serial Infarmation ] 4, Serial Levels ]
Barcode! I E1127
Sub-library: I TEIOM IH Sawe defaults |
Collection: IREF—B Circ History |
Call Mumber Type: Temporary Location
r porary Fefresh |
Call Murmber: I E
2nd Call Mumber Type: I |H
2nd Call Mumnber: I EI
Copy nurnber: I 0
Enum Jewel.d (a)(val) I 0
Erum Jevel.2 (b I
Drescription: I w20 [2001) E
Material bype: IFIH
Item status: IM—B
Itern process stabus: I Ipl
Hal Lirk: I 0
Help |

Create General Invoice and add Line Item if needed (see Creating General Invoic
procedures).

Write sub-library/collection on piece following title page and forward to Catalogi

On a Subscription (S Type) Order
+ Search title in Acquisition module.
Verify order and title information with piece in hand.
Select order from Order List window (S Type order).
Click OK.
Click Copies.
Click Modify to update Subscription Record.
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Subscription Information Form
1, Subscription info 1) 1 2. Subscription info (2} 1
Uzar 10 | IEI Update

[~ Deliver directly Create Mew

[ Print label Seb a3 Default

W =end Claims ’
Brint

First claim: ,907
Second claim: ’307 Refresh
Third claim: ,157

Fourth clairn: ,157

Dizcard routing: |7|E|

Mate: | w.1ino.1=zent ta calaloging|

Uil

Check-in nate: |

Ttem Statistic: [ E

Cancel

it

Help

Enter volume/issue being sent to Cataloging in the Note field in Subscription Infg
(2) tab (e.g. v.13:n0.2 (2002)=sent to Cataloging).

Push record to the Items module.
Click Modify to update item record.

Item Form

General Information ( 1 2, General Information (21 3. Serial Information 1 4, Serial Lewels

) &

Barcode: | B1274 Update

Sub-library: TSCI B Save defaults
Callection: PER |E| Cire Histary

i

Call Murnber Type: 1} |E| [~ Temporary Location Frafresh
Call Mumber: | E|

2nd Call Humber Type: |E|

2nd Call Mumber: | E|

Copy number: | 0

Enurnlevell (a)(wall | 1

Enurnlevel.2 (b1 | 1

Descriptian: | viino.1z001) iE

Material bype: ISSUE |E|
Ttern status: ’047@
Ttern process stabus: ,Ipim
Hal Link: 0

Cancel

Help

i
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Remove note "..and all future issues" from Description field.

If issue in hand is not the issue described in the Description field, enter
volume/issue/date of item being sent to Cataloging (i.e. issue in hand), e.g. v.13
(2002).

Change Item Processing Status to IP.

Send piece and printout to Cataloging.

Updating Order and Subscription Records After a Serial Title
Has Been Cataloged

Search title in Acquisition module.

Select order from Order List window.

Click Modify.

Remove note “New Title, send to Cataloging” from Library Note field.

Enter needed processing instructions in Library Note field for your sub-library.

Order Form - Fariha's new standing order title
1. Order Information ] 2. Wendor ] 3. Quantity and Price ]
Crder number 1: IW COrder status: ITE oK I
Crder number 2: IW Crder number 3: I Save Def |
Order ISEMJISSM: |—|EI Order group: | EICM PER M Refrash |
Cpen date: IW Status date: I 11/un/2002
Order date: IW
Material bype: l;lﬂ
Sub-library: IWB
Acquisition method: W‘H
Eorrower Iy |—|EI [~ Send directhy
Baorrower Mame: I
Library note: I cats Lcdl
Help |
Click OK.

If title belongs to an M or O Type order, select order from Order List, click Arrive.
Select volume and click Modify.
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Arnival List of Order 56999-1

Ma. units ardered: I 1 Ma. units reparted: I 1 !
: . . Modi
|ND. units arrived | Arrival date | Mote | ;'WI

11/un/2002 Delete

I

Brint

Clase

Amnival Form

|Bibliugraphic Info |

ddd 4

Fariha's new standing order fitle ;I Yiew arder
Mirneapolis, Mn U of M, 2000-,
Order Log
[0o00S6999] _I
M, uniits arrived | Arrival date | Nete |
1 11/un,/2002 v.12 (2002)=sent o =]
Cataloging
Mo, units ordered: I 1 Ma. units reported: I 1
Mou units arrived: I 1
Shiprient date: I 00,00,0000 }
Arrival date: I 06,/11,/7002 ;
Mote: | .12 (2002)]
[~ @rder completely arrived Cancel

Help

't

Remove note "sent to Cataloging" from Note field.
Click OK.

If title belongs to an O or M Type order, click Copies from Order List window to
check item record.

Select item from Items List and click Modify.
Check Description field for correct description.
Check to make sure Item Processing Status has been changed to "blank."
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Check HOL Link to make sure item is linked to correct Holdings Record (if HOL
Link is 0, Holding Record is not linked to Item).

Item Form

General Information [ 1 4, General Information (2:1 2, Serial Infarmation \l 4, Serial Levels

1]

Batcode: | 319510019538 136 Update

Sub-library: TUrILS B Save defaults
Collection: GEM |E| Circ History

i

Call Murnber Type: |4—|E| [ Tempaorary Location Refresh
Call Mumber: | 4k MAlmg$iza1l |E|

znd Call Humber Twpe: |—|E|

2nd Call Murnber; | |E|

Copy number: | 0

Enum Jewel.d (a)(val) | 26

Ernum level.2 (b |
Description: | .26 [2002] |E|

Material bype: ME |E|
Ibem status: a1 |E|
Itern process stabus: |F|
Hal Lirk: 32901

Cancel

i

Help

Click on General Information (2) and check to make sure PO# is listed in the Ord
number field.

Item Form

L. Gereral Infarmation (1:7 General Information ISW 3. Serial Information 1 4, Serial Lewels

1]

OPAC note:

[

Update

Circ, nobe:

Save defaults

Internal note:
Circ History |

|
|
|
Ordet number: | 00002E019-00101]
|
|

Refrezh
Irvroice Key: ann
Irvoice Mote:
Inventory number: | AHNIE5E 001 00004 B

Inventory date: WB
Last Irw, Report date: WE
Price: |
Shatistic: | E
Cpen date: ,W
Update date: ,W

Cancel

Help

i
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If title belongs to a Subscription (S Type Order), push record to Serials module.
Note: You can not Arrive issues of Subscriptions through Acquisitions module.

Note: Item Record is deleted before Publication Pattern record is created for seri
subscription title.

Click Subscription window and select correct subscription.

#F Serials - Version 505.14.2 - [Subscription List of Record No. 57092 - Fariha's new subscription title]
B File Serial Administration  Utiities  Options  Window  Help & %]

Ao awEa®a

|seq. [ From [To | Sub-i ['vendar [ Call Murmber D [Hah Yiew |

Ip

|
f

Hel
ey |Connected to Server [Library: TMNS0 - UM Test ADM (14.2.4) (T Profile: default - User  §

Click Modify to update the Subscription Form.
Check to make sure Order number appears in the Order number field I.

Remove note referring to issue being sent to Cataloging from the Note field in
Subscription Information (2) tab.

Enter needed processing instruction in Note and Check-in note fields in
Subscription Information (2) tab.
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Subscription Information Form E
1. Subscription info (1] ] 2. Subscription info (2} ]
User ID: I |H Update

[ Deliver directhy Craate Mew

[ Print label Set az Drefault

v Send Clai
[+ send Claims Brint

First clairn: Igu—

Second clairn: IB‘U— Fefresh
Third claim: IIS—
Fourth clainn: IIS—
Dizscard routine: |—|H

Mota;

uddd

I Toss supplements|

Check-in note: I t-tape, reinforce

Ttem Statistic: I El

Cancel

i

Help

Click Update.
Click and open Publication Schedule window.
Select and Arrive issue in hand.

If Publication Schedule window is empty, click Sched. Form to Preview
Publication Schedule.

|Descripti0n | ‘fear | Yol | Part | Issue |

v.3:n0.1 (2002:]an.) 2002 3 1 =]

v.3:n0.2 (2002:Feb.) 2002 3 2

v.3in0,3 (2002:Mar.) 2002 3 3

v.3:n0.4 (20024010 2002 3 4

v.3:10.5 (2002:May) 2002 3 5

v.3in0.6 (2002 Jun. 2002 3 =}

v.3:n0.7 (2002:3ul.) 2002 3 7

v.3:10.8 (2002:4u9.) 2002 3 g

v.3:n0.9 (2002:5ep.) 2002 3 a

v.3:n0.10 (2002:0ct.) 2002 3 1n

v.3:10.11 (2002:Mav.) 2002 3 11

v.3in0,12 (2002:0ec.) 2002 3 12 Cancel |
=l Help |

Click Continue.
Click Open All to open first expected issue.
Select and Arrive issue in hand.
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& Serials - Version 505.14.2 - [Publication Schedule of Necerd No, 57092 - Fariha's new subscription title] M= E
m Fle GeisAdnimaton Ltiees Opions Window He =181
Ao DESA
| [Tz date [Expected [ amved | Pages | Hedty
4 B
01 fFeb/200e o (1]
1] (1] Rupbcals
p =
0 o pures
01 a0 1] (1] pan A0
Oloceane 0 o Ao
Ftyiokizes ° o L
e |
¥ IEIEL Corrnctedto! Loy, THIES0 . UM Test A0 [Poctie aetndt § B iy -
J uidmﬁon Ut Option: Window Help :I
AoBDDE® A
IDesErnen [Tz date [Expected [ amved | Pages | Hedty
M—H 804 b
v N / " 0 |JI Qupbeals
:ooe o
0 o pures
o o Span id
0 o Ao
w3012 (Z002:0ec.) :: :: IS
e |
¥ IEIEL Corrnctedto! Loy, THIES0 . UM Test A0 [Poctie aetndt § B iy -

Click on Items icon and select and Modify the Arrived item.

Check to make sure all fields, including Sub-Library, Collection, Description, Iten
Status, Material Type, Item Processing Status, are correctly selected.

Check to make sure Item is linked to correct Holdings Record (HOL Link should
have a holdings record number. The Hol Link should not be "0."

Check to make sure the Order number appears in Order number field in General
Information (2).
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Item Form E2

General Information [ j 2, Gereral Information [2:] 3. Serial Information ] 4, Serial Lewels ]

Barcode: | 57092-30 Update
Sub-libeary: | T5CI H Save defaults

Callzction: PER. H Cive Hiskary
Call Murnber Type: |_|H I_ Ternporaty Lacation Refresh
Call Murnber: I E

2nd Call Humber Type: |—|H

2nd Call Mumber: I El

Copy number:

i

Erurmdewel,1 (a)(val)

|

|
Enum.level.z [b) I z

|

Drezcription:

Material bype: I IS5LE |H
ITkern status: I 04 H

Ikern process status: I | ’
Heal Link: I ESOED ’

Cancel

i

Help
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Arriving Supplements/Special Issues or Combined
Numbers on a Publication Schedule

Supplement/Special Issue

The publication information about one issue can be edited in the Publication Schedi
window of the Serials module in order to record supplements, special issues or com
numbers.

1. In the Publication Schedule arrive the issue the supplement came with or highlig
previous issue. Click Duplicate. This will duplicate the Issue form of the previous
issue.
lzzue Form

1. Information 2. Enumeration 2 hronological

07 /01,2002 u
v.l:noZsupplement (2002: July)

2. In Tab 1 of the Issue Form:
Fill in the date of arrival in the Issue date field and give a description of the piec:

3. In Tab 2 of the Issue Form:
In order for the supplement to display after the issue it is supplement to, a decin
placed after the issue number in the Issue Number field.
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lzzue Form

1, Information

4. After the Supplement has been added to the Publication Schedule, arrive the ite
clicking Arrive. The system will automatically open the item during the arrival
process.

Combined Issues

In order to arrive an issue that combines two or more expected numbers, the public
schedule for the title needs to be altered.

Example: v. 6, no. 1-2
1. Delete the earlier of the numbers from the schedule. In this example, delete the

containing v.6:no. 1.

2. Modify the line containing the last number so that it includes the previous numb
In this example, modify the line containing v.6:no. 2 so that it reads v. 6:no. 1/2
correct the issue date, if necessary.

3. By arranging the combined issues in this manner, claims are not sent out for the
earlier number and the issue date and next expected issue stays on track in the
schedule.
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Arriving Duplicate Volumes/Issues of Serials

Before processing an item as a duplicate, determine whether it is actually a duplice

Have all sub-libraries/collections you are authorized to Arrive for that have a
subscription to this title, received all expected issues?

If yes, this issue is a duplicate. Duplicate issues are not displayed to the public.

Duplicates on a Subscription

1. From the Serials module, search for the title. From Items window, select the issu
statement from the desired sub-library/collection that the issue in hand duplicat:
Click Duplicate.

2. In the Description field of the General Information Tab, add the word "dup"
followed by an "=" in front of the volume number (e.g. dup=v.23:n0.1 (2002:Jan

3. Change Item Status to 57 (Suppressed).

4. Enter subscription number in the Subscription no. field in tab 3.Serials
Information.

5. Enter a decimal after the issue number in Enum.level.2 in tab 4. Serial Levels.

6. Click Update.

7. Select the issue by highlighting the duplicate issue from the Items window and ¢
Arrive.

Note: Do not arrive more than one duplicate of the same issue of a periodical. Subsequer
duplicates on an order should be investigated and documented in the Order Log.
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& Serials - Version 505.14.2 2livd B B mEE

B,

File  Serial Administration  Ultiities  Options  Window Help

[}

L]

E

-

Items of Record No. 56981 - Fariha's replacement journal =]
|Le sbs |Subdib | Description | Exp, Arrival | Arrival |Barcode | Mo. | Pages Modify
1 TBPER ¥.23:ha.1 (2000:]an.) 30May/2000 S§281-10 — Add
1 TBPER ¥.23:00.2 (20004010 30/A0g/2000 - S§981-20 —
1 TBPER ¥.23:h0.3 (2000:uly) 30/Mov /2000 09/1un/2002 S6981-30 Duplicate
1 TBPER ¥.23:h0.4 (2000:0ct) 01/ar /2001 09/1un/2002 56981-40 Bk
1 TBPER v.24:h0.1 (2001:]an.) 30May/2001  09/1un/2002 56981-50 -
1 TBFER  dup=v.23mo.3 A0Mov/Z000 09/un/2002 5698160 e
(2000:3uly) _—
1 TEPER dup=v.23:no.4 01/ar /2001 09/un/2002 56981-70 Cire. Summary
(2000:0ct.)
1 TBPER  w24ro.2 (2001:Apr)  30/Aug/Z001  09/Un/2002  S6981-80 I
1 TBPER  dup=v.24imno.l 30May/2001  09/n/2002  S56981-110 r—
(2001:Jan. —_—

TBPER S6081-130 Claim

Change Sched,

1 w.24:n0.4 (2001:0ct.) 01Mar/2002 S6081-160
2 TWPR w.24:n0.1 (2001:]an.) 30May/2001  09/1un/2002 S6081-00 e
2 TWPR w.24:n0.2 (2001:4pr.) 30/Aug/2001  09/1un/2002 S6081-100 e
2 TWPR w.24:00.3 (2001:1ul.) 30Mov/2001  09/1un/2002 S6081-140
2
2

Open Haxt

TWPR w.24:n0.4 (2001:0ct.) 01Mar/2002  ------— 56981-170
TWPR  w.24:r0.3 I0Mov/2001  09/0un/2002  Bl467
(2001:Jul.)=cup

-

4 =l

K [ e | [Connected to Server Library: TMNSD - UM Test ADM (14.2.4 1 [Profie: defaul-User i

Note: If you receive additional duplicates on the same order, contact your vendor to mak
the order has been accurately recorded.

Duplicates on a Standing Order

1. If a duplicate is received on a standing order, consult your unit’s return policy ar
communicate with subject selector to determine whether volume can be returne
added to the collection.

o

Before the volume is processed, the Order Log needs to be displayed so that
duplicate issue and selector's decision regarding this duplicate issue can be
recorded in the Order Log.

From: 303 Serials Maintenance Manual



University of Minnesota Aleph Acquisitions Manual Page 144

Issue Date: 07-08-2002 Arriving
Revised Date: Arriving Duplicate Volumes of Serials
Log of Order 33154-502 E
|Date & time | Description | Cetails | Lser | .&ctiurj Add
08/Jun/2002 Report from Mo longer available TRAIN  -——- ;l Remare A.Datel
01:21 Pr wendar free;6/1/02 -
08/1un,/2002 General asked Marciz if a paid  TRAIN - --—--—-

TEAIM

Action date: I 00,/00,0000 IH
Transaction bype: I i7 IH

Log bext: Add w.12:n0.2 ta callection per Marcia Pank ake|

Cloze

id

Help

2. If selector accepts duplicate, record the duplicate on the Order Log as shown in
example above.

3. Create a general invoice and line item to pay for this item.
4. Proceed to Arrive/process item as follows for:

o

Duplicates on a regular standing order

OR
° Duplicates on a monographic series on standing order

From: 303 Serials Maintenance Manual
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Duplicates on a Regular Standing Order

1. From Acquisition module, click Arrive and add to Note field arrival of this duplica
volume as shown in example below:

Arrival Form E3 |

Bibliographic Info |

o I
Whio is whio in Arnerican Libraries ;l Wiew order |
[0000S6922] %l
Mo, units arived | Arrival date | Mote |
1 03/un/2002  +.3 (1999) =]
1 07/ un /2002 w4 {2000)
Mo, units ardered: |1— Ma. units reported: |2—
Mo, units arrived: I 1
Shiprnent date: I 0000,0000 }
Arrival date: I 060,200 ;
Mate: | dup=v.3 (1999)
Im Grder completely, arrived Cancel

Help

i

2. Click Copies on the Order list window. This will open up the Items for Order
window.

3. Select the desired item on the list and duplicate the item record by clicking
Duplicate. Modify the following fields and click Update.

o

Copy number field: 2 (3 if third copy for this sub-library/collection).

o

Select the correct Holdings Record from drop down menu if Holdings Record 1
the subsequent copy already exists. If the Holdings Record for copy 2 does nc
exist, delete the HOL Link and create a new Holdings Record. A new Holdings
Record is created in the Items module by clicking the Retrieve HOL button an
then clicking New.

4. Click Update.

From: 303 Serials Maintenance Manual
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Arriving
Arriving Duplicate Volumes of Serials

T |

General Information | ] 2, izeneral Information (2:] 3. Serial Information ]

Barcode:
Sub-library:
Callection:

Call Humber Type:

Zall Mumber:

2nd Call Mumber Type:

2nd Call Mumber:
Copy number:
Erurnlevel 1 (a)(vol)
Enum.level.2 [b)
Cescription:

Material bype:

Itern skabus:

Itemn process stabus:

Hal Lirk

|
[Pz
Dl

D
3

I- Ternpatary Location

4, Serial Levels ]

Update
Sawe defaults
gt Histaray

Fefrezh

il

|
Dl

b

| 2

D]

| 2000

.
C—
—
—

D
D

Cancel

i

Help

Duplicates on a Monographic Series on Standing Order

1.

If selector accepts duplicate, follow the steps outlined in #1 above for recording

duplicate on the Order Log.

volume as shown in example below:
° Note field: dup=v.21 (2003): Smith, John: Aleph Users...

From: 303 Serials Maintenance Manual

. Create a general invoice and add a line item to pay for this duplicate volume. (S
Creating General Invoice procedures.)

. From Acquisition module, click Arrive and add to note field arrival of this duplica
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Issue Date: 07-08-2002 Arriving
Revised Date: Arriving Duplicate Volumes of Serials
Amval Ligt of Order 56927-1

Mo, units orderad: I 1 Ma. units reportad: I E
. : . [dodi
Mo, urits arved | Arrival date | Mate | ;'F"I

1 03/1un/2002 1999:Smith, Johr: Aleph <] Erl |
users are wonderful :
Prrink
1 06,/Jun/2002 000K, Tran:Aleph _ o |
contiune, ...

08/Iun/2002 dup=1999:Smith, John. :

Aleph users...

Cloze

=l Help

g

Note: Item and Holdings Record will be created for this item by cataloger once the
monographic title has been cataloged.

From: 303 Serials Maintenance Manual
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Processing LEI (Latest Edition in...) Volumes

Procedure below outlines the process for reference type materials that are perman:
shelved in General (GEN) collection, but only the latest editions/volumes are tempo
shelved in REF collection.

Note: Please see separate procedure for Wilson Periodicals (TWPR) LEI volumes.

Processors
Continue to use the PINK slips for LEI titles and mark appropriate reference unit on

Arrive issue per standard procedures.

Click Copies button to access Items List.
Duplicate/create new item record.

Uncheck the Temporary Location box if it is checked off.
Update/fill out Item form by updating Tab 1-4 as needed.
Click Refresh and then click Update.

Send volume to the Marking Room.

Marking Room
Search and display item in Items module.
Click Label button and print label.

Print and paste label for the Temporary Location (collection) when volumes inclu
PINK slip inserts.

Reference Units

Modify Item Record for Old Volume
Uncheck Temporary Location box.
Click Refresh.

Change Item Status to appropriate Item Status code for the permanent location.
“Codes and Lists” for values.)

Click Refresh and then click Update.
Remove the little temporary location label.
Shelve the old volume on its permanent location.

Author: Fariha Grieme Approved by ACG 11-07-2002
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Modify Item Record for New Volume
Check off the Temporary Location box.
Change Collection Code.
Change Item Status to 02=Non Circulating.
Click Refresh and then click Update button.
Shelve the new volume on its temporary location.

Author: Fariha Grieme Approved by ACG 11-07-2002
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Processing LEI TWPR,PER Titles (MAC Wilson)

MAC Processor/Student
LEI titles can be identified by information that appears in the Note/Check-in Note fie

Note: TWILS,CLS;TEMP LOC;UPDATE ITEM RECORD

Check-in note**2**mk=mpj;lei: TWPR,PER
Example

Arriving
Search title in Acquisition or Serials module.
Verify title and order for accuracy.
Open Items window in Serials module.
Select item from Items window.
Click Arrive to arrive issue.

Click Continue when Item Arrival Form opens.

Modifying Item Record
Select the item from Items window and click Modify.
Check off Temporary Location field.
Change Sub-Library to TWPR and Collection to PER.
Change Call Number Type to 5.
Delete Call# from Call Number field.
Change Item status to 02 (non-circulating).
Click Refresh and then click Update.

Author: Fariha Grieme
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Item Form

Mﬂ *, General Information (2;] 3, Serial Information ] 4, Serial Lewvals ]

Sub-library: WE Sawe defaults |

Collection: PER. El Cire History |

Call Mumber Type: |5—|E| [V Temporary Lacation A— |

Call Mumber: | El

2nd Call Mumber Type: |—|E|

2nd Call Murnber: | El

Copy number: | 201

Enurmlevel 4 (a)fwal) [ 11

Erurm Jevel2 (b | 1

Description: | anno 115:n.1 (20025genn.) El

Material bype: IFE'

Thern habus: |.32—|F|

Wilson Periodicals/Reserve Staff/Student
Wilson Periodicals staff will update Item record when volume is ready for binding.

Search title in Items module.

Select one of the items and click Bind/Change.

Move all issues to be bound from left to right half of the screen.
Click Bind.

The Item form of one of the issues will display.

ltem Form
Complete the following fields on the Item Form:

General Information tab: - Uncheck Temporary Location box and click Refresh.
Scan in barcode (back cover of piece) in Barcode field.
Update Enum. levels as needed.
Change Description field to reflect piece in hand.

Change Material Type to ISSBD and change Item Status
to O1.

Author: Fariha Grieme
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enfom @]

General Information j 2, izemeral Imformation (2:] 2., Serial Information ] 4, Serial Levels

Barcode: | 120872-510 Update
Sub-library: | TUILS IEl Sawe defaults |
Collection: I |
LS IH Circ History
Call Murnber Type: I 0 IH I- Ternpatary Location Refresh |

Call Murnber: | FpkQuartof$hZ 3445 $1.556x EI

2nd Call Mumber Typa: I IH
| 2

2nd Call Mumber:

Copy nurnber: I |

Enum.level.d [a)(vol) I 115

Enurnlevel.2 (B I

Drescription: I anno 115 (2002] EI
Material bype: IFIH
Itern skatus: IDI—IH
Item process stabus: I— ’
Huol Link: Wﬂ

Cancel

Help

i

General Information 2 tab:  Enter order number in Order number field.

3. Serial Information tab - Enter Subscription Sequence number in Subscription no.
field.
4. Serial Levels tab - Review and update Chron. levels as needed.

Click Refresh and then click Update.

Note: Issues will be deleted from Publication Schedule window when a report is run in We
Services.

Add Volume to Summary Holdings

From the Items List, click Retrieve Holdings button, select correct holding record
from the list and click Edit.

Add 852|z Current issues shelved in TC Wilson Periodicals & Reserve if not alreac
present.

Add volume in hand to summary holdings in 86X.
Update date subfield in 940.
Save record on the server.

Author: Fariha Grieme
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u#& Catalog - Yersion 505.14.2 - [Library UMNGD - Format HO - System Humber 769306 - NEW917.MRC]
|®| File Libraries Edit Search Import Records Options ‘window Help e =]
¥Ya8i ddassd 8o 2 4
Ixt.Hoi0 Bibun 866 41 B 0 ]
& anno 91-100 {1978-1987)
Fxi Howa Bibbini 866 41 B 0
a anno 101:n,1-6 {1988:genn.-giugno),
Fxt.Hovg Bibbni 66 41 8 0
a anno 101:n,9-12 (1983:sett.-dic.)
Fxt Ao Bibbni 86k 41 B 0
a anno 102:n.1-11 (1989:genn.-nov.},
Ixt.Aoia Bibbri 866 41 B O
& anno 103-105 (1990-1992),
Ixt.Aoia Bibbri 866 41 B O
a anno 106:n,1-3 {1993:genn.-mar.),
Fxt Hova Bibbini g6e 41 8 0
a anno 106:n,5-7/8 (1993:magg.-luglinfag.),
Fxt.Hoia Bibbni 66 41 8 0
& anno 106:n.10-12 (1993:0tt.-dic. )
Fxt.fHoig Bibbni 56 6] 41 8
ER-nno 107-115
Ixt.Hoa Sup.Ma 867 41 B
a suppl.:Recentissime pubblicaz...{2002:febbr.)
z Check Current Issues Shelf,
Fxi Hona Sup.Ma G867 41 8 0
a suppl.:Recentissime pubblicaz... (2002:apr.)
Z Check Current Issues Shelf, zI

[ [E4 [0 [368/4/1 : Textual Holdings - Basic Bibliographi Connected to Server [Library: UMNOT - UM Bib (4/22/2002) Uk [Profile: default- User fitt

Author: Fariha Grieme
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Processing Limited Retention Titles

Serials Acquisitions staff should use the binding feature in ltems module to handle
processing of serial titles with limited retention policy:

Cumulative volumes of serials
Kept until replaced by microfilm (KOTFILM)

Library keeps latest XXX months/years/volumes (kl=)

Cumulative Volumes of Serials

Search and Verify Order and Item Information
Search title in Acquisition or Serials module.
Verify that order is active and volume in hand is an expected volume.

Note processing information found in Library Note (Order Record), Note/Check-ir
Note (Subscription record) fields.

Verify that item in hand is a cumulative volume and note the issues it cumulates

Subscription Information Form E
1, Subscription infia (1) ] 2. Subscription info (2] ]
User IC: I Uipdate

™ Deliver directly Create Mew

[ Prirk abel Set a5 Default

W Zend Clai
¥ =end Claims Brint

Ui

Firzt claim: I 50
Refresh
Second claim: I 50

Third claimn: I 50
Fourth claim: I 50
Discard routine: I IH

Maote: | TwiPR.PER

Check-in note: I gk AR AL=mbk=fr; Conzalidate itemns For =

Ttem Statistic: | El

Cancel

i

Help

Author: Fariha Grieme Approved by ACG 11-07-2002
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Push Title to Items Module
From Navigation window click Items button.

Locate and highlight one of the volumes/issues from the Item List that piece in h
is cumulating. Make sure to select item for the correct Sub-Library.

*£l| Items - Yersion 505.14.2 [ [2]x]
File Utiitiez Hetieve Options  Window Help
EEEny
! Item List of Record 2692761 - West's education law reporter. [_ (O~
|Hol+Sublib+Call+Cal | Copy o, | Description | Status | Barcode | Madify
573526 TWPR PER v.164:n0.1 (2002:Jun.20) Mot Arrived 2692761-1440 = Add
v,163:n0.2 (2002:Jun.06)  Mon-Circulatin 2692761-1430
a Duplicate
r'_-‘h:n'u—l:::ir::ul.atin 2602761-1420 i
]
v, 162 (2002) COne Day Loan 319510015819990 Wiew
v, 161 (2002) COne Day Loan  319510015819980 —
v, 160 (2002) One Day Loan  319510021306624 Label
w 150 2NN ina Mo | asn 0510021426170 ——

Click Bind/Changes.
Iltems List for Binding window will display.

Select and move issues that piece in hand is cumulating from left half of the scre
right half by clicking the arrow.

Click Bind button.

Items= Lizt For Binding
|Descripti|:|n | Sub-Lib Collactic C—m |Description | Sub-Lib Callectic C—cu ’E_HTI
v, 162 (2002} TC Period =] v, 163:n0,1 TC Period =] Changes |
Wilson  icals— (2002 :May23) Wilson icals—-
Period  Basern Period  Basern
icals & ent icals & ent
Feszer Feszer
W El W
¥, 163:n0.1 TC Period v, 163 00,2 TC Period
{2002:May23) Wilson  icals— (2002 :Jun.08) Wilson icals—-
Period Basem Period Basem
icals & ent icals & ent
Reser Reser
W W Cancel |
v, 162:n0.2 Period ;I Help |

Iltem Form for one of the issues will be displayed.

Author: Fariha Grieme Approved by ACG 11-07-2002
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ltem Form

Complete the following fields on the Item Form:

General Information 1 tab: - Scan in barcode (back cover of piece) in Barcode field
(only for annual cumulations).

Update Enum. levels as needed
Change Description field to reflect piece in hand.

Review and update Material Type, Item status fields
as needed.

Item Form

General Information [ j ¥, Gereral Information (2:\| 2. Serial Information ] 4, Serial Levels

I

Barcode! | 1951001582000 Update

Sub-library: | THnPR, |E| Sawe defaults
Callection: I PER. |E| Circ Hiskory

i

Call Murnber Type: IS_IH |- Ternporary Location Refrash
Call Mumber: I B

2nd Call Humnber Type: |_|H

2nd Call Murnber: I B

Copy number: I ]

Erurn Jewel 1 (a)vel) I 163

Enumilevel 2 (B) I

Dezcription: I w, 163 [Z002) B

Makerial bype: I I1S5ED IH
Item stabus: I 11 |H

Itern process status: I }
Hol Lirk : I 573526 }

Cancel

Help

i

General Information 2 tab: - Enter order number in Order number field.

3. Serial Information tab: + Enter Subscription Sequence number in Subscription
no. field.

4. Serial Levels tab: - Review and update Chron. levels as needed.

Click Refresh and then Update.

Note: Issues will be deleted from Publication Schedule window when a report is run in We
Services.

Author: Fariha Grieme Approved by ACG 11-07-2002



University of Minnesota Aleph Acquisitions Manual Page 157
Issue Date: 11-07-2002 Arriving
Revised Date: 11-13-2002 Processing Limited Retention Titles

Add Volume to Summary Holdings (Annual Cumulations Only)
For Annual cumulative volumes, you will also need to update Holdings Record.

From the Items List, click Retrieve Holdings button, select correct holding record
from the list, and click Edit.

Add volume in hand to summary holdings in 86X.
Update date subfield in 940.
Save record on the server.

x& Catalog - Version 505.14.2 - [Library UMMED - Format HO - System Number 573526 - NEwWD24 MRC]

|!'| File Librariez Edit Search [mport Records Options  Window  Help ;Iilll
¥eegdddss iy~ A
{aaaer % _ AOneagyanngannansdn ~4500
Bib. Controi M. 004 oo2e92733
Data ano hime 005 20021106163549.0
Ffixea Data oog _ _ 9z212054| "m0 2001 [engl020513
Export Lontroi 940 & MHU
b UPD
o 2002-11-06
Link LER & HOL
1 UMNO1
b 002592783
focation 852 51 a Mnu
b TWPR
o« PER
b4 **2**
91
Fxt.hoia Bibiai BRA 41 8 0
& w.1-122 (1982-1998:Mar.5),
Fxt.hoia Bibiai BRA 41 8 0
a v¥.123:n0.1 {1998:Mar.13)
Fxt.hoia Bibiai BRA 41 8 0
& w.124-128 (1998),
Ixt.Hoia Bibbr EBe 41 2 o
& w.1537-163 (2001-2002)

» [ () [866/4/1: Testual Holdings - Basic Bibliographi [Connected to Server [Libran: UMNOT - UM Bib [4/22/2002) (Ut [Profile: default - User ' fi

Physical Processing

Write Sub-Library, Collection Code, and Bib ID on page following title page per u
procedure.

Forward volume to destination/Marking Room.

Author: Fariha Grieme Approved by ACG 11-07-2002
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Kept Until Replaced by Microfilm (KOTFILM)

Arrive Film
Search title of film in Acquisitions module.
Verify title and order information.
Arrive film.
Write down the bibliographic number of the print title (shows up in pop up windac
during arrival).
Create Item Record
Push record to Items module or click Copies button to retrieve Item List.
Create item record per unit procedures.
Note: Not all units create item records for periodical microfilms.

Update Summary Holdings
Push record to Holdings by clicking Catalog HOL from Navigation window.
Select the correct Holdings.
Click Edit.
Update/create 866 field to add the film in summary holdings.
Update date subfield in 940.
Save to server.

Consolidate Item Records for Print Title
Search the print title and push to Iltems module.

From the Item List window, select one of the items that the film you just arrived
replaces.

Click Bind/Changes button.
Iltems List for Binding window will pop up.

Select the already withdrawn item as well as all the item records of the issues tt
being replaced by microfilm.

Move items from left to right by clicking the right arrow.
Click Bind.
Iltem Form for one of the issues will be displayed.

Author: Fariha Grieme Approved by ACG 11-07-2002
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ltem Form

Complete the following fields on the Item Form:

General Information 1 tab: - Update Enum. levels as needed

Change Description field. (It should cover all issues
that film is replacing.)

Change Item Processing Status to WD (Withdrawn) if
not already there.

General Information 2 tab: - Enter order number in Order number field.
Enter note “replaced by microfilm” in Internal note
field.

3. Serial Information tab: + Enter Subscription Sequence number in Subscription
no. field.

4. Serial Levels tab: - Review and update Chron. levels as needed.

Click Refresh and then Update.

Library Keeps Latest XXX Months/Years/Volumes (kl=)

Arrive Issue(s)
Search title in Acquisitions module.
Verify title and order information.
Push record to Serials module.
Display Items screen.
Arrive issue(s).

Note processing instructions (check-in note) that display in pop-up window durin
arrival.

Author: Fariha Grieme Approved by ACG 11-07-2002
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Item Armival Form E3 |
Earcoda:

Arrival date: I 11062002 |L|

Call Murmber: |5 I
Call Humber 2: I I

Pages: I

CPAC note: I

Librarian note: I TUilPR,PER,

“heck-in note: | #*1=j=ALERT**jiki=vel WEED ALERT=new vol L‘:E'I
Help |

Push record to Items module.

Withdraw Issues Being Weeded

From the Items List window, select one of the items that is being weeded or an
already consolidated/withdrawn item record.

t of Record 2045482 - The Minnehiker. H=]

lib+Call+Call | Copy na. | Description | Status | Barcode | Modify

TWPR FER. 4 2 Withdrawn B25024 Add

v, 70:n0.1 (2001 :5ep.) Mon-Circulatin . 2045482-120 Duplicate

Dalete

2
. 79002 (2001:0ct.) Mon-Circulatin 2045482-140

g e
. 79:n0.3 (2001 Nov.) Mon-Circulatin 2045482-150
g Label
v.79:n0.4 (2001:Dec.) Mon-Circulatin 2045482-160 )
g Bind/Changes
Click Bind/Changes button.
Iltems List for Binding window will pop up.
Items List For Binding
|Descripti0n | Sub-Lib Collectic C—D| |Descripti0n | Sub-Lib Callectic C—m Eind I
¥, 78:n0,1-12 TC Period - v, 730 1-12 TC Period ;l Changes |
(2000:5ep.-2001:A  Wilson icals— (2000:Sep.-2001:4  Wilson icals—-
ug. Period  Baserm ug.) Period  Baserm
icals & ent icals & ent
Reser Reser
¥ El ¥

Cancel |
R

. 79:n0.2 TCPeriod o H Help

MmO ek I T PRy
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Select the already withdrawn item as well as all the item records of the issues tt

being weeded.

Move items from left to right by clicking the right arrow.

Click Bind after all issues identified for weeding have been moved from left to ri

Iltem Form will display.

Iltem Form

Complete the following fields on the Item Form:

General Information 1 tab:

Item Form

Update Enum. levels as needed.

Change Description field. (It should cover all issues
that are being weeded.)

Change Item Processing Status to WD (Withdrawn) if

not already there.

General Information [ j ¥, Gereral Information (2:\| 2. Serial Information ]

Barcode!
Sub-library:
Collection:

Call Murnber Type:

Zall Mumber:

2nd Call Humber Type:

2nd Call Hurnber:
Copy number:
Erurnlewel 1 [2)wal)
Ernum lewvel 2 (B)
Drescription:

Makerial bype:

Itern status:

Itemn process status:

Hal Lirk !

=
o
I
= Dl

| bl
.
: bl

|?3

|_ Ternporary Location

| 1-12

I w.78in0,1-12 (2000: Sep,-2001: Aug.) B

=
E—
E

4, Serial Levelz

I

Update
Save defaults

Circ History

i

Refrezh

Cancel

Help

i

Author: Fariha Grieme
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General Information 2 tab: - Enter order number in Order number field.

Item Form

L. t3eneral Information (1:] General Information I:W 2. Serial Infarmation W 4, Serial Lavels W

OPAC noke:

Circ. note:

Sawe defaults

|
|
Internal nate: |
|
|

Cir History |

Order number: 02045482-00101
Fefrash
Invoice Key: nog E Q
3. Serial Information tab: + Enter Subscription Sequence number in Subscription
no. field.

L. Gereral Information (1:7 *, Gereral Informatian (2:1 3. Serial Information W 4, Serial Levels 1
Schedule: | 0

Subscription no.: | 101 Sawe defaultz
Pages:

=l | Circ Histaory
Deescription: | w,78in0,1-12 (2000: Sep.-2001: Aug,) EI Refresh

Issue Drake: | 09,01 /2000 |F|

4. Serial Levels tab: - Review and update Chron. levels as needed.

Item Form

L. Gereral Information (1:7 *, Gereral Informatian (2:1 2. Serial Infarmation 7 4. Serial Levels 1

Ernumilewel 1 [a)wal) | E

Erurm.Jewel.2 (b | 1-12

Sawe defaults

Enum lewel 2 [c) |
Circ History ‘

Refrash

Ernum lewel 4 (d)

Enum.level & (&)

|
|
Enum level & (F1 |
|
|

altenum.l [g)

altenum.2 [h)

Chron level.1 ({1(vear) | 2000-01
Chron level 2 () | 09-08

Chronlewvel 3 (k) |

Chron lewvel .4 (1) |

Click Update.

Route issue to the library unit with a processing alert tag/note so withdrawn issu
could be removed from the shelf.

Author: Fariha Grieme Approved by ACG 11-07-2002
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General Maintenance

Cancelling Orders

Vendor Initiated Cancellations

Modifying the Order Form

To cancel an order when you have received a cancellation notice from a vendor:

1. Find the order you wish to cancel using the Order Number, Order Index, or by
searching for the title using a Find or Scan search.

2. Highlight the order on the Order List window, and click Modify.

3. Change the Order Status by entering the code VC, or click on the arrow to the ri
of the Order Status field and select the Order Status VC.

4. Enter the reason for the cancellation in the Library Note field using the format
CANCELLED: <reason> (e.g. CANCELLED: out of stock).

Note: The cancellation information in the Library Note field will appear if the order i
an M or O Type order and an Arrival is subsequently added to this order. The
cancellation information will also appear in the Order Information on the

Navigation window.

Order Form - The art newspaper.

1. Order Information 1 2, Wendar

000033 154-00440 Crder status:
IW Order number 31
|7|E| Order group:
IW Status date:
T

Order number 1

Order nurmber 2!
Order ISEM/ISSH:
Open date:

Order date:

Material bype: IHB
o )]
> ]l

2

Borrower Mame: |

Sub-library:

Acquisition rmethad:

Barrower ID:

[~ Send directly

3. Quantity and Price W
Wz |E| oK
=R Sawe Def ‘

| o

| 28y znnz

Refresh ‘

Library note: | CAMCELLED;QUT OF STOCK;S 08,01

Cancel

Help

i
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5.

Click OK. The Order List window will display, showing the Status changed to VC:

& Acquisitions - Yersion 505.14.2

<l P Y B |

File Utiitiez  Orders  Amivale  General invoice  Administration  Options Window  Help

L HRE e Z38 A

m Navigation Window for Admin Record No. 33154 _|c=
|Tag | Contents [ Catalog BIE.
[z & Thinmt - aFna | KT T |
& Order List of Admin Becord 33154 - The ait newspaper. —
D
|Order no. | wendor | Sub-ib | Status | Inv St | Arr St | Type | Budget | Local price | # Clair | Madify I -
000033154-0 R TWPR  VC Pl Mone ™ 3205-21-1995  0.00 o003 - add %
0201 *
000033154-0  SBUK TwPR  SW Pl Mone S 3203-21-1998  0.00 oooo Cuplicate —
W
-0 ABSOLL Wiyl W Mone  Mone 3140-21-2002 10,00 oooo &I =
TE PrintjCancel [
USBE TwPR  SY Crmp 3140-11-2002
0501 Send —
33154-302 AAAL TWwPR  SY MNone  Mone M 3102-11-2002 25,00 ooo1 an
Encumber I
Invoica £
Ci,
Arrival —
Capies
i Claimns b
Order Log
4] | 3
By [Connected to Server [Library: TMNGO - UM Test ADM (14.2.4) (1 [Prafile: gefault-User ] i

If this is an M type order and nothing has been Arrived/Received on this order and t
is an ltem Record in the system, the Item Processing Status will automatically chan
CA (Cancelled) and the item will not display to the public. If the order is O or S Type
order and nothing has ever been arrived on the order, the Item Processing Status w
to be manually changed to CA (Cancelled) so that the item is not displayed to the p

For O (Standing Order) Type orders: The Subscription End date in the order record
needs to be modified to show when cancellation will take effect.

From: 303 Serials Maintenance and 203 Monograph Acquisitions Maintenance manuals
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Order Form - The art newspaper.

\l 3. Quantity and Price

1. Order Information 1 2. Yendor
wendor information:
Wendar code: ITB
Wendor narne: | SUWETS BLACKWELL
Wendar reference: | BATE2G13
Wendor note: | an=12502020000
Order delivery bype: IFIEI Letter bype: TEI
Delivery type: |5_|E| Send letber by ’WEI
[ Rush
Subscription start; IWB Subseription end: 09,/21,2001 IEI
Eudget cyele: lli Reneveal date: 00000000 |E|

X

Sawe Def

Refresh

if

Cancel

i

Help

If order is an S (Subscription) Type order, in addition to Subscription end date on th
Order Record, the To date on the Subscription Information Tab also needs to be upc
to stop subsequent issues from being arrived on this subscription.

Subscription Information Form

1. Subscription info (1] T
Sub-library: TWER IEI
From date: | 104231397 IEI
To date: | 09/21,/2001 IEI
Itern skatus: 11 IEI
Callaction:

Call Murnber Type:

=

2. Subscription info (2]

Call Hurnber: |

2nd Call Murnber Type:

O

Dl

2nd Call Murnber:

N

uald

X

Update
Create Mew
Set as Dafault
Erink

Refresh

Note: For monograph orders, if there are no other open orders or copies attached to this
bibliographic record, and you do not intend to reorder immediately, you must suppt

the bibliographic record from public

view.
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Library Initiated Cancellations

Modifying the Order Form

To cancel an order when you have received a cancellation request from a selector,
the title needs to be re-ordered with a different vendor:

1. Find the order you wish to cancel using the Order Number, Order Index, or by
searching for the title using a Find or Scan search.

2. Highlight the order on the Order List window, and click Modify.

3. Order Status is automatically changed to LC when cancellation letter is printed.
may also manually change the Order Status by entering the code LC, or click on
arrow to the right of the Order Status field and select the Order Status LC.

4. Enter the reason for the cancellation in the Library Note field using the format
CANCELLED: <reason> (e.g. CANCELLED: Reorder through EBSCO).

Note: The cancellation information in the Library Note field will appear if the order i
an O or M Type order and an Arrival is subsequently added to this order. The
cancellation information will also appear in the Order Information on the
Navigation window.

5. Click OK.

6. For O (Standing Order) Type orders: The Subscription End date in the order
record needs to be modified to show when cancellation will take effect. See exal
shown in Vendor Initiated Cancellation procedure above.

7. If order is an S (Subscription) Type order, in addition to Subscription end date on
the Order Record, the To date on the Subscription Information Tab also needs to
updated to stop subsequent issues from being arrived on this subscription. See
example shown in Vendor Initiated Cancellation above.

From: 303 Serials Maintenance and 203 Monograph Acquisitions Maintenance manuals
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Order Form - The art newspaper.
1. Order Information 1 2, Wendar \l 3. Quantity and Price W
Order number 1 22154503 Order status! Le |E| oK

Order mumber 2 DEWRIES Ordet number 3: Save Def ‘
Order ISEM/ISSH: N960-6556 Order group: | 1MAG SER

Refresh ‘
Open date: 03 /1un /2002 Status date: | 08/ 1um 2002
Order date: 03/1un,/2002

Material bype: op |E|
Sub-library: TWILS |E|
Acquisition rmethad: =] |E|

Eorrower ID: |E| [~ Send directly

Borrower Mame: |

Library note: | CAMCELLED wv 15 (2001): Recrder through EBSCO e

i

Help

Printing a Cancellation Letter

On the Order List screen click the Print/Cancel button which displays the Print Type
window:

Click the circle to Print cancellation letter to vendor, then click OK:

Print Type

—Select Print Procedure

™ Print record infarmation anly

1
oK
% Print cancellation letter o vendaori
Cancel i

{7 Send arder letter o vendar
Help 1

When Order List is displayed, the Status has been changed to LC.
The cancellation letter can be modified before being printed.

Note: For monograph orders, if there are no other open orders or copies attached to this
bibliographic record, and you do not intend to reorder immediately, you must supp!
the bibliographic record from public view.
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Suppressing Bibliographic Records for Monograph Order
Cancellations

For monograph orders, if there are no other open orders or copies attached to this
bibliographic record, and you do not intend to reorder immediately, you must suppi
the bibliographic record from public view.

To suppress the bibliographic record from view in the Web OPAC:

1. From the Navigation Window in the Acquisitions Module, click the Catalog BIB
button to push the title to the Cataloging Module. The title will be displayed:

u# Catalog - Yersion b05.14.2 HE
File Libraries Edit Search |mport Records Options  Window  Help

K EELSEEN-N]

Lihlal_v THMNO1 - Format BK - System Number 49398 - NEwW724 MAC

ieaoer LDE _ _ 010939nam~"2200301"a 4500
Ffixea Data nos _b11003s2001~"""caua ™~ b~~~ 1010%e
ng~d

1€ Cantroi Ao, oio _  a ~"2001092765
56/ 020 _  a 1583810706 {alk. paper)
System lo. 035 & i{MnUjnotisallalsss
systam Lo, 035 & (OCoLC)OCM4B8078777
Latal. Source Ef o STI

¢ STI

R
Laca Hoiaings 048 _  a MNUA
tocal Can ho. 090 _  a QBBE43.L8S

b P1 2000
daca Lan o. 0%z 0 & 520 =

=] B3| [E] Tag Inform.... == B3

& (1 040/ Cataloging Source |Cannected to Server |Library: TMNOT - UM Test Bib-4/22/2002 [Prafile: default - User it

®

2. Add a field to the record (F6).
3. Enter STA and subfield a.

4. Enter SUPPRESSED (all caps) to suppress the record from displaying in the publi
(Web) OPAC.
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& Catalog - Version 505.14.2 [ _ [=] <]

File Libraries Edit Seach |mport Records Options  “Window  Help

¥R A9 JdIdesh 8 2 A

Lih[al_v TMHO1 - Format BK - System Humber 48834 - NEwW721 MRC O] x| |
i Lihlaly THMNO1 - Format BK - System Mumber 48834 - NEW722 MRC [_ O] x]
#[ teaser LDR _ _ 006802nam~"22002292a374500 -
Status BTR — 5 SUPPRESSED
A Aieph spsnumber 001 000048834
1‘ Data ano hme 005 _ _ 20020525180023.0
S| Fixea PDala 008 00031552000 "~~""gnk ~~onsssns s agngogreng
J =5 __ _
4 ~d
4 nat.ob, Ao, 015 _  a GRAO-Y7132
1580 020 & 0750822466
Ll spstem no. 035 _  a (MnUinotisATPS156
Ll system na. 035 _ a (OColC)OCM43672757
Latai. Source 040 _  a UKMm
o UKM
M roca roiings 043  a MHUA
—| Pawey do. 082 04 a 652.802
2 21 =
@Messages &a] x| @Taglnfulm... 2(0] x|

[ € [0 (J [STAs-: Status |Carnected to Server Librans: TMMOT - UM Test Bib-4/22/2002 |Prafile; default - User fiE

5. Save the record to the server. The record will still be indexed and searchable on
staff.
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Changing Order Types
In Acquisitions module:

1. Select the order to be changed from the Order List window. Click Modify.
2. Change the order status to CLS (Order Closed).

3. Copy any notes as relevant from the Library, Quantity, and Price Note fields (the
does not transfer as part of setting defaults).

4. Click Save Def and then click OK.

5. Add a new order, this time using correct order type. Because you set the defaul
some information from the closed order will transfer to the new order form. On-
new order:

o

Change the order status to SV, check order type, material type, sub-library ar
acquisition method fields and correct as needed.

o

Paste in any copied notes from the old order.

o

Complete any new fields as necessary.

6. Refer to procedures for placing orders (e.g., monographic standing order, serials
standing order, subscription order, etc.) on completing the rest of the process fo
placing an order.

From: 301 Serials Ordering Job Aid
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Manual Claiming

Claiming Through the Acquisition Module

Claiming for monographs, one-time serial orders, and standing orders is always
accomplished via the Acquisition module. In addition, the very first claim of a new
order where publication pattern record has not yet been set up is also performed vi
Acquisition module.

Before generating a claim, you should check statuses on the Order List and review
Order Log.

Review Arrival Status or Arrival List on the Order List

Prior to generating a claim manually, you will need to check the statuses on the Orq
List to verify that the item has not yet arrived. The arrival status in the Arr St field r
be NONE or Ptl (i.e. Partial). If the arrival status is Ptl, check the Arrival List and/or t
Order Log to determine what we have received thus far.

Review the Order Log and Arrival List

It is especially important to review the Order Log for orders converted from the pre
system, since materials received on that system are not reflected in the Arrival List
may also find special instructions in the Order Log.

Manually Claiming an Item
To manually produce a claim:

1. Highlight the order in the Order List for which you wish to produce a claim.
2. Click the Claims button or use Alt + c.

° If you already have claims on this order, the List of Claims form will display. I
this case, review the information on the list to determine if a claim is still nee
If so, click the Send Claim button to display the Send New Claim form.

° If this is the first claim being attached to an order, the Send New Claim form
appear.

Author: Fariha Grieme Approved by ACG 01-09-2003
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Send New Claim

Claimn text: I
Clairn Farrmat: I 01 IEI
¥ Update arder's next claim date Carecel |

Help

3. Enter the following information in the Send New Claim form:

o

o

Claim Date: Enter the date you wish to appear on the claim.

Claim Text: Claim Text is dependent on the Letter Type used in Claim Format
field. See table below for instructions on what to enter in this field for each L
Type, in addition to any other notes you may want to send to vendor.

Note: For multi-volume orders and standing orders, you must first determine
what needs to be claimed. Enter volume/issue you wish to claim (see
Quantity Note field on the Order Form for volumes ordered, click on
Arrival button, or consult the Order Log to see what needs to be claime

Claim Format: Click the arrow to the right of the field and choose an appropri
Claim Format (Letter Type) from the drop down list. The Letter Type you cho
in this field will determine what needs to be entered in the Claim Text field. ¢
table below for more information and instructions on what to enter in Claim T
field.

Letter Type| Description Instructions for Claim Text
01 First claim (monograph)
02 Second claim (monograph)
03 Third claim (monograph)
04 Order Confirmation Specify what change, if any, vendor is
making to original order
05 Invoice claim
06 Partial receipt, claim for missing Indicate which volumes are being claimed
volumes.
07 Different title/edition/volume receivedProvide description of incorrect item(s)
and kept, original still wanted
08 Different title/edition/volume receivedProvide description of incorrect item(s) and
and returned/deducted invoice number
09 Missing piece, deducted from invoice Give vendor's invoice number. For
Standing Orders, indicate which volume|is
missing.
10 Return and deduction Give reason for return and invoice number

Author: Fariha Grieme Approved by ACG 01-09-2003
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Letter Type Description Instructions for Claim Text
11 Defective item received, not returnedPescribe defect; indicate which volume(s)
replacement requested for s.o.
12 Defective item received, returned/ | Describe defect and quote invoice number;
deducted, replacement requested indicate which volume(s) for s.o.
13 Claim for prepaid order Give invoice number we prepaid
14 Standing order: claim for specific Indicate which volumes are being claimed
volume (sola)
15 Standing order: inquiry/claim (soma) Indicate last volume received
16 Standing order/subscription claim: | Indicate which volume order started with.
nothing received yet
17 Request for permission to return Describe item(s) to be returned, give reason
for requesting return.
18 Blanket order claim Indicate which volumes are being claimed,
provide PO# for blanket order.
19 Membership order claim Indicate which volumes are being claimed.
Provide PO# for membership order.
20 Gift claim Indicate which volumes are being claimed
21 Exchange claim Indicate which volumes are being claimed
22 Notice of new P.O. number Give former P.O. number
23 Refund request for ceased title Indicated period/vol.(s) refund is needed for
and amount to be refunded

o

Update Order’s Next Claim Date (only available for M Type orders): The
default is a checked box. Accept the default. This will cause the next automat
claim to be sent based on the claim date entered in this form, plus the usual
from the Vendor Record. An example of a completed form is shown below:

Send Hew Claim

|

I 01/10/2003

Send

Clairn date:
Clairm text: | w2 (1998)]
Claim Format: I 0& IEI

¥ Update arder's next claim date

Cancel

Help

i

4. Click Send. The letter will display in a Notepad file for you to review and edit
ordering unit address as needed before printing. Below is an example of a clain
memo.

Author: Fariha Grieme
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[Ef “Aleph71.tmp -Notepad =g pd &Y mEE|
File Edit Search Help
Serials Records =

University of Minnesota Libraries
178 Wilson Library

389-19th Avenue South
Minneapolis, HMH S55455-041%

UsA

BLACKWELL 'S BODODK SERVICES
188 UNIUVERSITY COURT
ATTH. SUE TREVETHAN
BLACKWOOD, HJ 88812

H L 2] I M M E M 1]

DATE: 18/Jan/20803
PURCHASE ORDER NUMBER: 3719812-1

Dear Sir/Madam:
We have not received all of the items for the order listed below. Please supply the

missing volume(s)/item{s) as specified below. If you cannot supply the remaining volume(s),
please report. Please quote our purchase order number on all correspondence and inuoices.

Thank you.

Hote: v.2 {1998)
Original order was for: v.1-2 {1997-98) OHLY

Bibliographic information:
Latin American political yearbook.

- Hew Brunswick, HJ : Transaction Publishers,
c1998-.

v. ; 24 cm. -
K| r

Note: You must check your ordering unit address before sending a claim letter to a
vendor. Consult the list of “Ordering/Receiving Unit Addresses” in “Codes an
Lists” for correct address format. A macro can be created to simplify the pro
of editing ordering unit address.

Note: For most printers, in order for claim letters to print on a single page with corr
formatting, you need to set your Notepad font to Courier New 9.

To set the font, open Notepad. From the Edit menu, choose Set Font. Highligh
Courier New, Regular, and 9, then click OK.

° The List of Claims form will display, showing your claim. At this stage the
Reply will be empty:

List of Claims

|Claim Date | Reply Date | Send Claim

Reply
fy, 3 (1000

[relate

Cloze

=i Help

dddd

Note: List of Claims does not display Letter Type used in this version of Aleph.

Author: Fariha Grieme Approved by ACG 01-09-2003
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Recording the Vendor’s Reply

1. Highlight the order in the Order List for which you wish to register a reply.
2. Click the Claims button to display the List of Claims form.

3. Click the Reply button to display the Vendor’s Reply form. Here you can register
the date of the reply, the reply itself, and the new date on which you can expect
receipt (as given to you by the vendor). If the vendor does not give a date, acce|
default. (Exp. Arrival date field is only available for M Type orders):

Help

Y
Claim Text: I Pleaze supply v.22:no.1 (2002) Update I
Reply date: I 06,/02,/2002 |L|
Wendor rephy: I w.223inanl claimed fram publisher, allow 2 weeks
Exp. Arrival date: I 0E/z 2002 |L| Cancel |

o |

4. Click Update. The List of Claims form will redisplay, showing both the claim and
the reply:

List of Claims

|Claim Date | Reply Date | Send Claim |

v.23:n0.1 claimed fram
Ublisher, allow 2 weeks Delete |

Cloze

[ o= |
=i Help |

Author: Fariha Grieme Approved by ACG 01-09-2003
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Viewing Claims in the Order Log

In addition to the List of Claims window, you can also view claiming information in t

Order Log. Highlight an order in the Order List window and click Order Log:

Log of Order 33154-502 E2
|Date & time | Description | Details | Lser | ﬂ\ctiori £Add
028/un/2002  Claim sent  Claim Mo, 1 sent, TRAIN - ;l Fernoe SuDate
11:46 AM Clairm date is --
08/1un,/2002, Claim
message is 'Please
supply v.23:n0.1
(2002)",
08/un/2002 Mextclaim  Order next claim date TRAIM - ——--—- =l
11:46 AM date set as 06/0ct 2002, -
02/un/f2002 Claim sent  Claim Mo, 2 sent. TRAIN  ——
11:46 &M Claim date is - =
Action date: I 00,/00,/0000 |H

Transaction bype:

E—

Log bexks

Clase

Help

id

Claims are included along with ordering, invoicing, and other information about the

order.

Author: Fariha Grieme
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Claiming Through the Serials Module (S Type Orders)

Claiming for serial subscriptions can be accomplished by Batch Process if Send Clai
box is checked off in the Tab 2 of the Subscription Information Form.

Subszcription Information Form
1, Subscription info (1) T 2. Subscription info (2] T
L=zar I0: | IEI Update

[ Deliver directhy Create Mew

[ Prirt label Set az Crefault

[v Send Claimsz )
Print

i

First clairn: IEIZI—
Second claim: IE":'— Refrezh
Third claim: IB‘D—

Fourth claim: 15]

Discard routine: lilzl

Mok

|
Check-in nate: |
|

Itern Stakistic:

Cancel

i

Help

Manual Claiming in Serials Module
Missing issues of an established subscription can be claimed manually via Serials nr
by using the Claim button in the Items window.

Note: First issue of a new serial subscription order (S Type Order) must be claimed via the
Acquisitions module, as claiming through the Serials module will not be possible wif
presence of a Publication pattern record in the system.

Author: Fariha Grieme Approved by ACG 01-09-2003
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1. To send a claim for a specific issue, display the Items window, highlight the item
wish to claim, and click Claim as shown in example below:

& Serials - Yersion 505.14.2 =lied e By W

Elle  Senal Administration  Ubiities  Options  Window Help
I BE® 1

m Navigation Window for Admin Record No. 56961 _ =

Items of Record No. 56961 - Fariha's monthly journal of Aleph users

[Le sbs | Subdb | Description | Exp. Arrival | Brrival | Barcode: | Mo, | Pages Medify
1 THAGR v.2:n0.1 (2000:]an.) 30/4pr/2000 04,/1un/2002 56961-130 = Add
THIAGR w.1:n0.1-12 (1999 01/May/1999  03/Jun/2002 319562P01 —
S00K12 Duplicate
1 THIAGR w.2:n0.2 (2000:Feb.) 31/May/2000  05/Jun/2002 56951-150 Elio
1 THIAGR w.2:n0.3 (2000:Mar ) 20/3un/2000 06/1un/2002 56951-160 2
1 TMAGR  w.2in0.4 (2000:4pr.) 30/1ul/2000  DA/un/2002  S6961-170 View
1 THIAGR v.2:n0.5 (2000:May) 20/4ug/2000 06/Iun/2002 56951-180 —
1 THAGR v.2:no.6 (2000:1un.) 20/Sep/2000  ------—- S56951-190 Circ. Summar; ¥
1 THWAGR  v.2:no.6:supplement 20/Sep/2000  06/Jun/2002 56961-200 .
Arrive
(2000:June)
1 TMAGR w207/ 20/0ct{2000  06/un/2002  S6961-210 Unda Arrive
v,2ino,9 (2000 5ep, ) 20/Dec/2000  ---—-——- Claim
Change Sched,
Open Mext
4| | »
[E [y [Connected to Server [Librany TMMNSO - UM Test ADM (14.2.4) (1 Profie: defaul - User e}

2. If this is the first claim on this issue, the Send New Claim on Issue form will open

Send New Claim on lzzue |

Help

Clairn bext: I
Clairn Farmat: I o1 IH Cancel |

3. Review/modify the following fields:

° Claim Date: Enter the date you wish to appear on the claim.

° Claim Text: Claim Text is dependent on the Letter Type used in Claim Format
field. See table below for instructions on what to enter in this field for each L
Type, in addition to any other notes you may want to send to vendor.

Claim Format: Click the arrow to the right of the field and choose an appropri
Claim Format (Letter Type) from the drop down list. The Letter Type you cho
in this field will determine what needs to be entered in the Claim Text field. ¢
table below for more information and instructions on what to enter in Claim T
field.

Author: Fariha Grieme Approved by ACG 01-09-2003
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Letter Type  Description Instructions for Claim Text
01 Paid subscription -- single missingEnter customer account# and any other note to
issue vendor

02 Paid subscription - lapsed Enter customer account# and any other note to
vendor

03 Title paid for elsewhere (rcvbo titl&nter customer account# as well as PO# for the
payment record

04 Cancelled paid subscription Enter customer account# and effective date|of
cancellation

05 Blanket order title Enter customer account# as well as PO# for|the
blanket order payment record

06 Membership title Enter customer account# as well as PO# for|the
membership payment record

07 Gift title Enter additional notes to vendor as needed

08 Exchange title Enter additional notes to vendor as needed

09 Damaged issue Enter customer account# and any other note to
vendor

10 Depository title Enter additional notes to vendor as needed

4. Click Send. The letter will display in a Notepad file for you to review and edit
ordering unit address as needed before printing.

Note: You must check your ordering unit address before sending a claim letter to a
vendor. Consult the list of “Ordering/Receiving Unit Addresses” in “Codes anc
Lists” for correct address format. A macro can be created to simplify the pro
of editing ordering unit address.

Note: For most printers, in order for claim letters to print on a single page with corr
formatting, you need to set your Notepad font to Courier New 9.

To set the font, open Notepad. From the Edit menu, choose Set Font. Highligh
Courier New, Regular, and 9, then click OK.

Author: Fariha Grieme Approved by ACG 01-09-2003
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R e S [ 5< ] & W=TE T

File Edit Search Help
-

Walter Serials Processing =
University of Minnesota Libraries

188 Walter Library

117 Pleasant St., S.E

Minneapolis, MM 55455-0201, USA|

waltsers@tc .umn.edu

Fax#t 612.625_5583

EBSCO SUBSCRIPTION SERVICES
ATTH: JILL HMUHGLE
1148 SILVER LAKE RD
CARY, IL 68613
C L A I H M E H 0
Date: 38/Dec/2002

Dear Sir/Madam,

Our records indicate we regularly receive the following title on our subscription. We have not ye
to arrive by 28/Hov/2881. Please send or advise.

Title Information:

The Mathematica journal.
Redwood City, Ca. : Advanced Book Program, Addison Wesley
Pub. Co., [1998-.
v. & ill. ; 28 cn.
Issue Information:
Issue Description: v.8:no.3/4 (20801:Winter-Spring)
Issue date: @1/Jul/2881
Hote to vendor: Account# CG2916508
CLAIME: 1
Uendor Reference Ho.: 554548847 ,US
Purchase Order Humber: B88831246-08681
Date of last claim: 38/Dec/2082 _J:J
<] | 3

If this is not the first claim on this issue, the List of Claims window will open. To sen:
subsequent claims for this missing issue, click Send Claim to send another claim.

Recording Vendor Reply

To record a vendor's reply for claims, click Reply and record vendor's reply includin
reply date. Adjust Exp. Arrival date accordingly.

Yendor's Heply E3 |

Clairn Text: | Account# cGzates00 Update I
Feply date: I 01/22/2003 |L|

Wendor reply: I Replacement issue sent. Allaw Few mare day:.|

Exp, Arrival date: I 02//15/2003 ILl Lol |

Help

Author: Fariha Grieme Approved by ACG 01-09-2003
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Converted Order Records: Viewing and Updating

For order records that were created in the previous system (i.e. NOTIS), additional :
are necessary before materials can be arrived in Aleph. You may also need to chan
update fields in the Order Form before cancelling these converted records.

Identifying Converted Order Records

Records that were created in the previous system can be identified by information |
Order Form.

On the Order Information tab of the Order Form, the Order Number 2 field contains
the ORDUNIT value and the NOTIS purchase order number.

The Order Number 3 field also contains an ORD/RECUNIT field value from NOTIS.

Order Form - Changes in the permanent employment spstem in Japan : between 1982 and... [E3

1. Order Information ] 2. Wendor ] 2, Quantity and Price ]

Order mumber 1t 0005 1254-0010 1 Crder status: I S B oK I
Cirder number 2: Im Order number 3 I MS e Bl |
Drder ISEM/IS5M: 041553 1835 Crder group: | |L| Refresh |
Open date: 23/ Apr 2002 Status date: | 23i0pr 2002

Order date: 22 apr f2002

Material bype:
Sub-library:

Acquizition method: T

Borrower ID: [ Send directly

Borrower Marme:

Cancel

=
Help |

Library nate:

"Jééé ﬂj

From: 203 Monograph Acquisitions Maintenance Manual



University of Minnesota Aleph Acquisitions Manual Page 183
Issue Date: 05-31-2002 Order Maintenance
Revised Date: Modifying Converted Order Records: Monographs

Modifying Converted Order Records: Monographs

If you need to cancel a converted order record, you will need to update the Letter T
field in the Vendor Tab of the Order Form. Select the appropriate Letter Type for yo
ordering unit from the drop down list.

Order Form - Changes in the permanent employment system in Japan : between 1982 and...

1, Crder Informmation ] 2. Yendor ] 3, Quantity and Price ]

wendar information:

Vendor coda: I YEP AP |H Save Daf
Wendar narne: I FAMKEE BOOK PEDDLER

Refresh

udd

Wendar reference: I

Wendor note: I s

Order delivery bype: I LE ’ Letter bype: I 19 ’
Drelivery bype: I 5 ; Send letker by I PRIMNT ;
[~ Rush — Clairn date: I EIS,QI,QIJD; |L|

[+ Eatch dlaiming

Help

Cancel |
_ e |

In the example above, Letter Type “19” has been chosen for the ordering unit “Soc
Sciences Monographs.”

Viewing the Order Log for Converted Records

In addition to the Order Form, the Order Log will also contain information from
NOTIS system for converted records.

In the display below, order transactions for converted records are identified by the
“CONV.” The Description and Details fields contain coded information from NOTIS
regarding the converted orders.
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Log of Order 000051234-00101 E

|Date & tirne | Description | Details | Llsgr | .ﬂu:tic:ri Sl

HEADER y Kr ( Rermowe A.Datel

———————— WMND MOTE  srwwi COMY e
00:00 Ak -
———————— SOURCE stwl COMY e
00:00 Ak - =
———————— OIY NOTE ~ ==0001 COMY e
00:00 Ak - =

Action date: I {40,/00,0000 IH
Transaction bype: I an IH

Log hext:

Close

il

Help

Updating Item Records to Link to Order Records

Prior to arriving a converted order, you will need to update the item record that wa
created during the conversion process.

From the Order List window, click Copies to view the item linked to the order. If the
Iltem Form is blank, as displayed below, the item has been created during the conve
process and is not linked to an order record in Aleph.
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Item Form |

General Information | j *, general Information (2:] 3. Serial Infarmatian \I 4, Serial Levels ]

Barcode: Update

f 1
Sub-library: | TWILS E Sawe defaults
Collection: I
|EI iEitic Histary

iLER

Call Humber Type: I_IEI [ Temporary Location Refrash
Call Hurnber: I EI

2nd Call Murnber Type: I_IH

2nd Call Humber: I E

Copy number: I 0

Erurnevell (al(wal) I

Erurn Jevel.2 (B

Dascription: I E
Material bype: I |E|
Ttern skatus: I |H

Itern process status: I ’
Hol Link: I 0 '

Cancel

i

Help

You will need to link the converted item record to the order record.

1. Close the Item Form by clicking Cancel.
2. Write down the Order Number for future reference. Include zeros and hyphens.
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3. From the Navigation Window, click Iltems. The Item List will be displayed for yout
order in the Items module:

+f| Items - Yersion 505.14.2 MEE
File Utilities Fetieve Options  window Help
o 3§ S| WL
™ Navigation Window for Admin Record No. 50799 =|c=
|Tag | Contents Catalog BIE.
1] TMMOT - 49346 I1SEN 0217632965 (acid-free paper) - View in OPAC
15BN 3764333865 (Basel : acid-free paper) —_—
Title Topological nonlinear analysis I : degree, singularity, and Catzlog ADM
yariations f Michele Matzeu, &lfonso Yignoli, editors, pT—

% Item List of Record 50799 - Topological nonlinear analpsis Il : degree, singularity, and variations / Michele Mat._. [E[=] E3

|Hol+Sublib+Col+Cal | Capy no. | Description | Status | Barcode | Modify |

Duplicate |

B

Delete |

View | —

k.o,

Label |
Eind/Changes |

Ttem History |

All Ttems History |

| -

Circ, Summary,
< »

[® e Ed] |Carnected to Server |Librans TMMNGO - UM Test ADM [14.2.4) [T|Prafile: defaul - User it}

4. From the Item List, highlight the item and click Modify. The Item Form will be
displayed:

Item Form E |
General Information ( j ?, iqenaral Information (2:] 2. Serial Information ] 4, Serial Lewels ]

Barcode: I f-vES0799- 10] Updats
Subr-library: IWIH Sawe defaults
Collection: IGEN—IH Circ History
Call Humber Type: I—IH [ Temporary Lacation Refresh
Call Murnbrer | $$hA321 B4 TER4 1997 EI

2nd Call Mumber Type: I IH
b

il

2nd Call Murmber:

Copy mumber:

Erwrn level.2 (b

Cescription:

|
|
Ernurn Jewvel .1 {a)0wal) I
|
|

Material bypet I BOOK IH
Itern shatus: I 6 IH
Itern process stakbus: I OR }
Hal Lirk:: I 53106 ’

Cancel

i

Help
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5. In the General Information (1) tab, enter the correct Material Type for your item,

and change the Item Status to “01 - Regular Loan.”

Item Form

General Information | j ¢, General Information [2:] . Serial Information ]

Earcade:
Sub-library:
Collection:

Call Hurnber Type:

Call Hurnber:

2nd Call Humber Type:

2nd Call Murnber:
Copy number:
Enurnevel. 1 {a)(val)
Ernurnlevel.2 (b]
Drescriplion:

Material bypa:

Itern skatus:

Itern process stakbus:

Hal Link:

| CWES0793-10

[ware )
-
D
| $3hQA321.5441.TERS 1997 EI
D

| b

I_ Termporary Location

4, Serial Lewelz ]

Update
Save defaults

Circ Hisbary

ey

Cancel

Help
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6. In the General Information (2) tab, enter the order number, including zeros and
hyphens, in the Order Number field. This will link the item record to the order.

Item Form E3 |
L. General Information [l:] General Information ]:] 3. Serial Infarmatian \I 4, Serial Levels ]

OPAC note: | | Update I
Circ, note: I Save defaults |
Internal note: I Circ Hiztory |
Order number: | 0000E0799-00101 | 3 |
Inwoice Key: I i} ’ :
Invoice Moke: I

Imventory rurnber; I 217256 001 E

Irventary date: I 05,28, /2002 ILl

Last Irw, Report date: I 0,00 000 ILl

Price: I

Statistic: | El

Open date: I 07 flay 2002

Update date: I 00,400, 0000

Cancel

i

Help

7. Click Update to save the changes to the Item Form.

8. From the Navigation Window in the Items module, click the Acquisitions button t
push the record back into the Acquisitions module.

After updating the Item Form, the item is linked to the order record and can now be
arrived.

From: 203 Monograph Acquisitions Maintenance Manual



University of Minnesota Aleph Acquisitions Manual Page 189
Issue Date: 07-08-2002 Order Maintenance
Revised Date: Modifying Converted Order Records: Serials

Modifying Converted Order Records: Serials

The following fields need to be updated for all open converted orders (Order Status
SV):

1.0rder Information Tab:
Order number 2: Do not delete NOTIS PO#s.

Order number 3: Enter linking PO#s for memberships/combination orders.
Order group: Enter/select appropriate code from drop down menu.
Material Type: Check the pull down menu. Field may need to be updated.

Acquisition Method: Check the pull down menu. Field may need to be updated.
Library Note field: Enter processing instructions for S Type orders.

2.Vendor Tab:

Vendor Reference: Enter title/subscription ID for major vendors if not present.

Vendor note: Enter vendor’s account number (e.g. CUNN-S) if an account
number exists.

Order Delivery Type: Enter/select LE. (This is especially important when you are
cancelling an order.)

Letter Type: Enter/select appropriate PO form from drop down menu.
Order Form - Price index for legal publications.
1. Order Infarration ] 2. Yendor ] 3, CQuantity and Price ]

Werdor information:
Wendor code: Irm Save Def |
Wendar name: I AMERICAM ASSH OF Law LIBRARIES Refrash |
Wendor reference: I
Wendor naote: I
Order delivery bype: I LE ’ Latter bype: ] )
Drelivery bype: I E ; Send letter boy: I PRIMT ’

[~ Rush

Subscription start: I 02 03,1937 |E| Subscription end: I 12/31/2028 ’
Budget cycle: I 1 Renawal date: I 00000000 }

Cancel

i

Help

In the example above, Letter Type “08” has been chosen for the ordering unit “Law
Library Acquisitions.”
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Modifying Converted Subscription Records

From Order List window in Acquisition module, highlight the order and click on
Copies to retrieve Subscription List.

Click Modify to review Subscription Information form.

Delete the NOTIS PO# from Vendor order number field and enter Vendor
Title/Subscription Id.

Review Claiming intervals in Subscription Info (2) tab. (Refer to the Subscription
Record Frequency Table in “Aleph Codes and Lists” for appropriate values.)

Enter processing instructions in Check-in note field.
Enter any other important information you like to see during arrival in Note field

Subszcrption Information Form

1. Subscription infa (1) 1 2. Subscription info (2} 1

User ID: | Update

r Create Mew

[ Print label Set az Default

[v Send Claims )
Brimt

i

First clairn: 150
Refrezh
Second claim: ]
Third claim: il
Fourth clairm: ]
Discard routine: IEI
Mate: | Toss Supplernants
Check-in note: | T-Tape, keep latest 2 mos |

Ttem Statistic: | IEI

Cancel

Help

i
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Viewing the Order Log for Converted Records

In addition to the Order Form, the Order Log will also contain information from
NOTIS system for converted records.

In the display below, order transactions for converted records are identified by the
“CONV.” The Description and Details fields contain coded information from NOTIS
regarding the converted orders.

Log of Order 000051234-00101

|Date & tirne | Diescription

| Details

| User | Actior Add

00:00 Ak

Rennanre A Date

-------- WO MOTE S COMY -
0000 An --
-------- SOURCE st 1 COMY -
0000 An -- pe
-------- oY MOTE ==0001 COMY -
00:00 Ak - =

Action date: I 40,/00,0000 |H

Transaction bype: I ili] IH

Log bext:

Close

[

Help
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Updating Item Records to Link to Order Records

Prior to arriving a converted order, you will need to update the item record that wa
created during the conversion process.

From the Order List window, click Copies to view the item linked to the order. If the
Iltem Form is blank, as displayed below, the item has been created during the conve
process and is not linked to an order record in Aleph.

Item Form E3 |
General Information | ] *, general Information (2:] 3. Serial Infarmatian ] 4, Serial Levels ]

Barcode: I [
Sub-library: IFE Save defaults |
Collectian: I—E Gire Histaty |
Call Humber Type: I_IH [ Temporary Location Refresh |
Call Murnber: I EI

2nd Call Humber Type: I_IEI

2nd Call Mumnber: I EI

Copy number: 0

Erumlevel.l (alwal)

|
|
Erum level.z (bl I
|

Descriphion: E
Material bype: I—B
Ttarn status: I—E
Itern process skatus: I— ’
Hal Link: ln—ﬂ

Cancel

ik

Help

You will need to link the converted item record to the order record.

1. Close the Item Form by clicking Cancel.
2. Write down the Order Number for future reference. Include zeros and hyphens.

3. From the Navigation Window, click Iltems. The Item List will be displayed for yout
title in the Items module:

From: 303 Serials Maintenance Manual



University of Minnesota Aleph Acquisitions Manual Page 193
Issue Date: 07-08-2002 Order Maintenance
Revised Date: Modifying Converted Order Records: Serials

T = 5 1 < HTE ]

File Utiitiez Betrieve Options  Window  Help

i Item List of Record 7193 - [_ O]~

Hol+Sublio-+Call+Cal Copy ho, Description Status Barcode Modify

Regular Loan Add

v, 11 1991 Regular Loan  31951P000S28520 Duplicate

v.10 {1989,/90) Regular Loan  31951P003321349 Eelbe

v.8-9 (1984-88) Reqular Loan  31951P000S8354] —

V.6-7 (1951-83) Fegular Loan  31951P000S3353L0 i

¥,3-5 (1977-80) Regular Loan  319510012468784

v.2:n0.2/3 (1977) Regular Loan  319510012468776 Label

v.2ino.1 (1976) Regular Loan  319510012468768 i
Bind/Chaniges
Ttem Histary

Al Ttams History
Cire, Summary
Glabal Changes

Reetrizwe HOL

-
< | »

>0 Cornected to Server Librans: TMMSO - U Test ADM [14.2.4] [T Prafile; default - User fiE

4. From the Item List, highlight the item for desired Sub-Library/Collection and click
Modify. The Item Form will be displayed:

Item Form
General Information { 1 ?, iqeneral Information (2:1 2 Serial InFarmatian \| 4, Serial Lewels 1

Barcode: | 21951001985632G

Sub-library: IWB Save defaults
Collection: IGEN—E Circ History
Call Mumber Type: ID_IEI [ Temporary Location Rafrach
Call Mumber: | $$hPSEa0EE 569 IEI

2nd Call Murber Type: I_IEI

2nd Call Mumber: | IEI

i

Copy number: | 0

Erurnewvell (a)vol) | 13

Errnevel2 (B | 2000

Crescriphion: | W, 13 2000 IEI

Material bype: ISSED |E

Itern skatus: 01 |E
Itern process status: m
Hal Lirk: 10371

Cancel

Help

i
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Modifying Converted Order Records: Serials

5. Update Enum.level.1 and Enum.level.2 and Description as needed. In example
above, you need to delete 2000 from Enum.level.2 and correct descripton to rea

v.13 (2000)

6. In the General Information (2) tab, enter the order number, including zeros and
hyphens, in the Order Number field. This will link the item record to the order.

Item Form E |

L. 5ereral InFarmation [1:] General Information ]:j 2 Serial InFarmatian ]

OPAC niote;
Circ, moke:
Internal note:
Order number
Imwvoice Key:

Irvoice Mote:

4, Serial Lewels ]

Update I

Save defaults |

Circ Histary |

000000554-00601

Refresh |

aoo

4
4

7. Click Update to save the changes to the Item Form.

8. If more items need to be linked to the order, Select the item on the Item List win
click Modify and repeat steps 4-6 above. Continue this process until all items for
order have been linked to the order.

9. From the Navigation window in the Iltems module, click the Acquisitions button t
push the record back into the Acquisitions module.

10.f the order is an O or M type order, by clicking Copies you will be able to see all
item records that are now linked to this order:

Items For Order D00007193-00301

|sub Lib.

TC Wiksar Library

TC wWilson Library
T wilson Library
TC Wilson Library
TC wilson Library
TC Wilson Library

TC wWilson Library

| Collection

GEM

GEM

GEM

GEM

GEM

GEM

GEM

| Description

|BC

v.2iN0.2/3 (1977} 3195100124687
5}

¥,3-5 (1977-60)
v.6-7 (1981-63)
v.8-0 (1984-68)
¥,10 (1989/90)
v.11 1991

.13 2000

31951001245873
4
21951P0O00SE223

21951P0002EE34]

31951P00332134
El
21951P00052852
[s]
31951001933623

Fal

| Status

Regular Loan
Regular Loan
Regular Loan
Regular Loan
Regular Loan
Regular Loan

Regular Loan

x|

MHew
Madify
Duplicate
Delate
Wiew

Cire, Surnmary

Close

e 0

Help
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Updating Holdings Records for Subscriptions

During NOTIS conversion to Aleph, all current/unbound issues of subscriptions from
statements on the OPRs were added to the Holdings Records. Holdings Records nee
be cleaned up and current/unbound issues will need to be Arrived through the Seric
module when publication pattern is created for these titles. In Bindery staff might n
clean up the Holdings Records when periodicals are bound.

In example below, Holdings Record is shown before clean up:

i Catalog - Version 505.14.2 - [Library TMMED - Format HO - System Number 10574 - NEW859.MRC]

W) File Libraries Edit Search lmport Records Options ‘Window Help == ]
va.aj jdass as =z i
{ aaaer e Ly ANZR AN An 4500
Bib. Controi A. o004 _ ABZ2359
Fxea Pata oos _ _ 9212054|~~0og~"2001| |engl0l0702
Lk LEE _ a HOL
1 THMMOL
b 000011276
Location 852 40 a Mnu-B
b TERER
o GEM
1 stack no.108
91
Ixt.Houa Bibbni g6b 41 5 0O
a v.15-37 {1978-2000)
Mot in 1abie PEC & UL
Ixt.Houa Bibbni g6k _0 5 0O
a ¥.38:no.1-6 (2001:1an. /Feb.-MNov. /Dec.)
Ixt.Hoia Bibbni g6e 0 & 0
a v.39:n0.1-2 {2002:]an./Feb.-Mar. fapr.)
[¢ [0 (0 LDR/~- Leader |Connected to Server [Library: TMNOT - UM Test Bib-4/22/2002 [Prafile: default - User fi

The current issues of this serial appear after PRC field. All 866 fields after PRC fi¢
and PRC field need to be delete from the Holdings Records. Position the cursor o
first 866 field you wish to delete, click Edit, select Delete, then Delete Field or
Ctrl+F5.

Catalog - Yersion 505.14.2

2 Libraries Edit Search |mport Becords Options  Window Help

4889 .9 32 E

feaoer ey Cy 22 4n 4500
Bifr. Lontrai L. o004 ABZ2359
Fixea Data oos 9212054 ~~megono2001] [engl010702
Lirtk LER __ & HOL

1 TMMOL

b 000011276
Lacation 852 40 a MnuU-B

b TEBPER

o GEM

1 stack no.108

Y
Ixt.Hoia Bibbin 866 41 5§ 0

a %.15-37 (1978-2000)
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If the Holding Record is being worked on by Serials Acquisitions staff, the curren
issues that were deleted from the Holdings will need to be checked-in/Arrived
through Serials module's Publication Schedule.

If Bindery Prep staff is cleaning up the Holdings Record, volumes will be bound
through the Items module and summary holdings will need to be added to the
Holdings Record.

To add another 866 field, click Edit, select New field (F5 to select from list or F6
add field yourself). Make sure your cursor is on 866 before creating new field. Tt
way the system will enter the field below the first 866 field. To add a new subfie
press F7.

u& Catalog - Yersion 505.14.2

File Libraries Edit Search |mport Record:  Options  Window  Help

¥a.ai .9 i@@\@&l ~ 8
|5'| Library TMNED - Format HO - System Mumber 10574 - NEwW859.MRC H=] E3
Fixeo Data 008 _  9212054|~"""g 7o 2001| |eng0010702 -
Cat 5iat-Date 945 & CAT
b 2002-07-01
Link LER _ a HOL
1 TMNO1
L 000011276
Lacation 852 40 a MnuU-B
b TEPER
¢ GEM
1 stack no.108
91
Ixt.fava Bibbni 866 41 B8 0
a v.15-38 (1978-2001) zi

Save on Server and Local drive

Below is an example of Publication Schedule screen where unbound issues that wet
deleted were checked in.

&P Serials - Version 505.14.2

File  Serial Administration  Utilities  Options  ‘wWindow  Help

%\5 i) i\‘\.\i\ﬂ
| |Description | Issue date |Expected | Amived | Pages Madify
¥,35:n0,1(2001:]an.} 01/Mar /2001 1 1 = Aidd Tssue
¥,38:n0.2(2001:May) 01/Jul/2001 1 1
v.35:n0.3(2001:Sep.) 01/Mov/2001 1 1 Duplicats
.3 01/Mar/2002 1 1
.3 01/ul/2002 1 1 Delete
01/Mov/2002 1 0 Sched Form

Open Al

Agrive

Rafrash List

-

i P ull

[®EF & [Cannected to Server [Library: TMN50 - UM Test ADM (14.2.4) T [Prafile: default - User it
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Vendor Reports: Recording in the Order Log

Note: Replies to claims should be entered in the Vendor’s Reply form, described in the
“Manual Claiming” section.

View the Order Log by highlighting the order in the Order List and clicking the Orde
Log button:

Log of Order 1843-1

\Date & time | Description | Details lUser | actior Fd

Rernere A loate

22/May/200 Order created. TRAIM -
2 10:47 AWM cCreated .
22May/200  Order status  Order status set as TRAIM  ————-

2 10:47 AM MHEWY, -

22May/200  Estimated Estimated price setas TRAIN -

210:47 AWM price 35.00 {USD). Local --
amount set as 35.00., __‘:_j

action date: i 00,/00,/0000 |E
Transaction bype: i oo IE

Log text:

Help

Close i
[

To add a report from the vendor:
1. Action Date: The system will provide today’s date automatically. If you want to €
a date it must be today’s date or later.

2. Transaction Type: Use the arrow to the right to choose an appropriate transactic
type, usually 90 for a vendor report.

3. Log Text: Click in the box, and then enter the vendor’s report, including the date
the report.
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Log of Order 0000507 43-00101

|Date & time - | Description | Details [ ser | actior fdd

Fernaie &) Crate

———————— YND NOTE  bwea COMY -
0000 AM -
-------- SOURCE katl CONY R
0000 AM -
———————— DIV NOTE ~ ==0001== COMY -
0000 AM _ _:j

Action date: i 00,00 0000 |E

Tramzaction bype: i a0 |E1

Laog bext: Backordered 4,28 /02

Close ;
_ e |

Help

4. Click Add to add the report to the Order Log. The Order Log will display the repo
you just entered:

Log of Order 00D050743-00101
|Date & time - | Description | Details | Lser | Actior Add
-------- SOURCE katl COMY === ]| eroye & pie
0000 A -
———————— DIY NOTE ~ ==0001== COMY -
0000 A -
-------- SCOPE 001 & N L3:math L4 COMY =
0000 AM FC:04400-114, -
Fy:01,02

22/May/200 Report from  Backardered 4/258,/02 TRAIN -
2 06:09 PM wendor -

Action date: i 00,00 0000
Tramzaction type: ; a0 |E1

Lag text:

Close ;
_ e |

Help

You can add other notes to the Order Log, in addition to vendor reports, by selectin

appropriate Transaction Type from the drop down list and entering your note in the
Text field.

Note: Data in the Order Log is permanent. Once entered, the information cannot be remao
or edited.
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Serials Maintenance

Processing Ceases

If possible, confirm that title has definitely ceased. You may use vendor database o
utilities or Ulrich's to get this information.

Update Order Record
Change Order Status to CTI.

Add phrase "ceased=<volume/issue title ceased with>" in Library Note field, e.c
ceased=v.17:n0.2 (2001)

If order is a Subscription Type order (S Type), push record to Serials module,
otherwise, send issue/report to cataloger so Bibliographic and Holdings records ¢

be updated.
Order Form -
1. Order Information 1 2. Vendar \l 3, Quantity and Price W
Order number 1t Crder status: CTI |E| ok
Order number 2 SEOZ0AAEETI0 Order number 3: = Save Def ‘

Order ISBM/ISSH: n0g4-1382 Order group: |

Refresh ‘
Open date: 25 Mo {1991 Status date: | 09/1un2002
Order date: 25 Mo 1931 [V Irwaice Status "Complete”

Material bypa: =p |E|
Sub-library: TWET |E|
Acquisition methad: PU IEI

Eorrower 10 |E| [ Send directly

Borrower Mame! |

Library note: | Ceazed=v,.13:n0.2 (2002) Cancel

==
Help
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Serials Module

Update To Date in Subscription Information form by entering date of last issue
published. If date is unknown, enter today's date.

Subscription Information Form
1. Subscription info (1) ] 2. Subscription nfo (2) |
ECa—
Fraom date: | 11/25/1991 IEI Create Mew
To date: | 06, /06, /2002 IEI Set as Default
Itern status: 0z IEI
Brimk

Callaction: REF IEI
Refrash

Add phrase "ceased=<volume/issue title ceased with>" in Note field on tab 2.

Subscription Information Form

1. Subscription info (1) 1 2. Subscription info (2]

i K

User ICx: |

[ Print label Sat az Default
[v =end Clairns )

Prink
First clairn: 120

Second claim: lsui

Third clairn: lmi
Fourth claim: Imi
Driscard routine: |7|E|

Mote: | Ceased=v,13:n0.2 (2002)

Check-in naote: |

Ttemn Statistic: | IEI

Cancel

Help

i

Delete all open issues that are no longer expected to be Arrived from Publicatior
Schedule.

Send piece/report to Cataloger so Bibliographic and Holding Records can be upd
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Processing Title Changes

Before processing a title change, the title must be searched in Aleph and Utilities (F
or OCLC), and comparing 780 (old title) and 785 (new title) will confirm a title chan
on the new bibliographic record. For easier access to both the old and new titles, y«
search title in GUI OPAC and push to Acquisitions module. The following records mu
be updated for the former title when a serial changes title:

Acquisitions Module
Select Order from Order List and Click Modify.
Save defaults.
Change Order Status to CTI (Record Closed/Title Changed or Ceased).
Add STI=<PO# for new title> Library Note field (will have to do later).
Write down Aleph Order number.

Click OK.
Order Form - Builder # HAHB, the voice of America®s housing industiy.
1. Order Information 1 2. Vendar \| 3. Quantity and Price 1
Order numbier 1 000000560-01001 rder status: CTI EI
Crder number 2: WSO10AAESTY Order number 3: WS Save Def ‘
Crrder ISEM/TSSM: 0744-1193 Order group! |
Refresh

Open date: 20/1uljz001 Stakus date: 01 /Feb fz00z
Order date: 20/1ulf2001 [~ Inwoice Status “Complate”

Material bype: P IEI
Sub-library: TARCH IEI
Acquisition rethad: =T |E|

Eorrower I IE [~ Send directh

Borrower Mame: |

Library note: | STI=CE471-1 Cancel

i

Help
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Serials Module
If order is for a subscription (S Type Order):

Select subscription for your sub-library from Subscription List and click Modify.

o

Change To Date on the Subscription Information Form to the date the last issi
was published under former title. If date is unknown, enter today's date. This
prevent any subsequent issues being arrived on the wrong title.

o

Click on Subscription Info. (2) tab and enter STI=<new title> in the Note field
Delete any issues from the publication pattern that will not be arrived under the

former title.
Subscnphion Information Form
1, Subscription info (1) T 2. Subscription info (2] T
Uzer I | Update
r Create Maw
[ Print label

Set as Default

[v Send Claims :
Primk

i

First clairm: 120
Refrazh
Second claim: &l
Third claimn: &l
Faourth clairm: [T
Discard routine: IEI
Maote: | sTI=57560-1

Check-in note: |

Ttemn Statistic: | IEI

Cancel

i

Help

Cataloging Module

Search new title in the system, if copy found, push to Acquisition module. If no c
found, search and pass from Utilities or create a brief bibliographic record using
appropriate template.

Push title to Acquisitions module.
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Create Order Record for New Title
Click Add on the Order List to create an order for the new title
Change Order Status to SV
Enter FTI=<PO# for former title> in Library Note field.

Complete Vendor and Quantity and Price tabs accordingly filling in needed
information or changing the defaults as needed.

Order Form - Landscape journal. E
1. Order Information ] 2. Wendor ] 3, Quantity and Price ]
Order nurnber 1 I CITR0Z Crder stabus: I oy |H ol I
Crder number 2: I Crder number 3: I MEM=5E 4920 Save Def |
Crder ISBM/TSSM: R Crder group!
| 0277-2426 :I | MBLT SER, } Refresh |
Open date: 09, 1un /2002 Status date: I 09, Jun /2002

Order date: I 10,/00,0000

Iaterial type: ISp |EI

Sub-library: TARCH

Acquisition rethad: I =] :I

Borrower ID: [ send directhy

L

Borrower Marme:

Help

Library mote: | FT1=00000560-01001 el |

Update Quantity and Price tab by entering the volume/issue the new title startec
with in the Quantity note field.

Encumber appropriate budge code.
Update all the necessary fields as needed.
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1. ©rder Information ] 2. Wendor ] 3. Duantity and Price ]

Order quantity:

Murnber of units: I 1 Sawe Def
Unit price: I 9407 Total price: I Refresh

Quantity note: I w.22ino 2 (20021 Mar.] and all future issues

udd

Estimated price:

CUFFEnCY UshD IEI
List Price: I 94,07

Terms sign [+/-1 I__ Terms percent: 00

Final Price! IT Local price: 0,00

Price note: I

Encumber budget: I 4000-21-2002 L)j Canicel |
Help |

If title is a Subscription, click Copies from Order List and fill out Subscription Forr
accordingly referencing old PO# in Note field.

Send piece and printout to cataloger who will then catalog and new title, create
Record/Publication pattern and Holdings Record for new title.
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Creating a Toss Record in Aleph

1. Search title in database.

° Search title in Acquisition module to find the unsolicited record already in the
system for title selector does not wish to subscribe to.

° Select the Order Record with Status of ADR from Order List and click Modify.
2. Modify these fields in Order Record:

° Change Order Status to TOS.

° Change Order Number 3 to TOSS.

o

You may correct other fields as appropriate (e.g. sub-library, selector name,
budget code, etc) and add additional notes from selector in the Library Note f

as needed.
° Click OK.
Order Form - Age and ageing.
1. Order Information 1 2. Wendor \l 3. Quantity and Price 1

Order number 1 ’W Crrder status: I?EI
COrder number 2: ’W Crder number 3: ITOSS— Sawe Def ‘
Crder ISBMISSH: ’Wlﬂ Order group: | MAG SER. IEI Refrash
Cpan date: ’W Status date: IW

Order date: ’W

Material bype! =P IEI
Sub-library: TMAGR IEI
Acquisition methad: HE IEI

Borrower ID: |E| [~ Send directly

Eorrowear Mame: |

Library nate: | Do mot subscribe; TOSS per JoAnn Devries:E /602 Cancel

i

Help
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Creating Unsolicited Record in Aleph

Search Title in Database
1. Search title in Acquisition module to make sure title is not already in Aleph datal

2. Once it is confirmed that title is not in Aleph, search utilities (OCLC, RLIN, LC
resource file). Look for 780 field (old title), if found, search that title in Aleph to r
out possibility of a title change. If title not found in Aleph, create an unsolicited
record and route item for selector to review.

Import Bibliographic Record/Create Minimal Level Record

3. Import title from utility database or create a minimal level bibliographic record ii
Cataloging module using a serial format template.

4. Suppress record by creating a STA field and entering SUPPRESSED.
° From Edit menu, select New Field.

° Go to the bottom of the list and find and select STA field.

° Type in “SUPPRESSED” in sub-field a or type in “S” and then hit the Tab key.

5. Push record to Acquisition module.

Create Unsolicited Record in Acquisition Module
6. On the Order List window, click Add to create an order record.
7. Select the appropriate order type depending on the frequency.

S Type order Use for materials that are more frequent than annual (monthlie
weeklies, etc-- materials that are likely to be added to a
periodical collection).

O Type order Use for standing order material type (annuals, biennials, less
frequent).

M Type order Do not use for unsolicited material.
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Create Unsolicited Order Record
8. Complete the following fields:

Order Information Tab
Order Status ADR
Order Number 2 <selector’s last name>
Order Number 3 UNSOLICITED
Order Group
Material Type

Sub Library

Acquisition Method NP (No Payment)

Library Note Route=<selector’'s name/addresss>
Vendor Tab

Vendor Code TCLIBS

Quantity and Price Tab
Number of Units: 1
List Price Accept the default (0.00)
Encumber budget Select possible subject fund; can be modified later
Click OK to create the record.
Fill out unsolicited form and/or forward piece and form/printout to selector.
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Order Form - Journal of school psychology. |
1. Order Information ] 2. Wendor ] 3. Quantiby and Price ]
Order number 1: IW Order skatus! IWB ok I
Order number 21 HAYCOCE Order number 31 I UNSOLICITED Sava Def |

|

Order ISBNJ‘ISSN: 0022-4405 Order group; I wiILS SER M Refrazh |
COpen date: I 05 Feb /2003 Status date: I 05 /Feb,f2003

Crder date: I 00,/00,/0000

IL=

Acquisition method: I HL :I

Borrower 10

Material bype:

2| ¥

Sub-libraty

[ send directly

Borrower Mame:

|

Library nate: I Route=Laurel Haycock JCSUFT0 Wilson; vkt Cancel

i

Help

Note: You may use the same order record to place a subscription/standing order. If the de
has been made to place a subscription/standing order, all fields must be modified
accordingly using ordering procedures.
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Approval Plan Processing for Plans Without
Bibliographic Records (MAC)

Find, Import or Create a Bibliographic Record

Search Aleph for bibliographic record.

If no record exists in Aleph, search OCLC and/or RLIN and import a bibliographic
record if found.

If no record exists in OCLC or RLIN, create a bibliographic record in the Catalogir
module using a cataloging template.

Save the record to the server if you are not using an existing Aleph bibliographic re

Create an Order Form in the Acquisitions Module

An Order Form must be filled in for all approval materials. Push
bibliographic record into the Acquisitions module by clicking the @ '
Acquisitions icon:

A Navigation Window and Order List window displays:

&1 Acquisitions - Yersion 505.14.2 il |ﬂ.§l%

File  Utiities  Orders  Amivals Generalinvoice  Administration  Options  Window  Help

|Tag | Contents Catalog EIE.

THMNOT - BE331 1SBM 1555952089 2 View in QPAC
Title Reminders of nvishble light : the art of Beth Ames Swartz /

essays by David S, Rubin, Arlene Raven; interview by Eva S, Catalog ADM
Junger mann; foreword by James K. Ballinger,
Edition 1st ed,

[Order no. | Vendor | Sub-lib | Status | Inv St [ & St | Tvpe | Budget | Local price | # Clairr | odify, I

Elairs
4] | '_,
[®lel ed| |Cornected ta Server [Library: TMNSD - Uk Test ADM (14.24) (1 [Prafile: defaul - User | § i
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From the Order List window in Order Type
the Acquisitions module, click e b o
Add. An Order Type window & Moncaraph -
displays. " serid

E " Standing order

Accept the prompt for Order
Type Monograph and click OK.

Cancel

Help
Fill in the Order Form
Tab 1. Order Information
Order Status: Change to AP.
Order Number 2: Enter selector’s name.
Order Group: Enter the name of the unit processing the title. (Click the

arrow to the right of the field for a list of possibilities.)

Material Type: Enter the appropriate values for your material. (Click the
arrow to the right of the field for a list of possibilities.)

Sub-Library: Enter the appropriate Sub-library. (Click the arrow to the
right of the field for a list of possibilities.)

Acquisition method: Enter AP for Approval.

Borrower ID: If patron notification is requested, enter the Borrower ID.
(Click on the arrow to the right of the field to find the patron
name.) This will place a hold on the material for the patron.

Order Form - Reminders of invisible light : the art of Beth Ames Swartz / essays hy David. __

1. Order Information 3 2. Vendaor .] 2. Quantiby and Price ]
Crder number 1; ; cEIz1-1 Crder status: i AP |E oK I
Crd ber 2: Crd ber 3

rder number ; LT &M rder number i Save Def i

Order ISBM,TSSH: i 1EEE952059 :i Crder group: i HUM EES |!J Rafrash i
Open date: 3 30/A0g,2002 Status date: ; 30/Aug/2002

Order date: ; 00,/00,/0000

IMaterial bype: ;BP |E|

Sub-library: ; TWILS :l
Acquisition method: ; AR |E

Borrower I0: i ON0261262 ’; r' Send directhy

el [Ty | HaMsGM, ROBERT D
Library note: ; Cancel 1
Help I
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Tab 2. Vendor

Click on tab 2. Vendor to display the Vendor Tab of the Order Form.

Vendor code:

Enter the vendor code of the vendor who supplied the materia
If you know the vendor code you can enter it manually and
press the Enter key, or find it in the Vendor List by clicking
the arrow to the right of the field.

Rush: If the material is to be handled rush, click the Rush box.
Order Form - Reminders of invizible light : the art of Beth Ames Swartz / essays by Dawvid....
1. &rder Information \; 2. Yendor “g 2. Quantity and Price }
Wendor information:
endor code! WE Save Def i
Vendor name: | WoRLDWIDE BDOKS Refresh i
Wendar reference: ;
Wendaor naote: ;
order delivery bype: ;? } Letter bype: oo ’
Drelivery bype: i M ) Send letter by: ’W‘E
¥ Rush o Claim date: W'—E
™ Eatch claiming
Cancel I
Help 1

Tab 3. Quantity and Price
Click on tab 3. Quantity and Price to display the Quantity and Price tab of the Order

Form.

Number of units:

Unit price:

Enter the number of volumes you are processing. The number
you enter here will cause the same number of Item Records to
be created. (For multiple copies, complete a separate Order
Form for each copy.)

Enter the net price for the title. Note: If the Number of units is
more than 1, enter only the net price for one volume, or corre«
the Total price and List Price fields after clicking Refresh.

Create Item RecordsAccept the default checked box to automatically create Item

Author: Lois Christian

Records. Uncheck this box only if you do not want to create ar
Iltem Record.
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Item Collection:
Currency:

Encumber budget:

Enter the appropriate value. (Click the arrow to the right of the
field for a list of possibilities.)

Enter the currency of payment. (Click the arrow to the right of
the field for a list of possibilities.)

Enter the budget to be charged for the title. (Click the arrow tc
the right of the field for a list of possibilities.) All approval plan
materials should be paid for using a budget with -A, unless the
budget is a gift or grant budget. For example: 3230-A-2003.

Order Form - Reminders of invisible light : the art of Beth Ames Swartz / eszays by David._.

1. Order Infarmation .‘;

Order quantity:

Murber of units: i 1
Unit price: ; CE.28

2, Mermdar \] 3. Quantity and Price 03

ok

Save Def l

Total price! i CE,28

Quantity note: i

¥ Create Item Records

Estimated price:

Currency: uso IB

Lizk Price: l oh a8

Terms sign [+/-1: i -

Firal Price: I oE,28 Local price: i k.28

Itemn collection: GEM |E

Terms percent: ; 0.00

Price mate: i

Encuriber budgst: i 2205-A-2002

L!j Cancel

Help

=
L e |
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Click OK to redisplay the Order List with the newly created order:

&1 Acquisitions - Version 505.14.2

File  Utiities  Orders  Amivals  General invoice  Administration  Options  Window  Help

|Tag | Contents Catalog BIE.

=[] THNOT - 58331 ISEM 1555952029 - View in OPAC
Title Reminders of invisible light : the art of Beth Ames Swartz / —

essays by David S. Rubin, Arlene Raven; interview by Eva S, Catalog ADM

Jungermann; foreward by James K. Ballinger, —I

Edition 1stid, Sy e

&1 Order List of Admin Record 58331 - Reminders of invisible light : the art of Beth Ames Swartz / essays by David 5. R._.. HE

|Order no. ['vendor | Sub-ib | Status | Inv St | Arr 5t | Type | Budaet | Local price | # Clairr |

TWIL AP Mone Mone M 3205-4-2003 56.88 aooo “

Duplicate
Crelete

PrintCancel

ok |
oo |
e[|
_ Eemee |
_ moe |
|

Encurnber
Inwoice

Arpival

Copie I hd
4 | o

[l el [Connected ta Server [Library: TMNS0 - UM Test ADM (14.2.4) (T [Profile: default- User e

Write the Order no. next to the title on the paper invoice.

Note: Repeat the above process for each title we are keeping on the invoice.

ltem Record for Multi-Volume Sets or Multiple Pieces

For multi-volume titles, numbered volume of a set (e.g. first volume), or books with
additional material (e.g. book + CD-ROM):

1. From the Order List, click Copies to display the Item list:

Items for Order 58393-1

|Sub Lib. | collection | Description | B-C | status |

TC Wilson Library  GEN B2309 In Process ﬂ Madify
| TC 'Wilson Library  GER B2E210 In Process
L TC Wilson Library In Process

Duplicate
Drelete
Wiaw

Circ, Surnmary

Clase

=] Help

A 00
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2. Highlight an Item on the list and click Modify to display the Item Form.

Item Form

General Information [ j *, General Information (2\| %, Serial Infarmation \I

Barcode:
Sub-library:
Collaction:

Zall Mumber Type:

Call Murnber:

2nd Call Mumber Typa:

2nd Call Humber:
Copy number:
Erurndevel.l (a)ival)
Ernum.level.2 (b]
Drezcription:

Matarial bype:

Ikern skabus:

Ikern process stabus:

Hol Link:

| B2211

I
ESm—
]
|

D
|

|0

I- Temporary Location

O
3

4. Serial Lewels

X

Update
Save defaults

Zirc Histary

dlid

Refresh

Cancel

i

Help

3. Enter the volume information in the Description field.
4. Click Update to return to the Item List.
5. Repeat the process to enter the volume information for each item.

Create a General Invoice and Line ltems

After bibliographic and order records have been created for each title on the invoic
create a General Invoice and add line items using the Creating a General Invoice ar
Line Items for Approval Plan Materials procedure.

Arrival Form for Multi-Volume Sets or Multiple Pieces

If a title is multi-volume, a numbered volume of a set (for example the first volume
set), or has additional material (for example a book and CD-ROM, or a book with a r
in a pocket), return to the Order List for the title and manually enter a note on the
Arrival Form indicating the volumes or material received.

Author: Lois Christian



University of Minnesota Aleph Acquisitions Manual Page 216
Issue Date: 09-30-2002 Approval Plan Processing
Revised Date: Approval Plan Processing Job Aid (for Plans Without Bib Reco

Approval Plan Processing Job Aid
(For Plans Without Bibliographic Records)

1. Find, import, or create a bibliographic record and save it to the server if necesssz

o

Search Aleph, if no record in Aleph,
® Search OCLC and/or RLIN and import, if no record in OCLC or RLIN,

o

Create a bibliographic record using an appropriate cataloging template.
2. Push the record to the Acquisitions module.
3. Click Add to add an order record:

o

Choose the Monograph order type.

° Click OK.
4. Fill in the Order Form:
- Order Status: AP
- Order Number 2: Selector’'s name
- Order Group: Unit processing the material
- Material Type: Enter appropriate value
- Sub-Library: Enter appropriate value

- Acquisition method: AP

- Borrower ID: If patron request

- Vendor code: Enter appropriate value

- Rush: If rush catalog request

- Number of units: Number of volumes you are processing. Fill in another Order
Form for multiple copies.

- Unit price: Net price

- Create Item Records: Leave checked unless you do not want ltem Records.

- Item Collection: Enter appropriate value

- Currency: Enter appropriate value

- Encumber budget: Enter appropriate value. Use budgets with -A, except for gift
or grant budgets.

° Click OK.

Write the order number on the invoice.
Note: Repeat steps 1-4 for each title on the invoice.

Author: Lois Christian
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Note: For multi-volume titles, a numbered volume of a set, or books with additional matel
click Copies to enter volume information on the Item Record.

5. Create a General Invoice:

o

Enter the vendor code and invoice number.
° Click OK.

o

Fill in the Invoice Tab of the General Invoice form:
- Type: REG

- Currency: Enter appropriate value.
- Total amount: Enter total amount of invoice.
- Invoice date:  Enter date on vendor’s invoice.
- Note: Enter information on number of deductions, if any.
° Click OK.
6. Add Line Items:
° Click Add.

o

Enter the order number for the title and click OK.
° Net Amount: Enter the net amount for the title.
Note: For multi-volume titles enter volume information.
° Click OK.
Click Yes to automatically record the arrival.
Repeat the Add Line Items process for each item listed on the invoice
Add a line item for Postage if necessary.
° Click Close.
Note: For multi-volume titles, a numbered volume of a set, or books with additional
material, return to the Order List to modify the Arrival, noting volume or material

information. This may be done after you have finished adding line items to the Gen
Invoice.

Author: Lois Christian
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YBP Approval Plan Processing (MAC
Wilson)

Find the Item’s Bibliographic Record

Click on the card catalog icon to begin a Scan search.
Search Aleph for the matching bibliographic record using a title search.

If a dup is found, set the title aside. Process the rest of the titles on the invoice. !
you have completed the invoice, give the problem titles along with the invoice t
Carol Alm.

Push the record into the Acquisitions module (if it isn’t already there).

Modify the Order Form in the Acquisitions Module

Every YBP approval book has an Order Form created for it when the bibliographic
record is loaded into Aleph. Some changes need to be made to these order forms.

In the Acquisitions module, a Navigation Window and Order List window displays:

& Acquisitions - Version 505.14.2 [_[5]]

= e s T

m Navigation Window for Admin Record No_ 59400

Tag | Contents
15BN 0870135961 (phk. : alk. paper)

Author Armstrong, Kate, 1971-

Title Crisis and repetition : essays on art and culture / Kate Armstrong.
Imprint East Lansing : Michigan State University Press, c2001.

Callation i, 114 p. 2 ill. ; 23 cm.

Location TC Yvilson Library BH20L.R46 476 2001 In Process

&1 Order List of Admin Record 59400 - Crisis and repetition : essays on art and culture / Kate Armstrong.

|Crder na, | Wendar [Sublb [Status  [InwSt  [Ar St [ Type |Budget [ Local price [ # daims |

E AEHEKRRREEE:

Author: Stacie Traill
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From the Order List window in the Acquisitions module, click Modify. The Order
Form will display:

Order Form - Crisis and repetition : essays on art and culture § Kate Armst__. B3

1. Order Information 2. Wendar ] 3. Quantity and Price

Make the following changes to Tab 1. Order Information:

Order Number 2: Enter selector’'s name. If you need help determining the

selector’'s name based on the initials on the slip, see the attach
Job Aid. If the item is a catsep, put CATSEP in this field instead

of the selector’'s name. See below for information on how to

recognize catseps. If the book has been selected for REF, use tl

name of the selector responsible for the subject budget being

used to pay for the item. Place a flag in the book to indicate th:

it is for REF.

Order Group: Enter the name of the unit processing the title. (Click the arrow

to the right of the field for a list of possibilities.)

Sublibrary: If the selector has chosen the book for a sublibrary other than
TWILS, change the sublibrary code. Place a flag in the book to

notify the cataloger that the sublibrary will need to be changed

on the holdings record.

Borrower ID: If patron notification is requested, enter the Borrower ID. (Click

on the arrow to the right of the field to find the patron name.)
This will place a hold on the material for the patron.

Author: Stacie Traill
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How to identify catseps: Catseps coming on YBP approval have been separated out
placed before all of the other books on the invoice. The books will contain white slif
On the invoice, catsep titles will have a check mark next to them, and they will be t
only titles that show a budget number printed on the invoice.

If the item is to be RUSH processed, click the Rush box on Tab 2. Vendor: (Use this
only if a RUSH tag has been placed inside the book.)

Order Form - Crisis and repetition : essays on art and culture { Kate Armst._. B

OrderForm _Crisis and repetition - essays on artand culture /Kate Armst__2

Ceere ]

[vaeeookpeDoter

[ —

[ie ) s

") EXl)
sonormse )

Click OK to save your changes.

Author: Stacie Traill
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Encumber the Budget

From the Order List, click Encumbrances for Order ybp1010

Encumber. You will see a

window listing encumbrances for
the current order:

Enter the budget to be charged for
the title in the Budget code to

add field. (Click the arrow to the
right of the field for a list of
possibilities.) Approval plan
materials should be paid for using
a budget with -A, unless the
budget is a gift or grant budget.
For example: 3230-A-2003.

Exception:

Catseps should be paid for using
a budget with -S (3230-5-2003).

Encumbrances for Order ybp1010
Budget nurmber
Click Add Budget to encumber N
the budget for this item. When

that is done, the form should
look like this:

3230-A-2003 I}

Author: Stacie Traill
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Click Close to redisplay the Order List:

41 Acquisitions - Version 505.14.2

R A

 Navigation Window for Admin Record No. 58400

[Tag [ Contents
15BN 0570135961 (phk, : ak. papsr)
Authar Armstrong, Kate, 1971-
Title: Crisis and repetition : essays on art and culture / Kate Armstrong.
Imprint East Lansing : Michigan State University Press, c2001,
Collation i, 114 p, 2l 5 23 cm.
Location TC Wilson Library BH301,.R46 476 2001 In Process

41 Order List of Admin Record 53400 - Crisis and repetition : essays on art and culture / Kate Armstrong.

[Crder na. [Vendar

[Subdib  [Status  [mwst  [arst  [Type |Budget
¥bp1010 YRR AR TWILS AP MNone None M 3230-4-2003

| # daims |

['Local price

Write the Order no. next to the title on the paper invoice. Do not write anything in t
book itself.

Note: For Wilson YBP Approval backlog materials, also write the invoice no. on the slip ins
the book, so that it is visible on the part of the slip that sticks out of the book. Place

salmon invoice no. tag inside the first book on the invoice. All books from the same
invoice will be kept together so they can be located in the event of a rush request.

Update the Item Record

1. From the Order List, click Copies to display the Item list:

Items for Order ybp1010

Sub Lib, Collection | Description B-C StatLs

=

Author: Stacie Traill
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2. Highlight the Item on the list and click Modify to display the Item Form.

7.

ltem Form
General Information [ | . Gereral Information (2:] 3. Serial Information ] 4, Serial Lewels

35199
[Twns " p]
)
[0 |p] u
[ ssromssgisaaoe )|

. For multi-volume titles, numbered volume of a set (e.qg. first volume), or books w

additional material (e.g. book + CD-ROM), enter the volume information for the
piece in the Description field.

. Barcode the item. Go to the Barcode field and scan in the barcode number.

Note: Do not barcode any item selected for the Givens Collection (TAND, RARG).
Update the Description field if necessary, and simply leave the system-
supplied dummy barcode number in place.

Click Update to return to the Item List (this step may not be necessary dependin
the configuration of your barcode scanner).

. If there is more than one volume or piece associated with this order, click New t«

create an additional item record. Complete Tab 1 of the item form as you norma
would, making sure to fill in the Description field with appropriate volume or piec
information. Click Update to save the new item record.

Repeat the process for each additional item on this order.

Note: Repeat the above process from the beginning for each title we are keeping on the i
When you have modified order and item records for every item, continue on to the
steps.

Author: Stacie Traill
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Create a General Invoice and Line ltems

After the order records, encumbrances, and item records have been updated as ne
each title on the invoice, create a General Invoice and add line items using the Cre:
General Invoice and Line Items for Approval Plan Materials procedure.

Arrival Form for Multi-Volume Sets or Multiple Pieces

If a title is multi-volume, a numbered volume of a set (for example the first volume
set), or has additional material (for example a book and CD-ROM, or a book with a r
in a pocket), return to the Order List for the title and manually enter a note on the
Arrival Form indicating the volumes or material received.

Special Routing Instructions

Route Catseps to YBP catsep shelf outside book room.
Route Rush books to a cataloger for immediate cataloging.
Route Givens collection books to Carol Alm.

Route problems, along with the invoice, to Carol Alm.

Author: Stacie Traill
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Processing One-Time Gifts (Monographic or
Serial)

Find, Import, or Create a Bibliographic Record

Search Aleph for bibliographic record.

If no record exists in Aleph, search OCLC and/or RLIN and import a bibliographic

record if found.

If no record exists in OCLC or RLIN, create a bibliographic record in the catalogir

module using a cataloging template.

Save the record to the server if you are not using an existing Aleph bibliographic re

Create an Order Form in the Acquisitions Module

An Order Form must be filled in for all gifts. Push the bibliograpl
record into the Acquisitions module by clicking the Acquisitions is@: '

A Navigation Window and Order List window displays:

& Acquisitions - Yersion 505.14.2

File  Utilties Orders  Awrivals  General invoice  Administration  Options  Window  Help

|Tag | Contents l Catalog BIE.
(=[] TMMOT - 32228 Title Wharking mothers and their children, - | View in OPAC
Imprint [vwashington, D.C.] ¢ U.S, Dept. of Labar, Wormen's Bureau, |
[1989] | Catalog ADM
Collaticn 7, [1]1p. ;28 cm. I PT—
Series { Facts on working wamen ; no. 89-3) | Ehac
& Order List of Admin Record 30742 - Working mothers and their children.
[Order no. | 'wendor | Sub-lib [ Status [ Inv 5t [ & St | Type | Budget |Local price | # Clair | Hediy I
== fdd
Dupficate |
Dielete !
PrimtyEanze] |
Serd 1
Encurmber =
Tnoice |
Fprival
=
1 | MLFI
P EL L] [Connected to Server Library: TMNSO - UM Test ADM [14.2.4) [1 Profile; default - User § fitt

Author: Lois Christian Approved by ACG and CCG 09-04-2002
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From the Order List window in the [IiEZRTE
Acquisitions module, click Add. An | erdertee ==
Order Type window displays. | el
E " Serial

Accept the prompt for Order Type ® i |
Monograph, click OK.

Cancel

Help

Exception: If the gift is open ended, and you think we will be receiving additional volumes
gifts, choose Standing Order as the Order Type, and click OK. An Order Form

displays.

Subsequent volumes received as gifts are added to the gift order record by ac
an Arrival and creating a new Item Record for the volume.

(Requests for gifts from specific vendors, or gift subscriptions are handled
differently.)

Author: Lois Christian Approved by ACG and CCG 09-04-2002
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Fill in the Order Form

Tab 1. Order Information

Order Status:
Order Number 2:
Order Group:

Material Type:
Sub-library:

Acquisition method:
Borrower ID:

Change to CLS.
Enter selector’'s name.

Enter the name of the unit processing the gift. (Click on the
arrow to the right of the field for a list of possibilities.)

Choose the appropriate values for your material. (Click on the
arrow to the right of the field for a list of possibilities.)

Choose the appropriate Sub-library. (Click on the arrow to the
right of the field for a list of possibilities.)

Enter Gl for Gift.

If patron notification is requested click on the arrow to the
right of the field to find, highlight and select the patron name
This will place a hold on the record for the patron.

Order Form - Working mothers and their children.

1. Order Information 3 2. Wendar } 2, Quantity and Price }
Order number 1: ; 0742-1 Order status: CLS IE QK
Crder number 2: i HERTHER. Crrder nurmber 3 i Save Def 1
Order ISEMISSM; Order group:
/1 ; ] group | socers |£j Rafrech i
Open date: ; 20/ Aug /2002 Status date: ; 20/A0g /2002
Order date: ; 00,/00,0000
Material bype: in
Sub-library: T

Acquisition method:

Eorrower 100

[ serd directly

Baorrower Marne!

Library note:

Cancel

Help

i

Author: Lois Christian
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Tab 2. Vendor
Click on tab 2. Vendor to display the Vendor Tab of the Order Form.

Vendor code: Enter GIFT and press the Enter key, or if you wish to associate
the gift with a specific vendor, enter the specific vendor code, or
find it in the Vendor List by clicking the arrow to the right of the
field.

Rush: Click on the Rush box if the title is to be rush cataloged.

Order Form - Working mothers and their children. 1

1. ©rder Infarmation \i 2. Yendor 3 2, Quantity and Price }

Yendor infarmation:

Vendor code: ; GIFT| |!j Save Def

Vendor narne: ;

ldd

Refrash

Vendor reference: ;

Vendor note: ;

Order delivery bype: i LE Letter bype: i o ’

Deelivery bype: ; M

hdhd

Send letter by i PRIMT ’

[ Rush Claimn date: ; 00,00,/0000 IE

[ Batch claiming

Cancel

Help

i

Author: Lois Christian Approved by ACG and CCG 09-04-2002
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Tab 3. Quantity and Price
Click on tab 3. Quantity and Price to display the Quantity and Price tab of the Order

Form.

Number of units:

Create Item Records:

Item Collection:

Encumber budget:

Order Form - Working mothers and their children.

|

1. ©rder Infarmation

Order quantity:
Muriber of units:

Unit price:

Enter the number of volumes you are processing. The
number you enter here will cause the same number of Item
Records to be created. (For multiple copies, complete a
separate Order Form for each copy.)

Accept the default checked box to automatically create Iten
Records. Uncheck this box only if you do not want to create
an Item Record.

Enter the appropriate value (Click the arrow to the right of
the field for a list of possibilities.)

Enter a budget only if you want to associate the gift with a
budget (usually only for serial gift subscriptions).

|

2. Wandar } 3. Quantity and Price vE
Save Daf ;
Tatal price: !
Refrash ;

Cuantity moke:

¥ Create Item Records

Estimated price:

CUFrency

Ush IE

—
—
!

Ttern collaction: GEM

O

List Price: ; 0.0

;“‘_“‘“

Terms sign [+,-]:

Final Price:

; 0,00 Local price:

Terms percent: .00

0,00

Price naote: i

Encumber budgeat: i

Cancel

3

i

Help

Author: Lois Christian
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Click OK to redisplay the Order List with the

¢ Acquizitions - Version 505.14.2

Utilities  Orders  Amivals  General invoice  Administration Option:  Window  Help

newly created order:

Eile

|Tag

Series { Facts on working women ; no. 89-3)
&1 Order List of Admin Record 30742 - Working mothers and their children.

| Contents Catalog BIE.
-] THNOT - 32228 Title Working mothers and their children. & View in OPAC
Imprint [Washington, 0.C.] @ U5, Dept. of Labor, \Waomen's Bureau, —
[19589] Catalog ADM
Collation 7, [1]1p. ;28 cm. !

Catalag HOL,

<]

Add
Duplicate

Delete

BrintyCancel
Send
Encurnber
Invoice

Arrival

-

13

Sl

[®ed el

Saving Defaults

Saving defaults works best if gift processing is the only type of acquisitions activity
you perform. If you perform other acquisitions activities, a gift macro might work be

for you.

When you fill in the Order Form, you often enter much of the same information for :
or most of your orders. To save re-keying this information, the Save Def button can
used to record certain information and automatically insert it into the Order Form w

you create new order records.

To save this default information, fill in an Order Form with all the data you wish to s
as default, and then click the Save Def button before clicking OK. The next time yol

|Cannected to Server [Library: TMMSD - UM Test ADM [14.2.4] (T [Profile: default - User § fitt

open an Order Form, this data will be inserted for you.

Author: Lois Christian
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The following fields can be saved by the Save Def button, for automatic insertion in
other orders:

Order status - Library note
Order number 2 - Vendor code
Order number 3 - Rush

Order group - Batch claiming
Material type - Number of units
Sub-library - Unit price
Acquisition method - Quantity note
Borrower ID - Item Collection
Send directly - Price note

To remove previously saved defaults, click File or use Alt + f. Click Delete order
defaults.

Record Arrival of the Material
Acq Administration ’

From the Order List click the Arrival button. A = -5 _ _
dialog box will tell you the order is closed and ¢ \\Q drderisiciesed Cantnuz?
you want to continue. Click Yes.

An Arrival List displays:

Arrival List of Order 30742-1
Mar, units ordered: I 1 Mo, units reported: I 0

Mo, units arrived | Arrival date | Mote

| [adity,

‘:j [elete

Erinit

|
(wi
(vl
1=

Clasa

=i Help

g

Author: Lois Christian Approved by ACG and CCG 09-04-2002
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Click Add to display an Arrival Form:

Armival Form

\Bibliographic Info |

Working mothers and their children. = Wiaw order
[Washington, 0.C.] U5, Dept. of Labor, Wornen's

Bureau, [1922] Order Lag

i,

mnnn=n74=1

[
Ma, units arrived | Arival date Mote |
=

Mo, units ordered: I 1 Mo, units reported: I 0
Mo, units arrived: I

Shipment date: I 00,00,/0000 ’
Arrival date: I 02202002 ’
Mote: I T
[+ Crder completely arrived Cancel

Help

i

No. units arrived: Enter the number of units (or volumes) you have in hand.

Note: Enter specific volume information if you have multiple
volumes or a specific volume in a set.

Click OK to record the arrival.

Click Close to close the Arrival List and return to the Order List and Navigation
Window.

Author: Lois Christian Approved by ACG and CCG 09-04-2002
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Add a Holdings Record

From the Navigation Window in the Acquisitions Module, click the Catalog HOL
button to push the record to the Cataloging Module and open the Holdings List:

Holdings list |
|E=ibli|:|grar:|hi|: Info | Edit
Working mathers and their children. -] &dd record

[Washington, D.C.] : LS. Dept. of Labor, Women's
Bureau, [1989]

LkR Doc M Holding Recaord | Status |

130079 TWILSGOWU

Cancel

=1 Help

Click the Add record button.

From the menu click Edit, then Expand from template.
Select hol.mrc (local) and click Open.

Edit the Holdings record as needed and save it to the server.

Modify the Item Record

Push the record to the Items Module by clicking the Iten'i':on:

—

Author: Lois Christian Approved by ACG and CCG 09-04-2002
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An Item List displays:

“£i| Items - Yerzion 505.14.2
File Utiitiez  Retieve Options  Window Help

w34 ¢ [

i Item List of Record 58270 - Gift test one.

[Hol+Sublib+Coll+Cal | Copy no. | Description | Status | Barcode | Madify

Duplicate
Drelete
e
Label
Eind/Changes
Item History
All Iterns Histar:

Circ, Surmmaty

Global Change |

Ratrizwe HOL

-

< | »
[®d Gl [Connected ta Server [Library: TMNGO - UM Test ADM (14.2.4] 1 [Profile: default - User  § o

With the gift item highlighted, click Modify.
Check the Hol link field for the presence of a link.
Wand in real barcode and edit fields as needed.

Author: Lois Christian Approved by ACG and CCG 09-04-2002
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One-Time Gift Processing Job Aid

1. Find, import or create a bibliographic record and save it to the server if necessal

o

Search Aleph, if no record in Aleph,
° Search OCLC and/or RLIN and import, if no record in OCLC or RLIN,

o

Create a bibliographic record using an appropriate cataloging template.
2. Push the record to the Acquisitions module.
3. Click Add to add an order record:

o

Usually choose the Monograph order type

o

If the gift is open ended and you think we’ll be receiving additional volumes a
gifts, choose the Standing Order order type. Subsequent gift volumes are adc
the order record by adding an Arrival and creating a new Item Record.

4. Fill in the Order Form (You can Save Defaults for these values.):

Order Status CLS

Order Number 2 Selector’s name

Order Group Unit processing the gift

Material Type Choose appropriate value

Sub-Library Choose appropriate value

Acquisition Method Gl

Borrower ID If patron request

Vendor Code GIFT

Rush If rush catalog request

Number of Units Number of volumes you're processing. Fill in another

Order Form for multiple copies
Create Item Records Leave checked unless you do not want Item Records
Iltem Collection Choose the appropriate value
Encumber Budget Use only if associating the gift with a budget

o

Click Save Def if you want to save defaults for these values.
° Click OK.
5. Record arrival of the material

o

Click the Arrival button and continue by clicking Yes on the dialog box.

Author: Lois Christian Approved by ACG and CCG 09-04-2002
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° Click Add to display the Arrival Form

o

No. of units: Enter number of volumes you have in hand

o

Note: Enter specific volume information if you have multiple volumes or a
specific volume of a set.

° Click OK.
° Click Close.

6. Push the record to the Cataloging module by clicking Catalog HOL on the
Navigation Window.

7. Add a Holdings record.

o

Edit and fill in the Holdings record as appropriate.
° Save the Holdings record to the server.

8. Push the record to the Items module.

9. Highlight the gift item and click Modify to display the Item record.

Wand in the real barcode and edit fields as needed.
° Click Update.

Author: Lois Christian Approved by ACG and CCG 09-04-2002
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One-Time Gift Processing Workflow

One-Time Gift Processing Workflow*

From

Cataloging - -
Workflo Display bib ARRIVE GIFT*: *For gift cataloging, steps must be done in this
record (existing, - order to ensure correct linkage between order,
imported, or With new order item, and holdings records:
created) — | selected on Orde
List, click Arrival . Create bib record.
T

1

2. Create order record, including item record
creation.

3. Arrive gift.

4. Create holdings record.

5. Edit item record(s).

CREATE ORDER
RECORD FOR GIFT*:

Dialog
displays with

Click Acquisitiong
icon to push recond
to Acquisitions

is closed.

Continue? For multiple copies, complete a new Order

module Form for each copy.
I
Click
Yes
Arrival Lis
displays
From Order List, ADD HOL RECORD FOR GIFT*:
click Add Click In Navigation
' Add — | Window click

T Catalog HOL
Arrival For
displays

Enter number of volumgs/
issues in hand in No. unifs
arrived. For multivolume

sets, enter specific

Select Order Typ¢€
Monograph** &
click OK

**Exception: For open-ended !

gifts, if you think we will bg Order Form
receiving additional gift
volumes, select Order Type
Standing Order.

Holdings
list displays IR
Cataloging
module

displays

Complete _Order volume info in Note. Click Add in
Form using ! Holdings Lis
appropriate . Return to
: Click OK on
ik N
values for a gift Arrival Form Cataloging

I ; Workflo

Click Click Close on
oK Arrival List

***ORDER FORM VALUES FOR GIFTS:

Tab 1: Order Information Tab 2: Vendor

*Order status: CLS *Vendor code: GIFT, or, to associate the gift with a specific vendor, use that code.
*Order number 2: selector’s last name *Rush: Check if rush cataloging.

*Order group: name of unit processing gift Tab 3: Quantity and Price

*Material type: [as appropriate] *Number of units: Number of volumes/issues you are processing. (For multiple copies,
*Sub-library: [as appropriate] complete a separate Order Form for each copy.)

*Acquisition method: Gl *Create Item Records: Accept default of checked to automatically create item record(s).
*Borrower ID: Add if patron notification. Uncheck only if you do not want to create an item record.

*|ltem collection: [as appropriate]
«Encumber budget: Enter a budget only if you want to associate the gift with a budget
(usually only for serials subscriptions).

e If you do not perform other acquisitions activities, it is recommended that you save defaults for completing gift order forms.
€ If you do perform other acquisitions activities, it is recommended that you use a macro for completing gift order forms.

Last updated 9/6/02

Author: Sue Koelmel
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