
Acquisitions Workflows: Purchasing One Time Print Items Handout

1. Purchasing One Time Print Items

1.1 Purchasing One Time Print Items
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Notes:

Welcome to this tutorial, Purchasing One-Time Print Items.
1.2 Acquisitions Workflows Tutorials
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Notes:

After the acquisitions infrastructure is in place, it is possible to start creating purchase orders in Alma.  It is possible to create purchase orders manually for either print or continuous items.  It is also possible to create purchase orders by creating an import profile and using that profile to upload bibliographic records with Embedded Order Data, or EOD.

1.3 Objectives
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Notes:

In this session, you will learn how to order a one-time print item.

1.4 Placing Orders in Alma
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Notes:

There are several different ways to place a manual order in Alma.  If the library does not currently have the resource, it is possible to search external resources to find the bibliographic record, and create the order from the Metadata Editor.  If the library is ordering an additional copy of an items that already exists in the local catalog, it is possible to order another copy from the local bib record.

When an item is ordered, a purchase order line is created and the purchase order line or lines are packaged into a purchase order.

To create purchase order lines and purchase orders, you will need to have an Alma user with the Purchasing Manager or Purchasing Operator role.
1.5 Order a Duplicate Copy
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Notes:

To order a duplicate copy, first search for the material in the local catalog.  Then select Order in the row actions list.  This will start the PO line creation process.
1.6 Order via Search External Resource
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Notes:

To search for an external resource in Alma and place an order from the bibliographic record, start on the Alma home page.  Then go to Resources > Cataloging > Search External Resources.
1.7 Search External Resources
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Notes:

This opens the Metadata Editor.  From here, it is possible to conduct a search in several different external resources such as the British Library, the DNB, Libraries Australia, and more.  Let’s use the Library of Congress to conduct our search. 
1.8 Enter Search Parameters
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Notes:

Now I can fill in my search parameters, and click search.
1.9 View and Import Bib Record
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Notes:

Here are the results of our search.  I can View the record first to see if it’s the one I’m looking for, and then I can Import it to start working with the bibliographic record.
1.10 Click Shopping Cart Icon
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Notes:

Once the record is imported, the bib record is opened in the Metadata Editor.  I can edit the record if needed, and then I can use the Shopping Cart icon near the top of the screen to create a purchase order line for this book.
1.11 PO Line Owner and Type

[image: image11.jpg]extibls

< PO Line Ownerand Type Bl ... .. |

(S oining s P oy o sl e i v s |

Lost
e





Notes:

This brings us to the PO Line Owner and Type screen.  The Description is the Book title, and it’s already brought over for us.  But there are a few other fields to fill in.  
1.12 Purchase Type
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Notes:

The first is the Purchase Type, which will determine the rest of the workflow for this material.  If we selected Electronic Title, we would end up activating an electronic resource later on instead of entering the Receiving workflow.  For this example we’ll be selecting Print Book - One Time.

1.13 Assign Inventory Manually
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Notes:

Notice that with the Purchase type selected, we now see the option to assign inventory manually.  Checking this box will prevent the PO line from creating new inventory, and we could attach inventory to the PO line later on in the process.  We’ll keep this unchecked for this example so that an inventory item is created.
1.14 PO Line Owner
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Notes:

Next we have the PO Line Owner.  This is the library responsible for the order, not necessarily the library that will own the item.  We’ll select the Main Library here for this example.

1.15 PO Line Owner and Type
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Notes:

With the PO line owner selected, a new option appears - Generate Barcode using sequence. This option appears for one-time print items if Alma has been configured to automatically generate barcodes.

Now that all of our fields are filled in, let’s click Create PO Line.

1.16 Purchase Order Line Details
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Notes:

This brings us to the Purchase Order Line Details screen.  We have confirmation that a new PO line was created, and that we need to review the information in this screen before we move forward.  We have our PO Line number, and we can see that the status of this purchase order line is ‘In Review’.

Let’s take a look at the required fields that we’ll need to fill in before we can place the order.

1.17 Add Location
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Notes:

First, if my institution has multiple locations, I’ll need to add a location.  I’ll click Add Location, select the number of items to add, the supported library, and the item policy for this material.

There.  The information I’ve entered is now presented in the Ordered Items list.

Location (Slide Layer)
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Ordered Items List (Slide Layer)
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1.18 Material Supplier
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Notes:

The next field is the Material Supplier.  I can use the list icon to pull up a list of the vendor accounts already created in Alma.  Then I click on the vendor I’m looking for to select it.
List icon (Slide Layer)
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Material Supplier selected (Slide Layer)
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1.19 List Price
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Notes:

The next few fields required are the list price and the quantity for pricing.  Let’s enter $19.99 here.  If we received a discount from the vendor, it would be reflected in the Net Price and Discount fields.
1.20 Funding
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Notes:

Now we’ll need to select the Fund that will be used to pay for this item.  Click Add Fund, and this will open a pop-up where we can select the Fund. 
1.21 Select Fund
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Notes:

Notice that I have a few funds that I’ve used before that show up in this list, but I can search the full list by typing the fund in the search box, or I can browse the list by clicking on the list icon.  For this example I’m going to select the Sciences Fund.
1.22 Add Fund
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Notes:

Once the fund is selected, I can define how much of the item will be paid for with this fund.  I’ll keep this set to 100%, and click Add Fund.
1.23 Funding Added
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Notes:

There.  Now I can see the Fund information as it’s been entered.  If I was paying for this item with multiple funds, I could add additional funds, and they would appear here in the list.
1.24 Select Purchase Type
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Notes:

Next I select my Acquisition method.  By default, it is set to Purchase, which means that the order will be emailed through Alma to the vendor, using the information that was configured in the Vendor and Vendor Account.  For this example, I’m going to select the Purchase at Vendor System acquisition method.  This means that this PO won’t be sent to the vendor automatically, and we would need to place the order through the vendor directly.  It’s also what we’d choose if we already ordered the item directly through the vendor’s system.
Purchase at Vendor System (Slide Layer)
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1.25 Order Now
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Notes:

OK.  Now I’m ready to place the order.  If I select Save and Continue, the PO Line would enter the packaging stage.  This means that a process would need to run to package this PO line with other PO lines that had the same vendor to form a Purchase Order.

Because I just want to order this one item right now, I’m going to click Order Now to generate a Purchase Order that contains this one PO line.
1.26 Confirmation Message
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Notes:

If there are any alerts, they will appear in the confirmation message.  Click Confirm to send the order.
1.27 Order Now Submitted
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Notes:

And now we see that the order now process for the PO line has been submitted.  Let’s search for the order line to see its status.
1.28 Purchase Order Line
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Notes:

Here I can see the summary of the order.  Notice that I can see the PO and the PO line numbers, and that the order has been sent.
1.29 Review & Quiz
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Notes:

Now that you’ve watched this session you should be able to purchase a one-time print item.

Please take the short quiz to test your knowledge.

1.30 Quiz: Purchasing a One Time Print Item

 (Multiple Choice, 10 points, 1 attempt permitted)
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be filled in?
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	Correct
	Choice

	X
	Location, Material Supplier, List Price, Quantity for Pricing, Funding, Acquisition Method

	 
	PO Line Owner, PO Line Type

	 
	Order Line, Status, Order Line Type, PO Line Owner

	 
	Ordered Items, Vendor, Expected Receipt after Ordering, List Price

	 
	Vendor, List Price, Acquisition Method, Reporting Codes


Feedback when correct:

That’s right!  The fields that need to be filled in are Location, Material Supplier, List Price, Quantity for Pricing, Funding, and Acquisition Method.

Feedback when incorrect:

Sorry, that is incorrect.  The fields that need to be filled in are Location, Material Supplier, List Price, Quantity for Pricing, Funding, and Acquisition Method.

Notes:

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

Thank you for joining this session!
1.32 Copyrights

[image: image39.jpg]Copyrights

Al of the information and material inclusive of text, images, logos, product
names is either the property of, or used with permission by Ex Libris Ltd
The information may not be distributed, modified, displayed, reproduced - in
whole or in part - without the prior written permission of Ex Libris Ltd.

TRADEMARKS

Ex Libris, the Ex Libris logo, Aleph, Alma, SFX, SFXIT, MetaLib, DigiTool,
Verde, Primo, Voyager, MetaSearch, Metalndex, Rosetta, Leganto and other
Ex Libris products and services referenced herein are trademarks of Ex
Libris, and may be registered in certain jurisdictions. All other product
names, company names, marks and logos referenced may be trademarks of
their respective owners.

DISCLAIMER

The information contained in this document is compiled from various sources
and provided on an “AS IS" basis for general information purposes only
without any representations, conditions or warranties whether express or
implied, including any implied warranties of satisfactory qualty,
completeness, accuracy or fitness for a particular purpose.

Ex Libris, its subsidiaries and related corporations (*Ex Libris Group”)
disclaim any and all liability for all use of this information, including losses,
damages, claims or expenses any person may incur as a result of the use of
this information, even if advised of the possibility of such loss or damage.

© Ex Libris Ltd., 2018




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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