Why are we here?

We are here because we have seen some problems such as duplicates, books we can’t locate, standing order problems, etc. that would seem to indicate that over time processing of approval books has diverged from the standard practice and procedure.

As approval processing moved into Catalog Division it has been spread out among many more staff than when it was processed in Order Division, including several students. Many of these staff have no background in acquisitions work, and part of my purpose today is to explain how library acquisitions issues influence the way in which approval plan books are processed.  In some cases people have moved to what they feel are more efficient ways of doing pieces of the procedure. In some cases, though, those new methods have not given us the desired end.

A seemingly efficient procedure that doesn’t lead to the desired end, really isn’t efficient at all.

Having said that, procedures are always open for discussion if you feel you have  a better way of processing something.

Introduction - Background on the database

Many long-time catalogers are accustomed to thinking of the catalog as a record of items we own. But in an integrated library system, it also represents thousands of items we don’t own, because it also contains acquisitions information – records of items on order, invoices, etc.  

While Voyager is integrated , it is also very modular.

Some information appears only in the Acquisitions module. Can anyone suggest what kind of information that might be ? (fund, price, etc)

Some appears only in Cataloging (holdings).  A purchase order shows only the location for the copy ordered, not complete holdings, and never volume holdings


Some appears only in circulation- patron, etc.

To make full, efficient and accurate use of our integrated system we must always consider all parts of the system and how the work we do affects others further on down the line.

What is down the line for you ? First, a cataloged book on the shelf, if possible. Second , an order record to serve as the basis to pay the invoice in hand. In Voyager, every invoice starts with a purchase order.  We can’t just type titles into an invoice template –we must actually link the invoice to an existing purchase order .  Similarly, every purchase order starts with a bibliographic record in the catalog. We can’t just type titles into an order template –we must actually link the order to an existing bib record.

What is our goal ?  

Our goal in setting up approval plans and processing approval shipments is as follows:

Get  the standard, visible and requested items automatically. Get them cataloged and on the shelves as quickly as possible. Pay our bills promptly to avoid any problems that would affect our ability to do good business with our vendors.

In other words, this is the standard material.  Acquiring material in this way allows Order Division staff to spend their time getting more difficult material  - prepays, rush items, small or private publishers, standing orders, rare books, different formats such as maps, dvds, etc.   This is in a way similar to the distinction between copy cataloging and original cataloging – we concentrate on the material that may require extraordinary efforts.

Most of you were here when the bulk of approval plan processing, as well as some acquisitions staff, was moved to catalog division. At that time Rick Schulz explained these goals and our belief that the way to meet them is to reduce as much handling as possible – have one person do as much of the processing of the book as could be done.

To meet these goals, we need to catalog as many books on receipt as possible.  Except for the payment of the invoice, the largest chunk of processing is the creation of the bibliographic and associated records and the cataloging thereof.  The acquisitions part of the process is less demanding, because unlike firm orders or standing orders, approval orders are pretty straightforward.

What is the end product we aim for?

A purchase order that matches the print invoice, with records in the same order as on the print invoice.  If there are books to be returned, a returns purchase order as well.   Every item on the invoice must be accounted for on one of these two orders.   This includes records for books rejected by the selector. These records are suppressed from the OPAC, but cannot be deleted, because we need them to process the invoice.  In addition, volume information needs to be included in the approval purchase order as well ; at any point in the future we must be able to account for what volumes were paid for on what invoices. This is necessary for both problem solving and possible auditing.

The use of macros has allowed us to create purchase orders easily. For most approval plans, adding a line to the purchase order takes only a few seconds added on to the time needed to create or import the bibliographic record. And, of course, in many cases we are able to load purchase orders so that they need only be edited for returns.

Another end product is a clean and accurate database. This means one bibliographic record only for a given title – whether you have in hand a duplicate copy, an added volume to an existing set or serial, or an added copy. This may involve having duplicate bibliographic records deleted.

Theoretical acquisitions framework

Although your main job is cataloging, in processing approval books you need to understand the theoretical background of pre-order searching.  You are doing acquisitions work, because you must first determine whether we are actually going to keep any given approval title, before you catalog it or process it in any way.   For those of you who work with students, it is also your job to make these concepts clear to them.

There are 5 ways that we acquire material

a. Purchase order (firm order). Selector requests a certain title, we place an order and mail or send via FTP, vendor supplies the item in question with an invoice, we pay.  Example PO 114394, invoice 00807I
b. Standing order – serials & sets , subscriptions, monographic series.  Examples Fonti e studi per la storia della Venezia Giulia (mono series) ; Collected works of Erasmus (set). Monographic series are particularly tricky. 
c. Gift/exchange – the least controllable. We get serials but also monographs

d. Depository – similar to standing order – everything a particular branch of govt puts out

e. Can anyone tell me the 5th way? Approval plans.  An approval plan is simply a contractual agreement with a vendor to supply materials that fit a certain set of parameters – for example, commercial and UP presses in the US, price under $150, social sciences and humanities.  Approval plans often include “forms plans” for books which meet a different set of parameters. We place firm orders for those titles.

When you receive an approval book, the first thing you need to do is determine that we have not acquired it by any of the methods we just mentioned, or that we do not expect to acquire it. 

A few things to keep in mind when searching the database for approval processing

1. Quality of citation – we do a lot of prepublication ordering in Order Division. We find copy for most items we order, but not all.  For example, in August, 88% of our firm orders were based on RLIN and OCLC copy ; 12% were brief records input by the person placing the order. Brief records may not even have an ISBN number and the title is frequently inaccurate.

Inaccurate titles  are not limited to brief records ; anyone who catalogs CIP titles knows that titles often change from the time the publication plans are first announced to the time the book is actually published.

2. Competing approval plans may have some overlap  - YBP architecture and Worldwide art plans .  US and UK plans – South African plan and other English language plans

The exact same text can be published simultaneously by two different publishers with two different ISBN numbers.  Primary example - US/UK   or France/French Canadian. Because our policy is to acquire only one of these editions, careful searching is essential. You can see why ISBN searching is not sufficient.  Example : R162639 Attack on the Redan
So, what does all this mean?  It means  that careful searching of the database is essential before processing an approval book.  What might you find?

	Condition
	Clues
	Disposition of approval book

	We own the book
	Item record/ call number
	Return

	We do not own the book
	No bib / loaded bib for plan in question only / no item
	Keep

	Have open firm order
	904 |b “o”, on order status in hierarchy
	Consult with approvals manager re cancellation

	Have standing order 
	Bib record with 245 matching series title or set title, order attached (view …in acquisitions) 
	Return approval

	Book shipped but not yet processed on another plan
	Bib record loaded from another vendor (see attached order), no item or call number
	Process copy in hand


This is not simple or straightforward. You cannot operate successfully in the current approvals environment by doing things by rote. You must always be thinking & examining what you find.  For example, we may have the book, but in a different location. Do we keep it or return it?  We may have a bibliographic record to which this particular volume should be added. Do we have a standing order?  Instructions for these situations may vary from plan to plan.

Other decisions : All decision-making should be done before passing the invoice on to Order Division.  

· is this volume to be cataloged as a volume of a bookset, or as a separate?  Make the decision  and update the bibliographic record as necessary at this point, because you will not be able to overlay a set record with monographic copy, or a monographic record with set copy, once the invoice is passed on.  Doing so not only would alter the bibliographic record in the catalog, but also on the purchase order which is linked to it, and on the invoice. This compromises our audit trail because we then may not be able to tell what we were paying for.

· If the volume is part of a set, do we want a standing order?  If the selector has not indicated, check with him or her.   If you are trained in placing standing orders you may place the order yourself ; if not, attach a slip to the front of the invoice indicating that a standing order is needed.

· If there are duplicate bibliographic records we will want to delete one if at all possible. This means that a line on a bulk-loaded approval order may need to be deleted and a new line added to a pre-existing bibliographic record.  This is only true of exact duplicates- not, for example of US/UK co publications.

Now for the good news…

That’s the hard part – searching & making decisions.   The easy part is actually processing the book.

Plans with no records bulk-loaded

1.Set your deduplication profile in the cataloging module Options-Preferences-General tab – set to RLIN Add Conditional, because you are going to be adding new records to the database.

2. If you are creating Acq records, set your defaults on the Purchase order tab and the line item copies/funds tab

3. Search each title using the general processing guidelines in the approval plan processing overview (show page).  This means you must use title and author searches, not ISBN, which as we have earlier discussed is too specific a search to use for new approval books.    If the book is part of a monographic series, check for a standing order.

4. To process the invoice using the ordering macro, which I highly recommend : 


take books in the same order as on the invoice


Import / create brief record with 904 field. Save to the database. Do not create mfhd or bib at this point


Run the ordering macro for the first bib ; For subsequent bibs run the multiline po macro.  


Open the line item details, add price and change line item type to approval


Click on MARC to return to the bib record


Retrieve (not add) holdings


Add item record.

When  you process the book in this way, by allowing the order to create the mfhd, the order is permanently linked to the mfhd, regardless of any changes made in the future.

If you create the mfhd in cataloging, you must be sure to use the same intended location on the order as the existing mfhd, or the order will create a second mfhd and it will look like we have two copies.

Demonstrate what happens if the default is different than a preexisting mfhd

Plans with bulkloaded bib records loaded-

Processing of approval plan receipts, once fairly straightforwad, has become more complex with the   advent of bulkloaded records for material sent on approval. Some plans have bibliographic records loaded ;  some also have approval orders loaded. Complete and correct processing of the invoices depends on an understanding of the particular details of a plan being processed.

What is bulk-loading? Simply, it is the loading of a file provided by the vendor of bibliographic records, sometimes with embedded order data, into the Voyager system. Depending on the manner in which the  vendor is able to send us such information, it may load as bibliographic records only, or bibliographic  records with orders attached. The deduping profile for bulk-loaded records is not as complex as that for  records individually imported into Voyager.

While processing approvals is greatly facilitated by receiving such files from the vendor, bulk-loaded plans  have problems also. For example, a record in the vendor's file may be a duplicate of a record already in  Voyager. The bulk-load deduping profile may or may not recognize the record as a duplicate. If it does  recognize the duplication, it will not load a duplicate record and will not add a line to the approval  purchase order for that book. If it does not recognize the duplication, it will load a duplicate bibliographic                     record which will need to be deleted.

Proceed as above. You may wish to set your dedup profile to bbid merge rather than RLIN Add Conditional since you will be overlaying records rather than creating new ones.

When you identify a bib record, you must check the hierarchy to determine the current status of the record. You cannot assume that it is ok to catalog the book in hand.

Hints – look for 904, for other 900’s added as part of the bulkload process.  On the hierarchy look for the existence of an item record. Check the order status, if any.  

If there has been a mfhd loaded along with the bib record, remember the order location must match the mfhd location. I suggest that if you need to change it (for example, art book going to annex rather than SA, you change the mfhd after the order is created.  This means you can use one default location on your order, instead of having to change the location on several lines.  Then return to cataloging, update mfhd and create item.

Do demo.  

Potential problems : records that don’t load

Generally, when a record does not get bulkloaded, it is because the bulk-load dedup profile has recognized that it is a duplicate of an existing Voyager record.  This can be one of 3 reasons :  duplicate (same location), added copy for another location, added volume.

You should use the existing bib record to process the book, whether for return or keeping. If you are returning a book and the Voyager record is for a different location (for example, SA vs. ANXA) the easiest way to process it is to use the existing location on the purchase order to prevent the creation of a second mfhd.

Plans with bibs and orders bulkloaded

Proceed as above.  Must check the PO to be sure it is the correct vendor, and that the appropriate account, if any, is selected..  The end product must be an order (and returns order) that account for all titles on the invoice.

Potential problems : records that don’t load.   If a bib record does not load, neither will there be a line on the purchase order. You will have to add a line to the existing Bib record to the purchase order (if keeping-  e.g. added copy) or the returns purchase order.

Documentation & changes

Go through all the Approval documentation

