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Acquisitions Step-By-Step

Creating bib and order records

Searching on Millennium

1.  Log into the system:

2. Be in the ORDERS mode.

3. Search database:   i   -  ISBN number 

                         OR   t   -  type in beginning of title

4.  Look closely at record(s) found to see if they are the same as what you are ordering.

5.  If bibliographic record is found, follow steps for adding order record.  If not, follow steps for Getting new bib record from OCLC or Creating a new bib record directly on Millennium.

Adding an order record to existing bibliographic record

Start with bib record selected and brief bib info displaying upstairs.

1.  On the Summary tab, change  View all All   to   View o Order 

2.  Click on Attach to New Order
 (3.  Select template.)

4.  Enter information as prompted by template pop-ups.  If template is showing correct info, just Click on Next.

5.  When template has finished showing pop-ups, proofread data and change as needed.

6.  Save the order record by choosing Save icon on top.

Requestor (variable field)  Instructor who requested purchase.  Please be consistent in how you input names!

Selector (variable field)  Librarian approving order.  Use initials shown below.

Ordered by (fixed field)  Person who actually manages the process or ordering from the vendor.

Initials for Selector field

jcb
Joao Barretto

jb
Julia Bergman

mb
Margaret Brickner

lb
Lori Brown

kyc
Karen Chan

kc
Kate Connell

ac
Anthony Costa

mf
Mark Fan

cf
Charles Fracchia

mg
Mauro Garcia

kg
Kim Ginther-Webster

bg
Bonnie Gratch

mh
Manly Horowitz

ck
Chris Kox

yl
Yi Liang

jl
James Lim

sl
Suzanne Lo

lm
Linda McKinney

sm
Sirous Monajami

mn
Martha Neves

ks
Karen Saginor

jt
Janet Tom
wo
Wendy Owens
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The record above is for an order being placed with YBP through their web interface.  Notice the values in the circled fields.
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Gift order record above. Values in the circled fields are different than for purchased material.
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This order record will be sent to YBP automatically using EDIFACT.  Since we’re ready for it to go, it has been Queued for purchase.

Getting a new bib record from OCLC

Start the OCLC software.

1.  Press the F2 button on your keyboard.  If you aren’t already logged in, this will show authorization to log in.  Press the <Enter> key on your keyboard or click on OK.  When you see the Message of the Day box, press <Enter> or click on Close.

2   In the Search World Cat form the cursor will default to searching on ISBN number.  Type in the 10- or 13- digit ISBN number, or use your barcode reader to read from a gift book.  Then Press the <Enter> key on your keyboard or click OK.

3.  If you retrieve more than one record with the same information, choose the record showing DLC  (Library of Congress input).

4.  If you retrieve a single record, look at it to make sure it is the one you want.  Confirm that the top of the record says: No Holdings in CCS.  This indicates that CCSF does not have a copy of this title. Press the <Ctrl>F3 button on your keyboard.  This will move the record to our Millennium system.  (If the record says Held by CCS., this indicates that a bibliographic record should already exists in Millenium. In this instance, do not pass the bibliographic record and instead go back to Millenium to search for the bibliographic record there and attach a new order to it.)
5.  Pop-up window says: Bib and item records will be created.  Press the <Enter> key or click on Close.

6.  To search by title, use the OCLC Browse Search by pressing <Ctrl>F2.

7.  To search in OCLC for another record, go back to step one by pressing the F2 key.  Otherwise, leave this window open and toggle over to your Millennium session.

8.  Find the new record in Millennium and follow instructions above for adding order record to existing record.

Creating a new bib record directly on Millennium
1.  First make sure that we don’t have a record already!

2.  Click on the New Icon.  

3.  Location.  Bib location code is only 2 letters: rc for circulating materials, rr for reference.

4.  Language.  If the book is not in English, change to the correct three letter code.

5.  i Standard number.  Type or scan in the ISBN number.

6.  t Title.  Type in the title proper, a colon, and then the subtitle.  Capitalize the first letter of the first word of the title, and the first letter of proper nouns and adjectives.  Don’t capitalize anything else.

7.  a Author.  Put in the authors name in the form of Last Name, First Name.  Used mixed upper and lower case.

8.  p Publication Info.  Put in the City : Publisher’s Name, year.

9.  r. Description.  Put in the number of pages like this:  251 p.

10.  After you have put in Description, the template moves to prompting for information for the Order record.  If you've made mistakes or left out information, remember to come back to the Bib record after you create the Order record.

11.  Follow the prompts to create the order record.  See instructions for the creation of the order record.

12.  When the order record is finished, review the information shown in both the ‘upstairs’ and ‘downstairs’ parts of your screen to make sure it is all correct.  If it is correct, click on the Save icon.

13.  If the order record information is not correct, fix it.  If the bib record info is not correct, click on the Edit icon.  At that point you will be asked to save the order record before you can edit the bib record.  After you have corrected the bib record, you will have to save it separately.

Receiving and Invoicing

Starting the invoice

1.  Assemble the following:  vendor invoice, materials received, order slips (if used.)

2.  Log into the system:

3. Choose the INVOICE mode.
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4.  Highlight a session that show status of Free.  (Session 1 is the default) and click on the Select button at the bottom of the screen.

6.  Please choose or confirm the options shown below:
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7. Use the information given on your paper invoice to fill in Invoice # and Invoice Date.  (See next illustration)

Adding orders to the invoice
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1.  Use the search box to find the orders that belong to this invoice.  You can search by order number or by title.

2.  Look at the order record you pull up.  If you need to make corrections to it, click the Edit button.  If you make changes, be sure to save them!
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3.  Add this order record to the invoice by clicking on Use Order Record.

4.  At this point a window will pop up for you to input the list price, and a second window for the amount actually billed. The list price is the standard price usually posted in the front inner sleeve (if the book is a hardcover edition), or on the back cover. It is NOT the discounted price. For paperbacks which have cover-ups or mylar covers supplied by the book vendor, the discounted or actual price will likely include the additional cost of this service.

5.  This is a good time to write the order record number which starts with the small case “o” and the list price in the back of the book, on the back of the last page. Use pencil.

6.  Repeat these steps with all the orders for the invoice you are working on.

Suspending the invoice

1.  You can stop work on an invoice between order records, if you need to.  On the tool bar along the top, click on Suspend button.  This allows you to close up the software.  

2.  When you are ready to resume, you may highlight the suspended session and click Resume.  

3.  While an invoice is suspended, the posting session is locked and all the associated order records are busy.  

Finishing the invoice

1.  When all the orders have been attached to the invoice, click the Finish button. 
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2.  The system will total the prices and then prompt you for the Shipping costs.  Take this information from the vendor’s invoice.

3.  The system will prompt for Service Charge or Discount (leave this blank)

4.  Enter the tax as shown on the vendor’s invoice.

5.  The system will prompt you to enter the total amount to be paid as shown on the invoice.  If it doesn’t match the total as calculated by the system, you will be shown the difference. 

6.  When all the information is as you want it, choose Finish again.    If the total you entered is different from the total calculated by the system, you will get a warning and an opportunity to Edit Invoice to return to the invoice and make corrections.  

7.  If the totals match, you will still get one final warning:
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8.  When you have confirmed this final prompt, the invoice is finished and ready to be posted. Posting is done regularly by Acquisitions staff at Rosenberg.

Last Steps before Sending Materials to Cataloging

Edit the order record

1.  Log into the system:

2.  Back sure that the list price and order record number are written into the back of the book

3. Pull up the order record.

4. Confirm that the status says “Fully Paid.”

5.  Change the Transit location in the order record to c  CATALOG DEPT.

[image: image10.png]1141893%

StandardNo. 1562800043 : §8.95

Title Inthe game : a Virginia Kelly mystery | Nikki Baker.
Bublication Info. ~Tallahassee, FL : Naiad Press, 1991,

Author Baker, Nikid, 1962-

CallNo. PS3552.A4327 15 1991

LOCATIONS rc

| "Summary | Record 010001633 | Receive 010001633 | Payments 010001633 | 0 Bib-Lovelois |

T Queue PO, few Finances

010001633 Last Updated: 10-20-2005 _ Created: 10-06-2005 _ Revisions: 1

AcaType |g GFT Est.Price_| $0.00 RecvLocation |r ROSENBERG
Location | rebxx_Rasenberg / Circulating Form b_BOOKS Billing Location | r_ROSENBERG
CatDate - Fund none Status.
Claim n_NO CLAIMS Order Date | 10-06-2005 Transit Loca
Copies 1 Order Note | - Vendor
CopyType |n NEWTITLE Order Tye | f_FIRM ORDER Language eng_English
|| Order Method| g _GIFT Recy Action| - Country x%_Unknown or undetermined
OrderedBy [a LALLEN RecvDate | 10-06-2005 Volumes [
Suppress
s ks

A Thomas





Last Steps FOR ADDED COPIES

Edit the order record

1.  Log into the system:

2.  Back sure that the list price and order record number are written into the back of the book

3. Pull up the order record.

4. Confirm that the status says “Fully Paid.” 

5.  Put today’s date into the Cat Date field.

6.  Save the order record. 

7.  Create an item record.  (Instructions given elsewhere.)

CONTINUATIONS AND STANDING ORDERS

Continuations

When volumes are added over time to one bibliographic record, each order record needs to show which volume it represents.  Put that information in a note on the order record, since it pertains only to the single volume.  You may also put an ISBN number for a particular volume in a note, but it will NOT be searchable.  Below is an example for a volume of the World almanac.  
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This continuation is from a standing order, meaning that the vendor sends it to us automatically each year.    There are special values for Order Method and Order Type to show that it is received as a standing order.  Another detail for standing orders is that the order record is created with the item already in hand, so Recv date is already shown.

If a continuation volume is firm-ordered, then use the same values for Order Method and Order Type that you would use for other firm-ordered materials.  In that case, leave Recv date empty until the volume has been received.

Invoice continuations the same way as you do other materials, including writing the order number and list price on the back of the last page of the book.

\

Monographic series held together

The Rosenberg Library standing orders include three monographic series.  Each volume in these series has a distinctive title under which it will be cataloged.  However, we don’t order these individually by their titles.  The three series are:

Current controversies

Opposing viewpoints

Taking sides

Campus libraries ordering individual books from these series should create individual bib and order records, just like any other book.  However, Rosenberg Acquisitions uses special, suppressed bibliographic records and creates group order records.
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The record shown above is for five volumes.  Their distinctive titles are listed in a note.  Notice the S.O. codes in the fields for order method and order type.  Notice also that the receive date is already given, since the record was created after the volumes were received.  

The order record number should NOT be written in the backs of the books, because Cataloging will use completely different bib and item records, not attached to this group order record.  However, DO write the list price into the back of each book.

Use these order records to invoice monographic series (see the section on Receiving and Invoicing.)
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