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Chapter 1. An Introduction to Acquisitions

The Acquisitions Module allows your library to track funds and purchases through the Evergreen
Integrated Library System.

The Acquisitions module is an add-on service with additional costs. Please contact

NOTE
Sitka Support for information regarding adding this module.

Before beginning to use Acquisitions, the Acquisitions initial setup must be completed by the
Acquisitions administrator:. Refer to Acquisitions Module Configuration for details.



Chapter 2. New Features in Evergreen
Acquisitions version 3.3

* Auto-Cancel Line items When All Copies Are Canceled

- When a copy is canceled through the Acquisitions interface, the parent line item is also
canceled if all copies for that line item are also canceled.

* Invoice Closed Date and Closed By Fields

o Close Date — This is set to the time when the user clicks the "Close" button in the invoice
interface.

= This field replaces the existing complete field. An invoice is considered complete if a
close date value is set.

o Closed By — This is set to the logged in staff user who performs the "Close" action.
» Show Originating Acquisition action has been added to the Item Status Action Menu.

* Fund year added to the Distribution Formula fund drop down menu



Chapter 3. Recommended Workflows

The Evergreen Acquisitions module is flexible and can accommodate many different Acquisitions
procedures. The workflows discussed in this chapter are recommend for Sitka’s Acquisitions

libraries.

3.1. Workflow: Upload MARC Records

Sitka’s Enhanced On Order Record workflow - This workflow should be followed
NOTE by libraries that download brief Marc records from their provider’s website. This
workflow assumes you have been setup for EDI.

Select

1. Create a cart on your provider’s website and add the desired items to the cart.
a. Assign line item templates while adding items to the cart.
2. Download the MARC records for the items in the cart.
a. Save the .mrc file on your computer. It’s important to remember where you save it.
3. Do NOT submit the cart as an order to your provider via their website.
a. After you have successfully created your purchase order in Evergreen you can go back to

the vendor website and clear your cart.

Order
1. Upload the MARC record file downloaded from the provider’s website.

a. Refer to Load MARC Order Records for details.
2. View Purchase Order
a. When your Purchase Order has finished loading, click View Purchase Order.

i It may take a while for the View Purchase Order link to appear. Unless you get an error
message the order is loading do NOT start the upload again.

i.. Wait a few minutes if the link does not appear Search for your pending purchase orders.
3. Once your purchase order is displayed on screen verify
a. Total Line Items
b. Total Estimated
4. Prepare Purchase Order for Activation
a. Enter a Purchase Order name according to provider naming conventions
i. Click Name enter a unique name.
ii. Example for ULS orders use LIBRARYMMDD. MPL0518
b. Check the line item attributes and make any changes
1. Click Expand All to view line item details

ii. Refer to Line Items for details.



5. Activate Purchase Order
a. Click Activate Order
b. Refer to Activate Purchase Order for details.
6. View EDI Messages
a. Evergreen will automatically send the order to your vendor via EDI

b. Refer to EDI for details.

Invoice & Receive

1. Open the box
2. Find the Invoice

a. Verify that all the items on the invoice are in the box
3. Search in Evergreen using Vendor Invoice ID

a. Refer to search by invoice ID for details.
4. Receive items

a. Click Receive Items button on the invoice.

b. Refer to Receive Items on the Invoice for details.
5. Verify Totals

a. Edit Billed / Total amounts in Evergreen to match the paper invoice.
6. Add Charges

a. Click Add Charge to add lines for invoice charges such as shipping fee, processing fees or
taxes.

b. Refer to Invoice Item Types for details.
7. Close the Invoice

a. Click Close

b. Refer to Close an Invoice for details.

8. Information is forwarded to finance department/bookkeeper.

Catalogue
1. Update existing On Order copies

a. Use ISBN to search the catalogue to find your item
b. Refer to Numeric Search for details.

2. Click Edit beside the item’s temporary barcode.
a. Update Volume/Copy information for each item.
b. Refer to Editing a Copy from OPAC View

3. Use Z39.50 to overlay the brief record with a full record or do original cataloguing to replace
brief bibliographic records.

a. Refer to Overlay records via Z39.50 for details.


https://docs.libraries.coop/sitka/_searching_the_database_for_cataloguing_purposes.html#_advanced_numeric_search
https://docs.libraries.coop/sitka/_editing_holdings.html
https://docs.libraries.coop/sitka/_adding_bibliographic_records.html#_overlaying_records_via_z39_50_interface

4. Process items.
a. As per your libraries processing specifications.
5. Check in items.

a. Items are now ready to circulate.

3.2. Workflow: Order Shelf Ready Items

Sitka’s Shelf Ready Items workflow - This workflow should be followed by
NOTE libraries that order Shelf Ready Items. This workflow assumes you have been setup
for EDL.

Select
1. Create a cart on your provider’s website and add the desired items to the cart.
a. Assign line item templates while adding items to the cart.
2. Download the MARC records for the items in the cart.
a. Save the .mrc file on your computer. It’s important to remember where you save it.
3. Do NOT submit the cart as an order to your provider via their website.
a. After you have successfully created your purchase order in Evergreen you can go back to

the vendor website and clear your cart.

Order
1. Upload the MARC record file downloaded from the provider’s website.

a. Refer to Load MARC Order Records for details.
2. View Purchase Order
a. When your Purchase Order has finished loading, click View Purchase Order.

b. It may take a while for the View Purchase Order link to appear. Unless you get an error
message the order is loading do NOT start the upload again.

c. Wait a few minutes if the link does not appear search for your pending purchase orders.
3. Once your purchase order is displayed on screen verify
a. Total Line Items
b. Total Estimated
4. Prepare Purchase Order for Activation
a. Enter a Purchase Order name according to provider naming conventions
1. Click Name enter a unique name.
ii. Example for ULS orders use LIBRARYMMDD. MPL0518
b. Check the line item attributes and make any changes
1. Click Expand All to view line item details

ii. Refer to Line Items for details.



5. Activate Purchase Order
a. Refer to Activate Purchase Order for details.
6. View EDI Message
a. Evergreen will automatically send the order to your vendor via EDI

b. Refer to EDI for details.

Invoice and Receive

1. Open the box
2. Find the Invoice
a. Verify that all the items on the invoice are in the box
b. Verify all the items have been processed (Barcodes & Spine labels)
3. Check the Status of the items
a. Scan an item barcode into Item Status — verify the item is "In process"
b. If the item status is On order wait 48 hours and try again
c. If the item status is still shows On order after 48 hours email sitka@hbc.libraries.coop
4. Search in Evergreen using Vendor Invoice ID
a. Refer to search by invoice ID for details.
5. Receive items
a. Click Receive Items button on the invoice.
b. Refer to Receive Items on the Invoice for details.
6. Verify Totals
a. Edit Billed / Total amounts in Evergreen to match the paper invoice.
7. Add Charges

a. Click Add Charge to add lines for invoice charges such as shipping fee, processing fees or
taxes.

b. Refer to Invoice Item Types for details.
8. Close the Invoice

a. Click Close

b. Refer to Close an Invoice for details.

9. Information is forwarded to finance department/bookkeeper.

Catalogue

1. Use Item Status to verify the completeness of the item attributes.
a. Barcode
b. Call Number
c. Shelving Location

d. Circulation Modifier


https://docs.libraries.coop/sitka/_item_status.html
mailto:sitka@bc.libraries.coop
https://docs.libraries.coop/sitka/_item_status.html

2. Verify the completeness of the MARC record and adds additional information if required.
a. See Maintaining Bibliographic records for details.
3. Check in items.

a. Items are now ready to circulate.

3.3. Workflow: Order from the Catalogue

Sitka’s Create Purchase Order from Scratch workflow - This workflow should be
followed by libraries when brief On Order records are not available from the
provider. This workflow assumes you are placing the order on the providers
website (Amazon, etc.).

NOTE

Select

Using existing bibliographic records from the Sitka catalogue you can add line items to a Purchase
Order in four ways
1. Click View/Place Order in Record Summary.
a. Refer to View/Place Order for details.
2. Load Catalog Record IDs.
a. Refer to Load Catalog Record IDs for details.
3. MARC Federated Search.
a. Refer to MARC Federated Search for details.
4. Add Brief Records.

a. Refer to Add Brief Records for details.

Order
1. Open Purchase Order

a. Search for your pending purchase orders.
2. Add Copies

a. Refer to Add Copies to a Line Item for details.
3. Activate Purchase Order

a. Refer to Activate Purchase Order for details.

Invoice and Receive

1. Create an invoice from a purchase order or from a line item.
2. Link Selected Line Items to Invoice.

3. Receives Line Items.

4. Add Charges

a. Click Add Charge to add lines for invoice charges such as shipping fee, processing fees or
taxes.


https://docs.libraries.coop/sitka/edit-marc.html

b. Refer to Invoice Item Types for details.
5. Close the Invoice

a. Click Close

b. Refer to Close an Invoice for details.

6. Information is forwarded to finance department/bookkeeper.

Catalogue

1. Update existing On Order copies
a. Use ISBN to search the catalogue to find your item
b. Refer to Numeric Search for details.
2. Click Edit beside the item’s temporary barcode.
a. Update Volume/Copy information for each item.
b. Refer to Editing a Copy from OPAC View

3. Use Z39.50 to overlay the brief record with a full record or do original cataloguing to replace
brief bibliographic records.

a. Refer to Overlay records via Z39.50 for details.
4. Process items.

a. As per your libraries processing specifications.
5. Check in items.

a. Items are now ready to circulate.

3.4. Workflow: Blanket Orders

Sitka’s Blanket Order workflow

This workflow should be followed by libraries that want to track money spent on

NOTE Blanket Orders. This workflow The work flow supported by this development
assumes staff does not need to track the individual contents of the order, only the
amounts encumbered and invoiced in bulk.

Blanket orders allow staff to invoice an encumbered amount multiple times, paying off the charge
over a period of time.

Select

1. Items selected based on Blanket/Standing Order criteria

2. Not completed in Sitka’s Evergreen

Order

1. Click Acquisitions — Create Purchase Order
2. Choose the correct Ordering Agency.

3. Enter a Purchase Order Name.

10
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Enter the Provider code.

Click Save.

Click New Charge.

Choose Blanket Order from the Charge Type drop down menu.
Choose a Fund from the Fund drop down menu.

Enter the Estimated Cost for the blanket order.

Click Save New Charges

Click Activate Order

a. Refer to Activate Purchase Order for details.

Invoice and Receive

1.

2
3
4.
5

Click Acquisitions —~ Purchase Orders

. Search for your Purchase Order (by name, by open etc)

. From the purchase order screen, click Create Invoice

Enter the Invoice information. Refer to Invoice details for details.

. Enter the amount billed into the Billed field.

a. The Paid field will auto-fill to match.

b. The Fund will auto-populate with the Fund used on the Purchase Order.
Enter an optional Title / Description.
Click Save.
Click Close to close the invoice.

a. Funds will change from encumbered to spent.

NOTE Invoices for Blanket Order items must be created from the Purchase Order Interface

Final Invoice

1.

2
3
4.
5

Click Acquisitions — Purchase Orders

. Search for your Purchase Order (by name, by open etc)

. From the purchase order screen, click Create Invoice

Check the Final Invoice for Blanket Order checkbox.

. Enter the amount billed into the Billed field.

a. The Paid field will auto-fill to match.

b. The Fund will auto-populate with the Fund used on the Purchase Order.
Enter an optional Title / Description.
Click Save.
Click Close to close the invoice.

a. The Purchase Order will be marked as received and any remaining encumbrances set to

11



$0.00.

Catalogue

1. Retrieve bibliographic record from the catalogue, Import a record from Z39.50 or do original
cataloguing.

2. Add Volume/Copy.
3. Process items.

4, Check in items.

3.5. Workflow: Invoice Only

Sitka’s Invoice Only workflow

NOTE This workflow should be used by libraries that want to track money spent on items
not ordered via Evergreen.

Select

1. Not completed in Sitka’s Evergreen

Order

1. Not completed in Sitka’s Evergreen

Invoice

1. Click Acquisitions — Create Invoice
2. Add Charges for Direct Purchases

a. Click Add Charge to add lines for Direct Purchase charges.
3. Add Charges

a. Click Add Charge to add lines for invoice charges such as shipping fee, processing fees or
taxes.

b. Refer to Invoice Item Types for details.
4. Close the Invoice

a. Click Close

b. Refer to Close an Invoice for details.

5. Information is forwarded to finance department/bookkeeper.

Catalogue

1. Retrieve a matching bibliographic record from the catalogue, Import a new record from Z239.50
or do original cataloguing.

a. Refer to the Cataloguing Part of Sitka’s Evergreen Documentation for details.
2. Add Volume/Copy.
a. Refer to the Add Holdings Chapter of Sitka’s Evergreen Documentation for details.

3. Process items.

12
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a. As per your libraries processing specifications.
4. Checkin items.

a. Items are now ready to circulate.

NOTE Cataloguing is only required if you want to add the items to the database.

13
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Chapter 4. Acquisitions Search

4.1. General Search

1. Click Acquisitions —~ General Search.

2. Use the Search for drop down menu to specify what you are searching for.

3. Select your search field(s) and enter your search term(s).

4. Click Search

5. View your search results.
Search fields are divided into a number of categories. These categories are: Line Item, Selection

List, Purchase Order, Invoice, Line Item Detail, and Line Item Attribute. Unless grayed out these
fields can be used with any of the Search for options.

Acquisitions General Search Tips

* The Search for option you choose will be the form in which your results are returned in.
» Search terms are ANDed together when all is selected.
» Search terms are ORed together when any is selected.

Click Add Search Term to add more fields.

Click the red X at the end of each row to delete search terms.
* Use "contains" when doing keyword searching, such as for Title of a Work.

* Use "is" when searching for an exact match, such as for an ISBN.

4.2. Search for Line items

1. Click Acquisitions —~ General Search.
2. Choose line items from the Search for drop down menu.
3. Select your search field(s) and enter your search term(s).
4. Click Search
5. View your search results.
a. To edit your search, click Reveal Search Form in the top right hand corner of the results

screen to display your search.

Search Tips

* To search for line items using non-library specific search fields, such as LI - State, you must also
use a library specific search field such as PO - Ordering Agency to restrict the search to your
library.

» See Acquisitions General Search Tips for general search tips

15



4.2.1. Search for Line Items and Catalogue Records

. Click Acquisitions —» General Search.

. Choose line items and catalogue records from the Search for drop down menu.

. Click Search

1
2
3. Select your search field(s) and enter your search term(s).
4
5

. View your search results.

Search Tips

* There are five Line Item Attribute search fields you can use when searching for line items and
catalogue records.

o

LIA-Title of Work: Use with the connecting word of "contains" to keyword search for a line
item or catalogue record with a particular title.

LIA-Author of work: Use with the connecting word of "contains" to keyword search for line
items or catalogue records by a particular author.

LIA-ISBN: Use with the connecting word "is" to search for a line item or catalogue record
with a specific ISBN.

LIA-ISSN: Use with the connecting word "is" to search for a line item or catalogue record
with a specific ISSN.

LIA-UPC: use with the connecting word "is" to search for a line item or catalogue record with
a specific UPC.

= Sitka Recommendation - Use a combination of the title field Title of work and the
number field (ISBN, ISSN, UPC) associated with the item.

» See Acquisitions General Search Tips for general search tips

4.3. Search for Selection Lists

Search for your Selection Lists

1. Click Acquisitions —~ My Selection Lists.

d.

My Selection Lists displays the selection lists created by the user currently logged into the
workstation.

Search for Selection Lists created by others

1. Click Acquisitions — General Search.

2. Choose selection lists from the Search for drop down menu.

3. Select your search field(s) and enter your search term(s).

4, Click Search.

5. View your search results.

Search Tips

* Search for lists created by a particular user:

16



o SL-Owner: Searches the selection lists based on the owning user.

o SL-Creator: Searches the selection lists based on the creating user.

o SL-Org Unit: Searches the selection lists based on the library of the creating user.
* Search for a specific selection list:

o SL-Name: Searches for the name of a particular selection list.

» See Acquisitions General Search Tips for general search tips

4.4. Search for Purchase Orders

The default purchase order search allows you to quickly generate a list of on-order purchase
orders.

Search for On Order purchase orders

1. Click Acquisitions —~ Purchase Orders.

2. Click Search.

Acquisitions Search Hide Search Form
Search for | purchase orders ¥ |matching |all ¥ | of the following terms:

PO - Ordering Agency ¥lis ¥ |[MPL - |i|
PC - State T |is ¥ |on-order Iil
Add Search Term

3. View your search results.

You can modify the default purchase order search to generate a list of pending purchase orders.

Search for Pending purchase orders
1. Click Acquisitions —~ Purchase Orders.
2. Enter PO-State is "pending"
3. Click Search.

Acquisitions Search Hide Search Form
Search for | purchase orders ¥ |matching |all ¥ | of the following terms:

PO - Ordering Agency ¥lis ¥ |MPL - \i’
PO - State v |is v |pending ™1 B3
Add Search Term

4. View your search results.

Modify the search fields to search for purchase orders using other search terms.

17



Search for purchase orders using other search terms

1. Click Acquisitions —~ Purchase Orders.
2. Select your search field(s) and enter your search term(s).
3. Click Search.

4. View your search results.

Search Tips

 Search for new pending purchase orders, simply replace PO - State on-order with PO - State is
pending.

* By default the PO-Ordering Agency is the workstation the user is logged in at. Multi-branch
systems with centralized ordering will need to update this field to the system level org unit
code.

» Use the Purchase Order search fields to modify your search as needed.

» See Acquisitions General Search Tips for general search tips

4.5. Search for Invoices

The default invoice search allows you to quickly generate a list of open invoices created by your
ordering agency.

Search for open invoices

1. Click Acquisitions ~ Open Invoices.

2. Click Search.

Open in New Window
Acquisitions Search Hide Search Form
Search for | invoices ¥ | matching | all ¥ |of the following terms:
| - Close Date ¥ is v w
| - Receiver ¥ |is ¥ |MPL - lil
Add Search Term

3. View your search results.

You can modify the default invoice search to search for a specific invoice by "Vendor Invoice ID"

Search for a specific invoice by vendor invoice ID

1. Click Acquisitions ~ Open Invoices.

2. Choose I-Vendor Invoice ID from the drop down menu.
3. Enter the invoice ID found on the paper invoice.
4

. Click Search.

18



Acquisitions Search Hide Search Form

Search for | invoices ¥  matching [all ¥ |of the following terms:

I_I—Vendor Invoice 1D v II_S v

| - Receiver rlis v |MPL -

Add Search Term

| Search |

x| [x]

5. View your search results.
Modify the search fields to search for invoices using other search terms.

Search for invoices using other search terms

1. Click Acquisitions ~ Open Invoices.
2. Select your search field(s) and enter your search term(s).
3. Click Search.

4. View your search results.

Search Tips

* Search for closed invoices by choosing a closed date in the Close Date field.

* By default the I-Receiver is the workstation the user is logged in at. Multi-branch systems with
centralized ordering will need to update this field to the system level org unit code.

* Use the Invoice search fields to modify your search as needed.

* See Acquisitions General Search Tips for general search tips

4.6. Originating Acquisition

Show Originating Acquisitions from Item Status
1. Click Circulation — Item Status
2. Enter the item barcode

3. Click Actions — Show Originating Acquisition

19



Scan ltem

Submit OR | Choose File | No file chosen (=] Detail View

Item Status M o« » Rows 25« Pagel~  ~

Request ltems S
# Status. Alert Message Barcode Call Number Due Date Link s Conjoined to Praviously Marked Bib Record Alerts

1 @ 35625471445141 F RUM other ... g iznage
Delete ltems Manage

Check In ltems

Renew ltems Print
Cancel Transit

Update Inventory
Show

Triggered Events

Item Holds

Record Holds

Print Labels

Originating Acquisition
| Mark {b

Item as Damaged

Item as Missing
Add -

Show Originating Acquisitions from the Catalogue

1. Click view

OPAC View MARC Edit MARC View View Holds Monograph Parts Holdings View Conjoined ltems

Set default vi

You are on training1, a test server running Evergreen 3.3 4.sitka. 1.

MNumeric Search: 1SN v |(ldentifier Search Library: Maple Liorary v

=0
Search: Type: Keyword * Format: All Formats * Library: Maple Library v oo — Basket Actions — v E

Recentsearches  That Kind of Mother A Novel.
+ - Alam, Rumaan. {Author).

THAT KIND \)Book + Place Hold
wornes | Available copies Current holds ﬁ Add to basket
& ". « 0of 1 copy available at Green Land Consortium. (Show) 0 current holds with 1 total copy.
_— « 0of 1 copy available at Public Library Federation. {Show) -
« 0of 1 copy available at Maple Library. [S] Print / Email

, Disable Highlighting
Clear AddedContent Cache

Location Call Number / Copy Notes  Barcode Shelving Location  Circulation Modifier  Age Hold Protection  Active/Create Date  Holdable? Status Due Date

Iaple Library  F RUM {Text) 3562547144514 Adult Fiction bock None 09/11/2019 Copy hold / Molume held — In process -

2. Click Actions —» Show Originating Acquisition

Scan ltem
Submit ~ OR [ Choose File | No file chosen (-] | Actionse | List iew

Request ltems : ~

Record Summary (MARC) Link as Conjoined to Previously Marked Bib Record <

Title: That Kind of Mother A Novel Edition: TCN: Delete tems MPL

Author: Alarn, Rumaan Pub Date: 2018/05 Database ID: Check In ltems MPL
Renew ltems

Bib Call #: ON ORDER Record Owner: 11228

Cancel Transit

Update Inventory
Quick Summary Recent Circ History Circ History List Holds / Transit Cataloging Info Triggered Events Show

Show Triggered Events

Barcode 35625471445141 Circ Library MPL Call # Prefix Show ltem Holds
Show Record Holds

Price 2399 Cwning Library MPL Call # FRL ;
Acquisition Cost 21.90 Shelving Location Adult Fiction Call # Suffix Originating Acquisition &
I1SBN {0062667602,3780062667601} Loan Duration Normal Renewal Type Item as Damaged
Date Created 2019-09-11 12:32 Fine Level Normal Total Circs 1} ftem as Missing [T — s
Date Active Reference false Total Circs - Current 0 Recurring Fine Rule

Year
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Chapter 5. Selection Lists

Selection lists allow you to create, manage, and save lists of items that you may want to purchase.

View your Selection Lists

1. Click Acquisitions » My Selection Lists.
a. Use the general search to view selection lists created by other users.

b. Refer to Search for Selection Lists for details.

Create a Selection List

1. Click Acquisitions —~ My Selection Lists.
2. Click the New Selection List drop down arrow.
3. Enter the name of the selection list in the box that appears.

4, Click Create.
You can also create a Selection lists on these screens.

* New Brief Record
* Upload MARC Order Records
e MARC Federated Search

In each of these interfaces, you will find the Add to Selection List field. Enter the

NOTE .. . .
name of the selection list that you want to create in that field.

Add Items to a Selection List
e Add a brief record

o See Add Brief Records
* Upload MARC order records
> See Load MARC Order Records
* MARC federated search
o See MARC Federated Search
» View/Place Orders menu item in the catalog.

o See View/Place Order

Convert a selection list to a purchase order.

1. From a selection list, click Actions — Create Purchase Order.
2. A pop up box will appear.
3. Select the ordering agency from the drop down menu.

4. Enter the provider.



5. Check the box adjacent to prepayment required if prepayment is required.
6. Choose if you will add All Line items or Selected Line items to your purchase order.
7. Check the box if you want to Import Bibs and Create Copies in the catalog.

8. Click Submit.

Clone Selection List

1. Click Acquisitions —~ My Selection Lists.

2. Check the box adjacent to the list that you want to clone.
3. Click Clone Selected.

4. Enter a name into the box that appears.

5

. Click Clone.

Cloning selection lists enables you to copy one selection list into a new selection list.

NOTE . . . . .
You can maintain both copies of the list, or you can delete the previous list.

Merge two or more selection lists into one selection list.

1. Click Acquisitions —~ My Selection Lists.

2. Check the boxes adjacent to the selection lists that you want to merge, and click Merge
Selected.

3. Choose the Lead Selection List from the drop down menu.
a. This is the list to which the items on the other list(s) will be transferred.

4. Click Merge.

Delete Selection List

1. Click Acquisitions » My Selection Lists.
2. Check the box adjacent to the selection list(s) that you want to delete.

3. Click Delete Selected.

NOTE You must delete all line items from a selection list before you can delete the list.
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Chapter 6. Load MARC Order Records

Use the Acquisitions Load MARC Order Record screen to add MARC records to selection lists or
purchase orders and upload records into the catalog. When Load MARC Order Records is used in
conjunction with a holding tag and subfield information copies can be created during upload. See
Holding Subfields for information on setting up holding tags and subfields.

Upload MARC Order Records
1. Click Acquisitions —~ Load MARC Order Records.

2. Check Create Purchase Order.

a. If you want to upload the records to a selection list instead, you can select a list from the
drop down menu, or type in the name of the selection list that you want to create.

3. Do not check Activate Purchase Order.
4. Enter the name of the Provider. The text will auto-complete.
5. Select a Context Org Unit from the drop down menu.

6. Select a Fiscal Year from the drop down menu that matches the fiscal year of the funds that will
be used for the order.

a. If no fiscal year is selected, the system will use the organizational unit’s default fiscal year
stored in the database. If no fiscal year is set, the system will default to the current calendar
year.

7. Create a queue to which you can upload your records, or add you records to an existing queue

o]

. Select a Record Match Set from the drop-down menu.
a. Choose Sitka Match

9. Select a Merge Profile. Merge profiles enable you to specify which tags should be removed or
preserved in incoming records.

a. Choose Merge Using EXISTING Record
10. Select a Record Source from the drop-down menu.

11. If you want to automatically import records on upload, select one or more of the following
options.

a. Import Non-Matching Records - import any records that don’t have a match in the system.
b. Merge on Exact Match (901c¢) - use only for records that will match on the 901c field.
c. Merge on Single Match - import records that only have one match in the system.

d. Merge on Best Match - If more than one match is found in the catalog for a given record,
Evergreen will attempt to perform the best match as defined by the match score.

12. Best/Single Match Minimum Quality Ratio. (Optional)
13. Insufficient Quality Fall-Through Profile. (Optional)
14. Do not check Load Items for Imported Records.

a. If your order records contain holdings information, by default, Evergreen will load them as
acquisitions copies.
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i If Load Items for Imported Records is checked copies will be created in the catalogue

during upload.

i.. If Load Items for Imported Records is not checked copies will be created in the

catalogue when the order is activated.

15. Click Upload

Merge Profile

Merge Using EXISTING R

Upload

Create Purchase Order

Activate Purchase Order ]

Provider FAKE MPL

Context Org Unit MPL | -

Add to Selection List | -

Fiscal Year 2018 | =

Upload to Queus | « | Orcreate a new queue 06082018
Record Match Set SitkaMatch | ~

Import Non-Matching Records Record Source  |Other
Merge On Exact Match (301c) ]

Merge On Single Match ]

Merge On Best Match

Best/Single Match Minimum Quality Ratio 0.0 New Record Quality / Quality of Best Match
Insufficient Quality Fall-Through Profile -

Load ltems for Imported Records ]

File to Upload: | Choose File | sitkampl.mrc | Upload

Figure 1. Load MARC Order Records recommended settings for upload

6.1. Default Upload Settings

You can set default upload values by modifying the following settings in Administration - Local
Administration - Library Settings Editor:

Recommended Settings

* Upload Create PO

o True

Upload Default Match Set
o SitkaMatch

Upload Default Merge Profile
o Merge Using EXISTING Record

Upload Merge on Best Match by Default
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o True

Do not Set values for these settings

Upload Activate PO

Upload Default Provider

Upload Load Items for Imported Records by Default
Upload Upload Default Min. Quality Ratio

Upload Default Insufficient Quality Fall-Thru Profile
Upload Merge on Exact Match by Default

Upload Merge on Single Match by Default

If the above default settings are not implemented, the selections/values used during
NOTE upload will be sticky and will automatically populate the fields the next time the
Load MARC Order Records screen is pulled up.
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Chapter 7. MARC Federated Search

The MARC Federated Search enables you to import bibliographic records into a selection list or
purchase order from a Z39.50 source.

Import record using MARC Federated Search
1. Click Acquisitions - MARC Federated Search.

2. Check the boxes of 7Z39.50 services that you want to search. Your local Evergreen Catalog is
checked by default.

3. Click Submit.
4. Alist of results will appear.
5. Check the box(es) on the line item - Click Actions
a. Save Items to Selection List - save the line item(s) to a selection list.
b. Create Purchase Order - create a purchase order from the line item(s).

c. Add to Purchase Order - add the line item(s) to an existing purchase order.
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Chapter 8. Load Catalog Record IDs

The Load Catalog Record IDs function enables you to create line items from a list of catalogue
records whose record IDs are saved in a CSV file. This is useful if you want to batch order copies of
items that your organization already owns. For example, you run a copy/hold ratio report to
identify how many copies you have available compared to the number of holds that are on your
Hot Fiction display. You decided that you want to order an extra copy of six titles. Your copy/hold
ration report includes the record ID of each title. You can save the record IDs into a CSV file, upload
the file into Evergreen, and create a purchase order for the items. If you only want to order
additional copies of one title then using View/Place Orders is faster.

Load Catalogue Record IDs

1.

S

Create a CSV file with the record ID of each catalogue record in the first column of the
spreadsheet. You can create this CSV file from a spreadsheet generated by a report, as suggested
in the aforementioned example. You can also copy and paste record IDs from the catalogue
record into the CSV file.

Save the CSV file to your computer.

In Evergreen, select Acquisitions —» Load Catalog Record IDs.
Click Load More Terms.

Locate the desired file and click Open.

a. The screen will display the number of terms (record IDs) that have been loaded. Clicking
Load more terms again will allow you to load an additional file of record IDs.

Click Retrieve Records.
a. The records will appear as line items.

Save the line item(s) to a selection list by checking the box(es) adjacent to the desired line
item(s) and selecting Actions — Save Items to Selection List.

a. Either Save as Selection List and type in the name of a new selection list, or Add to Selection
List and type in the name of any existing selection list created by any user at your library.

Create a purchase order from the line item(s) by checking the box adjacent to the desired line
item(s) and selecting Actions — Create Purchase Order.

Add the line item to an existing Purchase Order by checking the box adjacent to the desired line
item(s) and selecting Actions —» Add to Purchase Order.

a. In the pop up box that appears enter the name of the purchase order you wish to add the
line item to.

Record IDs are auto-generated digits associated with each record. They are found in

NOTE
the Record Summary that appears at the top of each record in the catalogue.
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Chapter 9. Purchase Orders

This chapter describes how to create and activate purchase orders in the Acquisitions Module.

9.1. Create Purchase Orders

Create a Blank Purchase Order

1. Click Acquisitions — Create Purchase Order
2. Choose your library from the Ordering Agency drop down menu.
3. Enter a purchase order Name (optional).

a. If you do not enter a name the PO ID will be used.

b. You can change the name to any grouping of letters or numbers as determined by your
library’s policies.

c. You can reuse purchase order names as long as a name is never used twice in the same year.
Enter the Provider code. The text will auto-complete.
Check the box for Prepayment Required if prepayment is required.

Click Save

N o e

The purchase order has been created. You can now add a brief record or view/place order to
select from the catalogue.

You can also create a Purchase Order on these screens.

1. Upload MARC Order Records

2. MARC Federated Search

3. View/Place Orders
When creating a purchase order or editing an existing purchase order, the purchase order name
must be unique for the ordering agency. Evergreen will display a warning dialog to users, if they
attempt to create or edit purchase order names that match the names of already existing purchase

orders at the same ordering agency. The Duplicate Purchase Order Name Warning Dialog
includes a link that will open the matching purchase order in a new tab.

When a duplicate purchase order name is detected, the user may:

* Click View PO to view the purchase order with the matching name. The purchase order will
open in a new tab.

* Click Cancel to cancel the creation of the new purchase order.
* Within the Name (optional) field, enter a different, unique name for the new purchase order.

o If the purchase order name is unique for the ordering agency, the user will continue filling
in the remaining fields and click Save.

o If the purchase order name is not unique for the ordering agency, the Save button will
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remain grayed out to the user until the purchase order is given a unique name.

To change the name of an existing purchase order:

1. Within the purchase order, the Name of the purchase order is a link (located at the top left-hand
side of the purchase order). Click the PO Name.

2. A new window will open, where users can rename the purchase order.
3. Enter the new purchase order name.

4. Click OK.

NOTE Purchase Order Names are case sensitive.

9.2. Add Line Items

9.2.1. Brief Records

Brief records are short bibliographic records with minimal information that are often used as
placeholder records until items are received. Brief records can be added to selection lists or
purchase orders and can be imported into the catalog. You can add brief records to new or existing
selection lists. You can add brief records to new, pending or on-order purchase orders.

Add brief records to purchase orders

You can add brief records to new or existing purchase orders.

1. Open or create a purchase order.
2. Click Actions —~ Add Brief Record.
3. Enter bibliographic information in the desired fields.

4, Click Save Record.

Brief Records are created without an 008 field. Co-op Support strongly

CAUTION
recommends that you edit the MARC record to add an 008.

9.2.2. Place Order

View/Place Orders to order an additional copy of an item that is already in the catalogue.

1. Open the bibliographic record of the title you wish to purchase.
2. Click Other Actions — View/Place Orders

3. Click Add to Selection List, Add to Purchase Order or Create a Purchase Order
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9.3. Activate Purchase Order

9.3.1. Activation Criteria

Copy
* Each line must have at least one copy attached to it.

* If there is no copy the Activate Order? field will read, Activatable? No: The lineitem has no
attached copies (ACQ_LINEITEM_NO_COPIES) (lineitemID).

1. Attach a copy to the line item to resolve the issue.
= Refer to Add Copies to a Line Item for details.

= Copies should not be added to line items after a purchase order is activated.

Owning Branch

* Each line item must have an Owning Branch.

o If there is no assigned Owning Branch Activate Order? field will read, Activatable. However
attempting to Activate the order will result in an error message.

* Use the Line Item Batch Updater to assign an Owning Branch.

o Refer to Line Item Batch updater for details.

Fund

» Each line item must have funds applied to it.

* If no funds are applied the Activate Order? field will read, No: The requested acq. fund was not
found (ACQ_FUND_NOT _FOUND).

* Apply funds individually or as a batch.

o The fund(s) used for the purchase order must not have reached its stop level. If the fund is
above its stop level the Activate Order? field will read, No; fund [fund name here] would be
encumbered beyond its stop level. In this case, more credit must be allocated to the fund or
a different fund must be applied to the purchase order.

o If the fund(s) used for the purchase order have reached its warning level staff will be alerted
but are able to continue with activating the purchase order.

Price

* Each line item must contain an estimated price.

* If there is no estimated price the Activate Order? field will read, No: The lineitem has no price
(ACQ_LINEITEM_NO_PRICE).

 Enter prices in the estimated price fields.

When the above criteria have been met the Activate Order button will appear and you can
proceed with the following:
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9.3.2. Activate a Purchase Order

Activate a Purchase Order

1. Click Activate Order.

2. When you activate the order the bibliographic records and copies will be imported into the
catalogue using the Vandelay interface, if not previously imported. See Load MARC Order
Records for instructions on using the Vandelay interface.

3. The funds associated with the purchases will be encumbered.
After you click Activate Order, you will be presented with the record import interface for records
that are not already in the catalog. Once you complete entering in the parameters for the record
import interface, the progress screen will appear. This progress screen consists of a progress bar in
the foreground, and a tally of the following in the background of the bottom-left corner:
* Lineitems processed

* Vandelay Records processed

Bib Records Merged/Imported

ACQ Copies Processed
* Debits Encumbered

* Real Copies Processed

There is a known bug which stalls activation on Purchase Orders where the
records are not already linked to the catalogue. If your progress bar freezes at
100% click your browser refresh button and click Activate Order for a second
time.

CAUTION

9.3.3. Activate Purchase Order without loading items

This function should only be used in situations where the copies have already been added to the
catalogue.

* Cleaning up pre-acquisitions backlog

 Direct purchases that have already been catalogued

Activate Purchase Order without loading items

1. Click Activate Without Loading Items.

2. The funds associated with the purchases will be encumbered.

Once the purchase order has been activated without loading items, it is not possible

NOTE . . e
to load the items in Acquisitions.

9.4. Purchase Order Actions

The actions available will depend on the current state.
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Purchase Order in any State

* Export Single Attribute List

* Print Purchase Order

» View PO History

* Apply Claim Policy to Selected Line Items

If Purchase Order State is pending

e Delete Selected Items
e Add Brief Record

* Load Bibs and Items

If Purchase Order State is on-order

e Cancel Selected Line items
e Mark Selected Line Items as Received
¢ Un-Receive Selected Line Items

e Create Invoice From Selected Line Items

Link Selected Line Items to Invoice

32



Chapter 10. Line Items

Line items represent bibliographic records on a selection list or purchase order.

10.1. Line Item Attributes

Line item attributes are characteristics of the bibliographic record, such as ISBN or Title. Line items
also contain copy information, price information, notes, and alerts.

[ J#id The Collected Neil the Horse.

& (% Amn Saba 9781772620153 Conundrum Press FIC_MPL On-
; Expand Copies(1) Notes(0) |- Actions — v 25.00
WER"s - - = — Order
& 12 |Order Identifier | ISBN ¥ | 9781772620153 | o

#58| 0| = catalog | # worksheet | requests | view invoice(s) | = queue
4

L L L 1

Line Item

1. Title & Publishing information
. Order Identifier
. Line Item ID
. Count of Existing Copies

. Link to Catalog

2

3

4

5

6. Worksheet
7. Requests
8. Invoice

9. Queue

10. Line Item Detailed view
11. Copies

12. Notes

13. Actions

14. Status

15. Price

Title & Publishing information - Title & Publishing information from the bibliographic record. If
there is a jacket cover it will be displayed.

Order Identifier - Line items that are created from existing MARC records may have multiple
ISBNs, ISSNs, or UPCs attached to the record (depending on the type of item). Users are able to
specify which ISBN, ISSN, or UPC to display in the purchase order sent to providers. User can also
add new identifiers as needed. This function helps to ensure that the correct edition of an item is
ordered.
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* From the drop down menu chose the appropriate ISBN, ISSN, or UPC; or you can highlight the
existing identifier and type in or paste your new identifier.

Line Item ID = A unique system generated ID# which can be used to search for & retrieve line
items.

Count of Existing Copies on Line items

When displaying Acquisitions line items within the Selection List and Purchase Order interfaces,
Evergreen displays a count of existing catalog copies on the line item. The count of existing catalog
copies refers to the number of copies owned at the ordering agency and / or the ordering agency’s
child organization units.

* The counts display for line items that have a direct link to a catalog record. Generally, this
includes line items created as "on order" based on an existing catalog record.

o If the existing copy count is greater than zero, then the count will display in bold and red on
the line item.

o If no existing copies are found, a "0" (zero) will display in plain text.

* The count of existing copies does not include copies that are in either a Lost or a Missing status.

Catalog link / Link to Catalog

You can link a line item on a selection list to a corresponding MARC record in the catalogue. The
link to catalog option enables you to search for a matching record and link the line item to it. The
catalogue record replaces the record originally used to creat