
Acquisitions Workflows: Creating a Fund Handout

1. Creating a Fund

1.1 Creating a Fund
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Notes:

Welcome to this tutorial, Creating a Fund.
1.2 Objectives
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Notes:

In this session, you will learn how to create, activate, and edit a fund.

1.3 Acquisitions Workflows Tutorials

[image: image3.jpg]Acquisition Workflows Tutorials

Acq ons
Infrastructure
« Creating Vendors « Purchasing OneTime » ReceivingOneTime ~ + Creating an Invoice:
and Vendor Print items Printitems Manual
6 LTS « Purchasing « Receiving « Creating an Invoice:
« Creating Ledgers Continuous Print Continuous P Froma PO
« Creating Funds e HE + Creating an Invoice:
e * Using Import Profiles  + Post Rec From a File
to Upload Processing and : o
S B t + Invoices Waiting for
BibliographicRecords  Claims

Payment




Notes:

Creating funds is one of the first steps in the overall acquisitions process.  As part of the Acquisitions Infrastructure, at least one fund needs to be configured before purchasing, receiving, and invoicing can take place.

1.4 Funds
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Notes:

A fund represents money in an account.
The fund inherits its fiscal period and currency from the ledger, and inherits the list of libraries to which a fund applies.  The library list can be narrowed, but not extended.
The fund also inherits the rules about over-encumbrance and over-expenditure behaviors, but it is possible to override them.

In order to add or edit funds, you must have the Alma Role of Fund Manager.

1.5 Fund Types
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Notes:

There are two types of funds: summary funds and allocated funds.
An Allocated Fund is what you would typically think of as a fund; it contains money, and it’s used for purchasing and invoicing.
You can do both allocations and transfers between funds.
A Summary Fund is not used for ordering or invoicing. 
A Summary fund allows you to group similar allocated funds together so that you can manage them more easily - and the use of summary funds is optional.
You cannot add allocations or perform transfers with a summary fund.
1.6 Accessing Funds
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Notes:

To create a fund, first log into Alma, then go to Acquisitions > Acquisitions Infrastructure > Funds and Ledgers.
1.7 Edit a ledger to add a fund
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Notes:

This brings us to the Funds and Ledgers screen, with a list of the existing ledgers and funds.  

To add a new fund, we need to find and edit the ledger the fund will exist in.

Let’s add a fund to the Ex Libris Library Ledger.  Over on the left in the facets, I’ll filter on the Ex Libris Library facet.  There.  Now I can edit the ledger by clicking edit.
Ex Libris Library Ledger (Slide Layer)
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1.8 Funds Tab
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Notes:

Next, Click on the Funds tab.
1.9 Add Fund
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Notes:

Since this is a new ledger, we don’t have any funds created yet.  To add a new fund, click Add Fund, then select Allocated Fund.
1.10 Create a Fund
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Notes:

This opens the Summary Details screen for the Fund.  Enter a Name and Code for your Allocated Fund.

In the Owned by dropdown, we can see the Owner of this fund.  Note that we cannot change this, it is inherited from the ledger.  The Currency and Fiscal period are inherited from the ledger as well.  However, the Available for box still allows us to define who will be using the fund.  We will keep this set to the institution, but it is possible to refine the list by selecting individual libraries.

Note the Fund Types; fund types are for informational purposes only, and they can be defined in the Acquisitions Configuration area.  

Click Activate.  Activating the fund also saves it, and it will bring us back to the Funds list within the ledger.
Main Fund Created (Slide Layer)
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1.11 Edit Fund
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Notes:

Notice that, at the moment, we don’t have any money in this fund.  Let’s add some now.  First, we’ll click Edit the fund.
1.12 Fund Tabs
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Notes:

Here are the details we were looking at earlier, but now we also have a Transactions tab, a Notes tab, and an Attachments tab.  

Click on the Transactions tab.  

1.13 Allocate Funds
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Notes:

In the transactions tab, we will want to click on Allocate Funds.  This opens a popup window that we can fill in.  We’ll enter in a dollar amount, then click Add allocation transaction. 

We’ll confirm the transaction, and then we will be able to see the transaction in the Main Fund’s transaction list.  We can also see that the balances have been updated for the Main Fund.

If we go back to the Summary tab and scroll down to the reports section, we will now see a graph that shows the Fund Balances.

Let’s save the fund.
Confirmation (Slide Layer)
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Funds Added (Slide Layer)

[image: image17.jpg]Eextbis

-

< Transactions

Main fund o
Fisclperod 2nen30- 2190, Avalalesalance 1075000 5D Cashpalance 075000UsD
Expendtice baionce 00910 Encumberedbslonce 000150

Mocstedbasnce 1075000150

5 ansactons™ | Notes | Atachment
Mook B 6

1-1001 [Poume « a —

¥ b

a0





Summary Tab Updated (Slide Layer)

[image: image18.jpg]extibls

< summary Details

=

[o—

Amount

11000
w0
5200
w0
0
exo
0
w00
w00
a0
10

Alga A

20wous0- 01900879

Fund Bt

Batance Type
Preny i)
G
e
Pt

Balance Type

Focal o s 20100711 - 201970430

et Bircn
Ercumbared
B e i





1.14 Funds and Ledgers List

[image: image19.jpg]Extibis. Alma

Facets « < Fundsand Ledgers (1-20f2)
s v Oy O O

¥ St Acvn © FscolPoriod 20100830- 20190029 O Loor b Lheary Ol

e o
g 0 1 Extibric Library 0 Tt =
Fct P = Cose: EXURISLIBRARY AocstedBalace: 107500 S0,

Expenctur Bbance: 000 US0

ae- 20190 ¢ o Dslnce: 137636050

omer - Plcs Peio 20188720 - 016/0820 EncumberedBlance: 000150
— P IvaaleSaanc: 1075090 050
vt roc -
5 |2 mantuna o owon =
et Coe:EXUBRS 1A Aocated Balace: 107500150
Type locted Cxpenture Blance: 000 0

st o Ralance: 1376200 L5D
Fical P 013/0830- 2015/0829 EncumberedBlance: 000 150
put U Lorvy AvaableSaance: 1075000 050





Notes:

This brings us back to the Funds and Ledgers list.  By default, the list is filtered by the Ledger itself, so we can see both the ledger and the fund entries.
1.15 Review & Quiz
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Notes:

Now that you’ve watched this session you should be able to create, activate, and edit a fund.

Please take the short quiz to test your knowledge.

1.16 Quiz: Funds

 (True/False, 10 points, 1 attempt permitted)
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	Correct
	Choice

	 
	True

	X
	False


Feedback when correct:

That’s right!  When a fund is created, it must be added within a ledger.

Feedback when incorrect:

No sorry, that’s not right. When a fund is created, it must be added within a ledger.

Notes:

Correct (Slide Layer)
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Incorrect (Slide Layer)
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1.17 Thank You!
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Notes:

Thank you for joining this session!
1.18 Copyrights
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Notes:

2. Quiz Results

2.1 Results Slide

 (Results Slide, 0 points, 1 attempt permitted)
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Notes:

fgsfdgsfdgfdg 
Success (Slide Layer)
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Failure (Slide Layer)
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