
Acquisitions: Purchasing Workflows (New UI)

1. Purchasing Workflows

1.1 Welcome
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Notes:

Welcome to this session on Purchasing Workflows in Alma.
1.2 Introduction
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Notes:

In this session, we will describe the workflows for the purchasing process in Alma. We will cover the basic workflow for how to manually create PO lines for print one-time orders and subscription orders, as well as the purchasing statuses that a PO line goes through. We will discuss purchasing variations for other material types such as gift materials and electronic resources, and lastly, ways to automatically create PO lines in Alma.
1.3 Purchasing and Bib Records
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Notes:

In most cases, regardless of material type, the purchasing workflow begins with a bibliographic record. Finding a bibliographic record and using it to create a PO line to purchase the item will be the common element in most of the workflows discussed in this session.
1.4 Print One-Time Orders

[image: image4.jpg]* Introduction

* Print one-time orders

* Subscription orders

¢ Purchasing statuses

* Purchasing variations

* Other ways to create PO lines
* Session Review





Notes:

We will first take a look at how to purchase print, one-time orders by manually creating a PO line.
1.5 Find Bib Record for Order
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Notes:

The first step is to identify a bibliographic record to use for the order. A bibliographic record can be imported - for example, using an import profile or an external search profile, each of which is discussed in a separate session - or you can search for an existing bibliographic record within Alma. 

From the results of Alma’s Repository Search, click the Order link for a bibliographic record already in your repository. This will take you to a PO line creation screen for the bibliographic record to create the PO line manually.

Alternatively, if you have a Cataloger role, you can create a PO line directly from the results of an External Search.  With the imported record displaying in the Metadata Editor, click the shopping cart icon to create a PO line manually.
1.6 Create PO Line
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Notes:

When creating the PO line, the Purchase Type is required. The Purchase Type is important because it determines the workflow for the item further downstream.  For example, a purchase type for physical materials will create item records and follow the Receiving workflow; a purchase type for electronic resources may create portfolio records and follow the Activation workflow.  Similarly, orders for subscriptions determine that a renewal process should be followed, while one-time orders do not need a renewal process. Once a PO line is created with a certain purchase type, the workflow and data implications are fixed and cannot be changed. A fuller description of the available purchase types and their implications is contained in the online help.

For ease of use, the Purchase Type drop-down list is categorized into Recommended and Other purchase types. Select the option that best fits what you are ordering.

The PO Line Owner field indicates the library that is creating the order which is not necessarily the library on whose behalf the order is placed or the eventual owner of the ordered resource.

PO lines will, in some cases, create inventory. If you do not wish to create inventory, select the Assign Inventory Manually checkbox. Note that this checkbox will not appear for some purchase types.

Then click the Create PO line button.
1.7 PO Line Tabs
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Notes:

Once the PO Line has been created, the initial status will be In Review.   Note the tabs that make up a PO line. 

· The Summary tab contains ordering details and the Description tab contains bibliographic information about the item being ordered.

· The Alerts tab contains alerts that are generated about the PO Line. 

· The Invoice Lines tab allows you to view, add, or edit any invoice lines associated with the PO line. Note the invoicing workflow will be covered in a separate session.

· The Associated PO Lines tab will list other PO lines that are associated with the current PO line, if applicable.

· The Communications tab allows you to start a new communication with the vendor or, if a communication already exists, you can enter details about the vendor’s reply or follow up on the communication with your reply to the vendor.

· Add users who are interested in the item being ordered using the Interested Users tab. In this tab, there are options to email interested users when the item is received, and to create a hold request automatically when the item is received.

· The History tab which contains an audit trail of changes performed to the PO line, status, price and fund changes.

· The Notes and Attachment tabs are where you can add or edit any notes or attachments related to the PO line.  

With the exception of the Summary and Description tabs, if a tab has a blue icon, it means there is information in the tab.  

We will next review each of the sections that make up the Summary tab.
1.8 PO Line: Ordered Items
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Notes:

Unless the Assign Inventory Manually checkbox is selected in the PO Line Owner and Type screen, the PO line will automatically generate inventory for print, one-time items. 

The Ordered Items section indicates how Alma will create holdings and item records for the default location specified. Note that the library and location for the item can be changed, and you can also add or change the number of copies ordered using the Quick Add functionality.

You can also add a Receiving note, which will display when the item is ready to be received in Alma. This may be useful if the item will have several parts to it.

1.9 PO Line: Vendor Information

[image: image9.jpg]or Informa

*  Select Material Supplier (Vendor) for the order.

information, as applicable.

Vieweodor

et gt

Tt G Deeie

coter [ 02

Claiming and expected
receipt information will
populate automatically if
indicated in the vendor
record.





Notes:

Vendor Information displays next on the PO Line Summary tab.  The Material Supplier is the vendor account that will be used. 

Also notice the claiming grace period, expected receipt after ordering, and expected receipt date fields. These fields can be used for claiming purposes if the item is not received. Alma can be configured to automatically email a claim to the vendor if the item is not received within the specified number of days or by the expected receipt date.  You can also specify a grace period before a claim will be sent. 

Claiming grace periods, expected receipt after ordering, and expected receipt date fields will be populated automatically if this information is in the vendor record.
1.10 PO Line: Pricing and Funding
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Notes:

The Pricing section is where you indicate the price for the item or items if you are ordering multiple copies of the title. Notice the discount field. The discount amount is taken from the vendor record, or you can enter a different discount amount if applicable.

The Funding field is where you indicate which fund or funds will be used to pay for the item. Select the fund by entering the fund code, or use the magnifying glass icon to search for the fund. Then click the Add Fund button. You will have access to funds that are available for the library which is the PO Line owner. 

Note that you can divide the amount of the purchase between multiple funds by adding each fund and percentage of the total to be paid from it. 
1.11 PO Line: PO Line Details
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Notes:

PO Line Details contains some important fields. 

Acquisition method defines how the item will be ordered. For example, purchased through Alma with an order email sent to the vendor, or purchased externally through a vendor’s system.
1.12 Acquisition Method Types
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Notes:

Selecting the correct Acquisition Method is important for the PO line - as it will determine whether a price and fund are optional in the PO line or whether to send the order to the vendor from Alma via email or EDI. 

Click on each of the tabs on the left to review information about each type of Acquisition method. When you are finished, click the Next button to continue.
Tab1 (Slide Layer)
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Tab2 (Slide Layer)
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Tab3 (Slide Layer)
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Tab4 (Slide Layer)
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Tab5 (Slide Layer)
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Tab6 (Slide Layer)
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Tab7 (Slide Layer)
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1.13 PO Line: PO Line Details Section
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Notes:

In addition to Acquisition method, there are some other important fields in the PO Line Details section. Click on the number next to each field for more information about the field.  When you are finished, click the Next button to continue.

1.14 PO Line: Additional Section
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Notes:

The Additional section at the bottom of the PO Line Summary tab will be closed by default. Click the + sign to expand the Additional section. 

The Associated PO Lines field is used to indicate if this PO line is associated with, or related to, another PO line. Enter a PO line associated with the current one, or click the Find button to the right of the field to select a PO line from a displayed list. When canceling a PO line, a warning message will display if the line has associated PO lines. Some use cases for when to use this field will be described later in this session. 

The Manual Packaging field allows you to manually package this PO Line into a Purchase Order (PO), rather than Alma automatically packaging the PO Line into a PO during a nightly process. We will discuss this in more detail shortly.

The Additional PO Line Reference field allows you to specify a reference code by which you want to identify the PO line.

Lastly, the Routing during Receiving checkbox indicates that when you receive the item for this PO Line, a message will display to inform you that the order is marked for routing and you need to print the interested users list from the Interested Users tab of the PO line. Information on receiving physical materials will be discussed in the Receiving and Activation session.
1.15 PO Line Saving Options
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Notes:

Once the PO line is completed, select the next step of the workflow from the drop-down menu and click the Go button.

· Save and continue will save the PO line and move it to the packaging stage where it is packaged into a Purchase Order. If mandatory information is missing or erroneous, an error message will display and the po line will remain in Review status.

· Save will save the PO line as a draft in Review status so you can make edits to it later.

· Order Now will save the PO line and package it into its own Purchase Order - a package of one. This might be useful in the case of Rush orders.

· Clicking Defer will display a pop-up screen in which you can select a reminder date, a reason for the deferral and enter a note. The Status of the PO Line will be deferred. Deferred po lines can be reviewed and reactivated at any time via the Review Deferred link in the Acquisitions > Purchase Order Lines menu.

· Relink allows you to relink the PO line to a different bibliographic record - This might be useful in the case where a mistake was made and the PO line is attached to an incorrect bibliographic record. The PO line is linked to the other bibliographic record and its items/holdings are moved to that bibliographic record.

If you have the Purchasing Operator Extended or Purchasing Manager role, you will see two additional options: 
· Cancel line will cancel the PO line, but it will remain in Alma with a canceled status. 

· Delete will cancel the PO line, and delete from Alma entirely. 
The last two options are: 
· Change Bib Reference, which enables you to search the repository and select the appropriate bibliographic record to associate with the po line. This is useful, for example, when the order was created on the basis of a brief bibliographic record that was subsequently updated. Change Bib Reference allows you to update the bibliographic description in the PO line to reflect the updated bibliographic record. Inventory records associated with the PO line will not be affected. 

· And lastly, the Save as template option allows you to save the PO line as a template for creating future orders; no PO line is created in this case. Complete the information in the PO line and select Save as template. It will then appear as an option in the Load from Template dropdown when you next create a PO line.
1.16 PO Line Alerts
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Notes:

Note that PO lines can remain in a Review status if mandatory information is needed in order to submit the PO line. Alert messages with this information will appear in the Alerts tab of the PO Line, and also when you search for and view the PO line.  

Some examples of alert messages include “Mandatory information is missing or erroneous”, “Reporting code is missing”, “the order already exists in the inventory”, or “There is an active, duplicated order # for this ordered resource.” Other alert examples can be found using the online help in Alma.

Some alerts are mandatory to correct in the PO line - mandatory alerts are indicated by an exclamation point icon, while others are only for information purposes. Alerts for mandatory information must be corrected before the PO line can be packaged into a PO.

While not relevant for manually-created PO lines, purchasing review rules can be configured so that a PO line remains in Review status until it is corrected. Note that the Purchasing review rules are checked only once during the Review process. The PO line moves to the next stage in the workflow after that.

1.17 PO Line Amount Encumbered in Fund
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Notes:

When a PO line is saved and submitted, the amount is encumbered in the fund. We will see this encumbrance change during the invoicing process.  

The PO line then moves to the packaging stage, which will be discussed shortly.
1.18 Print Subscription Orders
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Notes:

Let’s take a look at the differences in a PO Line when creating a print subscription order.
1.19 Create PO Line for Subscription
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Notes:

As mentioned previously, the purchasing process begins with a bibliographic record. Once a bibliographic record is found, a PO line can be created for a print subscription order using the same methods discussed for print, one-time orders. In this case, however, the Purchase Type will be Print Journal - Subscription when we create the PO line.
1.20 PO Line Subscription Form
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Notes:

The PO Line form for a Subscription is very similar to a PO Line for a one-time item. However, there are a couple of differences.
1.21 PO Line for Subscription: Vendor and Renewal
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Notes:

In the Vendor information section, the subscription interval will be used to calculate the claim date. Specify the receipt interval, in days, of the continuous order, such as 30 for monthly, 90 for quarterly, and so forth.

Also, because it is a subscription, it may require renewal. For Subscription PO lines, you will see a Renewal section. Enter the subscription from and to dates, if desired. The renewal date, renewal reminder period, and renewal cycle are all mandatory fields.

If the manual renewal checkbox is not selected, the subscription will be renewed automatically on the renewal date minus the renewal reminder period. The renewal date is then incremented automatically by the amount indicated in the renewal cycle field.

Select the manual renewal checkbox if you want to handle renewal of the order manually, in which case, the renewal cycle field is not displayed.

Similar to one-time ordered items, once the PO Line for the subscription is saved and submitted, it will be packaged into a Purchase Order (PO) and then sent to the vendor, if applicable. 
1.22 Purchasing Statuses
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Notes:

Regardless of the type of PO line, once the PO line is submitted, it goes through several stages during the purchasing process. 
1.23 PO Lines Packaged into Purchase Orders
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Notes:

The next stage of the purchasing workflow is to package the PO Lines into Purchase Orders (POs).

If Manual Packaging was not selected, the PO line status is updated to Auto-Packaging. During a nightly job, the PO line will be automatically be packaged together with other similar PO lines into a Purchase Order. 

Alternatively, if the Manual Packaging checkbox was selected when the PO Line was created, the PO Lines will have a status of “Manual Packaging” to indicate that they are ready to be packaged into a PO. You can select which specific PO Lines to package into a PO in the Purchase Order > Package area of the Acquisitions menu. Only PO lines having the same vendor account, PO line owner, currency, continuity (one-time or continuous), acquisition method and source type can be packaged together. Once the PO Lines are packaged into a PO, they will have a status of Ready, which indicates that the PO line has been packed into a PO and is ready to be sent. In order for a PO to be sent to a vendor, all of its PO lines must have a status of Ready.

Once the PO is sent to the vendor, the PO Lines for one-time materials will have a status of “Sent”. For subscription orders, the status of the PO line will be “Waiting for Renewal”.
1.24 View Purchase Order (PO)
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Notes:

From the PO Line, click on the hyperlinked PO number to view the Purchase Order that it is packaged into. The Purchase Order will indicate which PO lines were included in it.  

Depending on the Acquisition method selected for the PO lines, the Purchase Order containing the PO lines is sent to the vendor via email from Alma to place the order. The Attachments tab of the Purchase Order will include the email if the order was submitted through Alma. If the vendor is configured for EDI ordering, then the order is submitted via EDI.
1.25 Purchase Orders: Review and Approval Processes
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Notes:

Purchase Orders are reviewed automatically in Alma. POs with missing or erroneous mandatory information are sent to the Review page, which is accessed from the Acquisitions menu > in the Purchase Order section > Review). 

Manual approval of POs can be configured by Ex Libris at your request. This will send all POs to the Approval page in the Acquisitions menu in the Purchase Order section. (Acquisitions > Purchase Order > Approve) and require manual staff approval before the PO can be  sent to the vendor. Otherwise the approval will happen automatically behind the scenes in Alma.

The next step, receiving or activation of materials, is covered in a separate presentation.
1.26 Purchasing Variations
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Notes:

The scenarios we covered previously are for print one-time orders and subscription orders. However, there are variations of the purchasing process for other types of materials.
1.27 Purchasing Variations
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Notes:

Click on a scenario to see the purchasing workflow variation. After viewing a variation, you will have an opportunity to return to this menu to view another variation, if desired. You can also use the menu on the left side of the screen to navigate between the variations.  Alternatively, click the Skip Variations button to navigate directly to the next section of the presentation.
1.28 Create PO lines without Inventory
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Notes:

You can create a PO Line without a bibliographic record and without creating inventory. You might use this workflow, for example, for a subscription service.  Select the Order without Inventory option from the Acquisitions > Purchase Order Lines menu. From there, the Order without inventory screen will display. Enter an order heading, alternative heading, and description, as well as the Purchase Type and PO Line owner.  Then click Create PO line. 

This will take you to the PO line screen which is similar to what we have seen previously to create and submit the PO line.
1.29 Purchase Standing Order Monographs
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Notes:

Unlike other PO line types, a standing order monograph PO line does not create inventory records. To order a standing order monograph, first locate a bibliographic record to use for the series title. Click the Order link for the record. Select the correct purchase type and PO Line Owner and click Create PO Line. Fill in the PO Line form as described earlier and submit the PO Line. 

The next steps for this process involve creating inventory, that is, holdings and item records, and associating the PO line to them. This will be covered in the Receiving and Activation session.
1.30 Purchase Electronic Collection from CZ Record
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Notes:

You can create a PO line for electronic collections in the Community Zone. You would use this workflow if you are being billed on one line-item for an entire electronic collection. Creating a PO line for a collection in the Community Zone creates a link in your Institution Zone to the Community Zone record. More information on linking from the Community Zone to the Institution Zone can be found in the Electronic Resources Conceptual Background session.

Search the Community Zone for the desired electronic collection and click Order, which opens the PO line creation screen which we have seen previously. Select the purchase type (for example, electronic collection - subscription) and PO line owner and click the Create PO line button. The PO Line Summary tab that displays is similar to a print subscription order, however there are several differences.

One difference in the PO line for an electronic subscription is the License field, which allows you to associate a pre-configured license with the resource you are ordering.

In the Vendor Information section of the PO Line summary tab, note the new field, Access Provider, which appears in addition to the Material Supplier field. The Access Provider field contains the name of the vendor through which you access the electronic resource. This may or may not be the same value as the Material Supplier field, which contains the vendor from which you are ordering the resource.

Also note that the ‘Receiving’ fields - have been changed to ‘Activation’ fields - Expected Activation after Ordering, Expected Activation Date.

Lastly, there are two additional save options related to electronic resource trials:

· Selecting the Save and Request Evaluation option changes the PO line’s status to Under Evaluation and moves it to the Manage Trials page with a trial status of Requested. 

· The Save and Start Trial option appears if the Purchasing Operator also has the role of Trial Operator or Trial Manager. Selecting this option changes the PO line’s status to Under Evaluation and opens the Trial Details page. 

For information about the Evaluation Workflow, consult the Online Help. 

Note that if you create a local electronic collection, the purchasing workflow is the same, only search for your locally-created electronic resource in your Institution’s repository and click the Order link from there to create the PO line.

Once the electronic resource becomes available from the vendor, it goes through an Activation process, which will be discussed in the Acquisitions session on Receiving and Activation.
1.31 Purchase Single Title in a Package
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Notes:

This is the workflow for purchasing a single title in a package from the Community Zone. You may decide to use this workflow in cases where you are billed just for a single title within a package, rather than being billed for the entire package itself.

The first step is similar to the electronic collections purchasing variation, but instead of searching for an electronic collection, we search for an electronic portfolio in the Community Zone. Note that if you have created a local standalone portfolio title, search for the portfolio in your own Institution’s repository.  Click the Order link to create the PO line for the title. 

As we saw in the Electronic Collections purchasing variation, the PO line will have some additional fields that are specifically related to electronic resources. 
1.32 Create PO Line for Gift/Free Material
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Notes:

The purchasing workflow for gifts or other free materials is the same as the workflows we have seen already. What distinguishes this workflow, however, is not the purchase order type, but the Acquisition Method.  By selecting ‘Gift’ in the Acquisition Method field in the po line, the po line can be saved without price and fund information, and continue to the packaging stage. In addition, there will be no invoicing workflow.

If the item is a free 2nd copy, you can associate the PO lines for each copy using the Associated PO Lines field in the Additional section of the PO Line Summary tab.
1.33 Print + Electronic Versions of a Title
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Notes:

Because Alma uses PO lines to anchor many workflows, it is useful to have one PO line for each component that may require receiving or activation. For example, if you purchase a subscription to an electronic journal which includes a subscription to the printed format as well, best practice is to create a separate PO line for each version, and then associate the related po lines.

First, determine the primary version - for example, the electronic version. Locate the bibliographic record for the electronic version and complete the PO line to order the title. Then locate the bibliographic record for the 2nd version - in this case, the print version. Fill out the PO line for the 2nd version.

If payment for the order should be associated with only one of the versions, select ‘Technical’ as the Acquisition Method in the PO line which will not be paid. This allows the PO line to be saved without price and fund information and to continue along the workflow.

Additionally, you can associate the PO line for the 2nd version with the Primary PO line, using the Associated PO lines field located in the Additional section of the PO Line Summary tab.

Since both versions have their own po line, they can go through separate receiving or activation processes. The print version can go through the Receiving process, and the electronic version can go through the Activation process in Alma. 

Lastly, when you are invoiced by the vendor, you can create the invoice using only the primary PO line, since that is where the amount for both versions is indicated. 
1.34 Purchase Electronic Collection from CZ Record
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Notes:

If you would like to extend an electronic resource, such as in the case of adding additional users or adding access to additional

portfolios in an electronic collection,  a new (or existing) PO line can be added as an additional order to the

existing electronic resource.

First, locate the record in the Community Zone for the electronic resource using the search type of Electronic Collection.

Then, select “Additional Order” beneath an electronic collection or portfolio that already has a main PO line.

Proceed with the ordering process as usual.
1.35 Other Ways to Create PO Lines
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Notes:

Up until this point, we have discussed how to manually create PO lines. Let’s now talk about other ways to create PO lines. 
1.36 EOD Imports
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Notes:

One option to create PO Lines automatically is by importing an Embedded Order Data (EOD) file. This type of import results in the creation of bibliographic and inventory records, and PO lines based on order information in the file. EOD imports are discussed in the Resource Management session on batch imports.
1.37 Real-Time Acquisitions/API
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Notes:

Another way to create PO lines automatically in Alma is to use Real-Time Acquisitions. The real time acquisitions workflow uses APIs to integrate a Library Service Provider system with Alma to select and order library resources.  For more information on Real-Time Acquisitions, consult the Ex Libris Developers Network.

1.38 Purchase Requests
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Notes:

Lastly if a patron using Primo or staff using Alma submits a purchase request, a PO line will be created upon approval. After a purchase request is submitted, staff with the appropriate roles can assign and approve the request. After clicking approve an order, the PO Line is automatically created and the requester and approver are added as interested user in this PO Line, and the requester receives an email. 

1.39 Session Review
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Notes:

This brings us to the end of this session.
1.40 Purchasing Workflow Review
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Notes:

Click on each blue box in the workflow to review the basic Purchasing workflow steps. When you are finished, click the Next button to continue.
1.41 Summary
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Notes:

In this session we covered:

· How to manually create a PO line to purchase print one-time orders and subscription orders

· How PO lines are packaged into Purchase Orders (POs)

· The purchasing statuses that a PO line and PO can go through

· Purchasing variations for other types of materials

· Alternative ways to create PO lines automatically in Alma.
1.42 Thank You!
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Notes:

Thanks for viewing this session! More information on the Purchasing workflow and variations can be found in the Alma Acquisitions Guide, as well as in our Knowledge Center.
1.43 About this Training
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Notes:
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