
Acquisitions Jobs: Update PO Lines Handout

1. Update PO Lines

1.1 Update a Set of PO Lines
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Notes:

Welcome to this session on Alma Acquisitions Jobs.

Do you want to update several Purchase Order lines at once? 

You have come to the right place!

1.2 Objectives
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Notes:

This session will walk you through all the steps of running a Job to update a Set of PO lines.

There are a few different Jobs that update PO lines in different ways, but the basic steps of running a Job are the same.

In this session, you will choose the type of change you want to make to the PO lines, and, based on your choice, we will show you which Job you need to run.

This way, you see the explanation you need to accomplish your task and move on with your day!

1.3 What is a Job?
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Notes:

What is a “Job” in Alma, anyway?

You could make changes to PO lines individually, but this could take a long time.

Instead, you can Run a Job. This means you give Alma instructions to make the same change to several PO lines. It does the work for you and notifies you when the Job is complete.
1.4 What is a Set?
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Notes:

What is a Set?

Before you can run an Acquisitions Job, you need to have a named Set of PO lines. These are the PO lines that you will change with the Job. 

If this Set doesn’t exist yet, you can create it.

Click the orange button to learn how to create a Set before Running a Job. 

If you already have a Set that you want to update, click Next. 

1.5 5 Steps
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Notes:

There are five steps for Running a Job to Update a Set of PO Lines:

First, Choose the Job.

Then, Choose the Set.

Input the Changes,

Run the Job,

And finally, Check that it Completed Successfully.

In this session, we will help you choose which Job you need, and then walk you through all the steps, so you can accomplish your task.

1.6 Choose the Type of Update
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Notes:

What do you want to change about your Set of Purchase Order Lines?

Select the attribute that you want to change.

Click the “i” icon for more information about an attribute.

If you don’t see the attribute that you want to change, click More Choices.

1.7 Status Change
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Notes:

What do you want to change about the status of the Purchase Order Lines?

1.8 Monitor Jobs
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Notes:

Step 5: Check that the Job completed Successfully

The Monitor Jobs screen shows you that your job is running. 

To see progress, either select Refresh or open the History tab.
1.9 History Tab
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Notes:

The History tab shows the status of all the jobs you have run. 

Select the row menu button to see more details about the job. 
1.10 Back to the Running Tab
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Notes:

If you go back to the Running tab, you will see that the job has disappeared. That means it finished running and you are done!
1.11 Review & Try It
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Notes:

Now that you’ve watched this session, you should be able to do the five steps of Updating a Set of PO Lines.

Try it yourself in Alma using the steps explained here.

Choose the Job

Choose the Set

Input the Changes

Run the Job

and Check that it Completed Successfully. 

If you are not sure which Job to use, check the chart in the Knowledge Center.

1.12 Thank You!
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Notes:

Thanks for joining us!
1.13 Copyrights
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Notes:

2. Create a Set

2.1 How to Make a Set
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Notes:

This is how you create the Set of PO lines that you want to change.
From the Alma main menu, go to Admin > Manage Sets.

Select Add a Set, and choose Logical or Itemized.

For an explanation of Logical and Itemized sets, click the orange button.

Then, click Next to continue. 

Untitled Layer 1 (Slide Layer)
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2.2 How to Make a Set
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Notes:

Name this Set and choose the content type. In this case, we are defining a Set of PO lines. 

Then, click Next.
2.3 How to Add Members to a Set
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Notes:

Create a search that will define your Set. 

You can add lines to make the search more specific. 

Click Search to see the results.

When you are finished, save the results as a Set.

Now that you have a Set, you can run a Job.
3. Update PO Lines Workflow

3.1 Update PO Lines Workflow
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Notes:

In that case, you want to run the Job called “Update PO Lines Workflow.”

This job moves the PO lines through the workflow. 

It can be used to move PO lines forward from In Review to the next stage. 

Or, to move PO lines back to In Review. 

It can also be used to reopen closed or canceled PO lines.

3.2 Make the Change
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Notes:

Step 3: Input the Changes

Now you can make updates to this Set of PO lines.

The options for this job are:

Save and Continue,

Set to in Review,

or Reopen closed/canceled PO Lines.

Make your selection and then click Next.

3.3 Review and Confirm
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Notes:

Step 4: Run the Job

Look over the Job instructions and confirm that this is what you want to do. You can change the Job Name, if you want, to make it easier for you to find later.

If you are ready to run the Job, click Confirm.
Untitled Layer 1 (Slide Layer)
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4. Update PO Lines Transactions

4.1 Update PO Lines Transactions
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Notes:

In that case, you want to run the Job called “Update PO Lines Transactions.”

This job makes changes to 

Price,

Quantity,

or Funding.
4.2 Make Changes
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Notes:

Step 3: Input the Changes

Now you can make updates to this Set of PO lines.

You can change the List price and the Quantity.

You can choose to release the remaining encumbrance. 

You can change which fund is paying for the purchase. 

You can have two or more funds each pay a percentage of the purchase price. Just be sure that the total adds up to 100 percent.

This drop-down list allows you to control whether the update is made to all PO lines in the set. If that is what you want, choose Unconditionally. 

If you only want this update to affect PO lines in which this field is currently empty, choose that.

Or you can choose only to update the PO lines that have this field already filled in with something else.

For further explanation of these options, click the Example button.

To continue, click Next.
4.3 Example
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Notes:

For example, Alice needs to order a few different books, and she made PO lines for all of them yesterday. 

For some of them, she knew that she needed two copies, and she included that information in the Quantity field when she made the PO line for that book. 

However, there were some books for which she did not know how many to order. So she left the Quantity field empty. 

Today, she knows that she only needs one copy of each of the books that she did not write a quantity for yesterday.

Alice will type “1” into the Quantity field and select “If field empty” from the drop-down list. This way, any blank quantity fields will be filled with the number ”1.”  Any PO lines that already have a quantity listed, will remain unchanged.     

4.4 Review and Confirm
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Notes:

Step 4: Run the Job

Look over the Job instructions and confirm that this is what you want to do. You can change the Job Name, if you want, to make it easier for you to find later.

If you are ready to run the Job, click Confirm.
Untitled Layer 1 (Slide Layer)
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5. Update PO Lines Information

5.1 Update PO Lines Information
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Notes:

Many changes to the content of a PO line are handled with the Job called “Update PO Lines Information.”

Some examples of this Job are:

Changing the Material Supplier

Updating the invoice status,

and Associating a license with the PO lines.

If you don’t see what you are looking for, check the Alma documentation.
5.2 Make Changes
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Notes:

Step 3: Input the Changes

Now you can make updates to this Set of PO lines.

This drop-down list allows you to control whether the update is made to all PO lines in the set. If that is what you want, choose Unconditionally. 

If you only want this update to affect PO lines in which this field is currently empty, choose that.

Or you can choose only to update the PO lines that have this field already filled in with something else.

For further explanation of these options, click the Example button.

To continue, click Next.

5.3 Example
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Notes:

For example, Alice needs to order a few different books, and she made PO lines for all of them yesterday. 

For some of them, she knew that she needed two copies, and she included that information in the Quantity field when she made the PO line for that book. 

However, there were some books for which she did not know how many to order. So she left the Quantity field empty. 

Today, she knows that she only needs one copy of each of the books that she did not write a quantity for yesterday.

Alice will type “1” into the Quantity field and select “If field empty” from the drop-down list. This way, any blank quantity fields will be filled with the number ”1.”  Any PO lines that already have a quantity listed, will remain unchanged.     

5.4 Review and confirm
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Notes:

Step 4: Run the Job

Look over the Job instructions and confirm that this is what you want to do. You can change the Job Name, if you want, to make it easier for you to find later.

If you are ready to run the Job, click Confirm.
Untitled Layer 1 (Slide Layer)
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6. Update PO Lines Information - Advanced

6.1 Update PO Lines Information - Advanced
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Notes:

In that case, you want to run the Job called “Update PO Lines Information - Advanced.”

This Job allows you to change the Purchase order line type, Owner, or Acquisition method. 

6.2 Make Changes
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Notes:

Step 3: Input the Changes

Now you can make updates to this Set of PO lines.
6.3 Review and Confirm
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Notes:

Step 4: Run the Job

Look over the Job instructions and confirm that this is what you want to do. You can change the Job Name, if you want, to make it easier for you to find later.

If you are ready to run the Job, click Confirm.
Untitled Layer 2 (Slide Layer)
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7. Change PO Lines Status

7.1 Change PO Lines Status
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Notes:

In that case, you want to run the Job called “Change PO Lines Status.”

This job can be used to cancel PO lines, to close PO lines when a purchase is complete, or to delete PO lines to remove them from Alma. 

7.2 Make Changes
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Notes:

Step 3: Input the Changes

Now you can make updates to this Set of PO lines.
7.3 Review and Confirm
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Notes:

Step 4: Run the Job

Look over the Job instructions and confirm that this is what you want to do. You can change the Job Name, if you want, to make it easier for you to find later.

If you are ready to run the Job, click Confirm.
Untitled Layer 1 (Slide Layer)
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8. Choose Job and Set

8.1 Run a Job
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Notes:

Step One: Choose the Job

Go to Admin > Run a Job.

8.2 Select the Job
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Notes:

Select the Job that you want. To filter the list of jobs, type something into the description, such as “PO Lines.”

8.3 Select the Job
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Notes:

Select the Job you need.

8.4 Select the Set
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Notes:

Step 2: Choose the Set

Select the set of PO lines that you want to update. To filter the list of sets, type the name of the set, or the name of the person who created it.

If you need help creating a Set, click the button labeled ”How to Create a Set.” 

8.5 Select the Set
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Notes:

Select the Set you want to update.
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