Acquisitions for Selectors – Monographs and Funds

Introduction

Introduce self, Colleen

If you run into any problems following along, please signal Colleen, who can help you out.  I will do my best to pace the class so that no one is totally bored and no one is totally lost.

Why are we here today?

Today’s session focuses on Acquisitions searching skills, Ledger and fund structure, and monograph orders and invoices.  The second Acquisitions session in this series focuses on serials issues.

Voyager is an integrated system – but it is also a modular system. There is some information you can view in various modules, but not necessarily change in that module. There is some information that can only be viewed in a particular module.  This is especially true in serials, where with our move from Geac to Notis to Voyager we lost all historical receipts attached to the acquisitions record. You must look at the mfhd (holdings ) record in cataloging to determine what volumes or issues we have.  

Another example - Financial information can only be viewed or collected from the Acquisitions module. 

Acquisitions records are based on the bibliographic record in the Cataloging module. You cannot use Acq in isolation from the record in the Cataloging module.  To place an order, we must first create a bibliographic record or use an existing one (added copy, added volume)  . There is no separate “acquisitions file”

When we create  bibliographic records, we add a 904 field for statistical purposes . They subfield b indicates the type of record – o/order, a/approval, g/gift/, m/mono series standing order, d/depository (or recd in docs)

Open  Netscape or IE 

Web sites that might be useful when you go back to your desks

http://infoshare1.princeton.edu/order/ordhome.html  Order Div home page

http://infoshare1.princeton.edu/order/ordoc.html  Order Div documentation – Funds esp. , training documentation will be posted if not already there

http://infoshare1.princeton.edu/order/coll_dev_instruc.html  Coll. Dvpt info

http://infoshare1.princeton.edu/order/selector_faq.html FAQ page

Intro to Marc PDF – Especially for serials, you must be familiar with the MARC record. 

Open  Acq, Cat .

Emphasize : Must use the same password to log on to both modules. 

For today, use ____________________

Choose Acqord happening location

There are easy links from Cat to Acq and Acq to Cat.  
Demo :  PO 122008, 139981

ACQ VS. CAT

When to use Acq

a. Monographs – can see most information from the Cataloging client. We advise that you use the cataloging client rather than the OPAC when checking for information.   Many records such as cancelled orders and monographic series standing orders are  suppressed from the OPAC. 

Cataloging client displays info : order, order date, claim date, receipt date. This gives most of the information staff generally need. So, for monographs, use acq to look for a status message in the line item note. Only Acq will display payment, fund information

OPAC is useful for looking at new journal receipts

b. Serials

Check for standing orders, “problem” issues (more on that later), claims issued

Don’t use Acq to find out information about items received more than 2 ½ years ago. Only open orders were migrated into Voyager.  For example, we own 3 copies of A beautiful mind and have only one open order, because it was published  in 1998.

ACQUISITIONS CLIENT

1. The Acquisitions Client Screen

 The focus of Voyager Acquisitions is the line item. The line item is equivalent to a particular title on order .You can access the line item from Cataloging, from the purchase order, or the invoice; no matter how you approach it, all the information about that title is available in the line item display. 

 Let’s start by looking at the main acquisitions screen. At the left is the List Bar, which is defaulting to line items  in a "vanilla" Voyager installation. 

 Various activities that relate to line items are organized into functions (tabs) on the List Bar. People working in different areas can set a different default function to display when the module is opened. The active choice jumps to the top and its associated activities display.

To the right of the List bar, near the top of the screen, is a Quick Search area which is a simple search for only one index, such as PO number, Bibliographic information,  Create date, etc. We’ll look at the Standard or Boolean Search, in which you can combine up to 4 terms using Boolean operators, a little later on. 

2.  List Bar demonstration 

Let’s take a little time to see how the List bar functions.  We won’t look at all the areas ; some of them are production only areas. We’ll look at the ones which are most useful for gathering information

Line items  not terribly useful as a search ; although the display of the line item contains all the information we know about a title, there are only small bits visible at a time, which means lots of clicking to gather information.  We’ll concentrate more on looking at orders and invoices.

           Orders  click on the Orders tab


Look at the Quick search box and notice that it is still defaulting to Search line 

items. In order to search for an order you must click on the  Search orders icon. Notice how that changes the display on the Quick search box. If you click on the drop-down menu, you will see the many available search indexes 


Invoices Click on the Invoices tab

Again, clicking on the Search Invoices icon will change the display on the Quick Search area.  Click on the drop down to see what indexes are available for Invoice searching

Ledgers and funds  Controls ledgers, funds and currency conversion
The background structure that allows creation of orders or invoices. This is an area in which you can see real-time accounting for the funds for which you are responsible.

Will talk more about ledgers and funds laser on in  this session.
Vendor background structure for vendor records


Name, address, phone/fax, etc.  Explain vendor name phrase search

 
Check-in governs all the activities involved in serials check-in,

checking in, looking at serials history (receipts, claims and marked issues), creating and assigning publication patterns and routing lists. We won’t look at this in detail in this session, but we will in the second acquisitions training sessions which focuses on serials.

Order Maintenance

Problem list and claim list. Not of much use to you unless you’re one of the branch libraries ; can’t search by fund, can search by location. However the items are sent to the problem list automatically whenever a certain acq job is run on the server ; even if there is information (e.g.nyp, due Aug. 2003) in the record which would mean the record doesn’t need to be looked at. Once claimed, claim is there until order is cancelled or claimed item is received. Doesn’t matter if you’ve had an answer to the claim

3. Buttons and icons

The arrows at the top work like browser arrows. You can toggle back and forth between, for example, order search and invoice search  screen results. 

The search icon: to choose what kind of record to search, click on the down arrow to the right of the icon. Voyager distinguishes between a standard (Boolean) search and the quick search, (a single index search that automatically appears at the top of the Acq screen). To do a standard search, click on the down arrow to the right of the search icon and you will see  a search box allowing searching by up to 4 terms with Boolean operators.  The next 3 icons are for defaults, preferences and workflow, which we’ll look at in a moment. 

Clear workspace button — clears the screen and any previous search results   

Preferences Color preferences  should be set to a standard palette. In addition there is a color which indicates Tabs with information behind them in the Detail line item view. These colors and standard and should not be changed. 

See http://infoshare1.princeton.edu/order/preferences/prefwkflow.html
Workflows governs work-related system behavior. Workflows also persists from session to session. These are some suggested settings which really influence the way the system works and behaves. If you don’t make these changes on your own machine with your own logon you will have trouble accessing some of the information you’re seeing in this class.

Searching settings (important ones are Bibliographic staff searching/Import section at the bottom)
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Line items settings 

[image: image2.png]tem Creston I Seras Checkin I Clin Processing
Searching ] Line Items | AoproveProcessing
Quick Lie hems ¥ Show Line lem Reltions
¥ Enable Quick Line hems Upon Add & Show Matks/Clins
¥ Enabl Quick Line hems For EdiView Detas B e
™ Open Lin tem Window after Saving [ Marked ssuss

7 Claimed Line tems

Monograptic Reeceive Processing [ Claimedlssues
I~ Autosslect All Copies during Receive
2 Expand Receive Tree duing Receive (® S
€ to Location Level

 foCopy Level I~ Promp for Actusl Pice whil Inveicing

oK Cancel Apply





Help button –context sensitive. Searchable as are most windows help . Voyager help, not Princeton help

4. Searching

Let’s get a little practice searching for different kinds of records. Click on the Orders tab on the list bar; now click on the Search orders icon. 

 First let’s use the Quick search. Open the drop down box and you will see all the indexes by which you can search for  purchase orders. Choose the option PO number from the "Search by" drop down list. Note that the "equal" button is active.  Now type "122122" in the "search for" box. and click on Search. 

Demonstrate PO type and Status and their meanings  Be sure to cover pending orders that stay that way for a period of time – approval

Cancelled – be sure to look at mfhd and hierarchy    PO 39990

Be sure to emphasize standing orders/continuations/serials f.k.a.binds vs periodicals

Gifts and exchange – serial type records only. No orders for gift monographs. Occasionally orders for exchange monograph but mostly they are not identified as such by the time they reach us.

Demonstrate bibliographic search  (A beautiful mind)

 To look at a purchase order, double-click on the line, or highlight and click on Edit. Note that an independent button opens up on your task bar at the bottom of your screen. You can go back and forth between the search results and the purchase order by clicking on those two buttons, or using the Alt-Tab key combination. 

  Now let’s pull up the Invoices area of the List bar and click on Search invoices.   

 Open the drop down list and see what the available indexes are for searching for invoices. Choose the option vendor code from the "Search by" drop down list. Note that the "equal" button is active. Now type "ap-bna" in the "search for" box and click on Search. 

Demonstrate meanings of Invoice status 


Notice that the arrows at the top of your screen are now active. You can go back and forth between the PO search results and the Invoice search results.

Let’s return to the Orders area and click on Search orders. 

Choose Status in the "Search by" drop down list. Now your only option is the "Equal" button; and you see another drop-down list in "search for". Choose Approved/sent. Notice that to the right of the search area, you have search results  displayed with a "Next" button. If you have a large result set, the first 200 will display, along with a "Next" button. As you page through the list using the Next button, you can see how much of the search result remains, and how many records you have reviewed. 

  Now let’s do a standard or Boolean search 

  Find the search icon and click on the down arrow to the right. Choose purchase orders. Here you see a search box which will allow you to search by up to four different terms, using Boolean operators. 

See search on next page
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Boolean searching in acq can bring up very specific lists when based on purely acq criteria (order, invoice, etc) but it does not do a good job of combining acq and catalog criteria. You can only search for acq material attached to one bibliographic record at a time.

Remember that when you open up a PO, Invoice or Line item it creates an independent button on the task bar, so you can easily switch from one to another by click on the button. Let’s close a few of these buttons.

5. Record structure

Demonstrate ;


Firm order  125815 (claim)


Firm order 114262


Firm order invoice 687117


Approval  order 119981  (identifying approval vendors and approval orders)

See also http://infoshare1.princeton.edu/order/approvals/approval_vendor_table.html
Approval invoice with returns 190449 (use link from PO to bring it up)

-order header including PO number structure ;  line item on order, difference between quick line item on and quick line item off ; info on tabs on PO and on line item. Multi prices and notes on serial invoices.    Line item status for claimed items (PO 42263)  Vendor reports on notes (PO 80830)

Let’s look at the tabs and see what kind of information is available. Notice that

 some of the tabs are yellow and some are gray. If you recall when we were looking at the color setup earlier, yellow    represents a tab that has information behind it. Gray represents a tab with no information behind it (for example, no notes or no invoice attached to the record)

Header and footer information includes vendor, currency, claims intervals, and the like. Properties shows when the record was created and updated. Vendor history shows any change of vendor  (usually only continuations orders). Related invoices displays any invoices attached to the  purchase order.   Vendor code – keep cursor on and it will display vendor name.    
  In the bottom half of your screen, you can see the line item information. If you need to widen a column to see the whole  field (for example, the fund field), you can drag and drop the right side of the column to temporarily change the field width. This does not affect the order in any way; when you close this order and reopen it, it will display according to system  defaults.   

  Note that the button at the top says Quick line item on. Let’s highlight the line item and click on the Details button at the bottom. This is basically the same information you just saw on the line item. 

Now let’s close this display. Click on Save or Cancel. Click on the "Quick line item on" button so that it toggles to "Quick   line item off." Now once again, click on "Details." You get an entirely different display, with all the available information for   that purchase order. Once again, tabs with any information behind them are yellow. 

  Let’s just page through the tabs and see what information is available. (Note particularly - copy status tab; Order tab with ellipsis link to the PO); Notes with PO notes and invoice notes, see icons at left)  

6. Ledgers and funds 

This is the last topic for today . After this we have some practice questions for you so that you can try looking at materials ordered on your funds.

The ledger is the entire fund structure used by the library  to purchase books and serials. Each fiscal year a new ledger structure is created. Go to Ledgers and Funds>Search Ledgers and do a search by ledger name for FY

Discuss what’s in each ledger  (Basically look at the first two numbers of your fund to determine where it is located in the ledger.

Please look at web documentation  Order Div doc>Funds/Object Codes . These contain a complete description of the setup of funds and ledgers.

Bring up web site http://infoshare1.princeton.edu/order/funds/findfund.html
A lot of what I am going to demonstrate now is documented on the Order Division web site / documentation/funds.   You may go back and reread it at your leisure.

Follow the trail to 1223, demonstrate summary funds, allocated funds, reporting funds

Discuss Fund name and Fund codes and their use in searching

Sample questions and practice time

Look at the firm orders received for your fund since April 1, 2003.  If there is no result, change the date to January 1, 2003.

Hint – Boolean search

Look for invoices charged against your monograph account with an invoice date greater than  Feb 1, 2003 (or earlier, if necessary). Find an individual title or titles on one of those invoices that is charged to your fund.   Look at the price on the order and on the invoice

Bring up one of your funds in the appropriate FY03 ledger. Approximately what percentage of your fund has been used to purchase monographs?  Subscriptions?  Some other format (videos, mdf, etc)

Look for an invoice to one of your approval vendors that includes a returned book on it.

(Hint : approval returns have PO numbers beginning with R).  What was the reason for the return?  What was the price?

Can you locate a cancelled serial or monograph order that was originally ordered on your fund? (hint keyword cancel)

