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About This Guide 1

About This Guide

This guide explains how to use Polaris to budget for, select, order, invoice
and track materials for your library. It also explains how to use templates
to make acquisitions processing more efficient.

To do the tasks in this guide, permissions must be set for your user name.
If you have questions about permissions in Polaris, see your Polaris
administrator.

Acquisitions Topics

Getting Started in Acquisitions

Setting Up the Acquisitions
Budget

Setting Up Supplier Records

Setting Up Templates for
Acquisitions

Setting Up Selection Lists

Ordering

Receiving Orders

Claiming
Canceling Orders
Closing Orders

Invoicing

Important:
For information about developments that may have occurred after this
information was published, go to www.polaristown.com.

This guide covers the following topics:

Overview of Polaris Acquisitions; how to search for and display
Acquisitions records.

How to establish and maintain your acquisitions budget and track fund
usage.

Recording and maintaining information about your library’s suppliers;
entering the EDI data for the supplier; reporting on suppliers’ efficiency in
filling orders.

Using templates to speed up your acquisitions processes.

Creating selection lists and automatically copying titles to purchase orders.

Creating, releasing, and sending purchase orders; EDI ordering; Polaris
Titles to Go.

Receiving orders using various methods; printing workslips; and methods
for processing new items.

Claiming items that have not been received within a specified time period.
Canceling items and printing cancellation notices.
Closing partially received purchase orders.

Creating, paying, crediting, adjusting, and linking invoices; EDI invoices.
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2 About This Guide

Distributing/Adjusting Invoice
Charges/Credits

Paying Invoices

Adjusting Prepaid Invoices
Crediting Invoices

Acquisitions Shortcut Keys

Polaris Acquisitions Guide 4.1

Distributing charges, credits, and discounts on invoices.

Paying an entire invoice or individual line items; viewing payment history;
printing vouchers; undoing a payment.

Adjusting a monetary amount for an invoice or invoice line item.
Crediting entire invoices, lines, or segments.

List of shortcut keys formatted for convenient printing and clipping.

Related Resources

In addition to this guide, the following resources may be helpful when
using Polaris Acquisitions:

* Polaris Online Help

Polaris online Help is accessible from the Help menu on any Polaris
window or by pressing F1 with a Polaris window active. It provides
information and instructions for the Polaris staff client subsystems,
and Polaris administration (includes administration and
customization options for the staff client, PAC applications, and other
Polaris functions).

* Polaris Staff Client and Technical Services Administration Guides
e Polaris® Basics Guide
* Polaris® Cataloging Guide
o Polaris® Serials Guide
o Polaris® Technical Services Administration Guide
* Library Polaris Administrator

If you have questions about using Polaris, contact your Polaris
administrator or trainer at the library for help.

* Polaris Library Systems Web Site

For updated user and support information, go to www.polaristown.com.
You can also contact your Site Manager at:
1-877-857-1978.

© 2012 Polaris Library Systems
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Getting Started in Acquisitions

This unit is an overview of how Polaris Acquisitions can automate your
library’s acquisitions workflow. It also includes instructions for starting an
acquisitions task and finding acquisitions records.

This unit covers the following topics:

* “Acquisitions Setup Checklist” on page 4

* “Overview of Polaris Acquisitions” on page 5
* “Acquisitions Workflows” on page 7

* “Acquisitions Record Types” on page 8

* “Acquisitions Record Levels” on page 15

* “Starting an Acquisitions Task” on page 18

© 2012 Polaris Library Systems
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Acquisitions Setup Checklist

Before you order materials using Polaris Acquisitions, do the following
setup tasks:

O Make sure staff have the required permissions to do tasks in
Acquisitions, including the permission to modify funds if they over-
expend or over-encumber funds. They may also need Cataloging
permissions to do certain tasks. See “ Acquisitions Workflow
Permissions” in the Polaris Technical Services Administration Guide 4.1.

O Set up Acquisitions profiles and parameters in Polaris Administration.
See “Setting Up Acquisitions” in the Polaris Technical Services
Administration Guide 4.1.

O Set up supplier records in Acquisitions. See “Setting Up Supplier
Records” on page 43.

O Set up fiscal years and funds in Acquisitions. See “Setting Up the
Acquisitions Budget” on page 25.

O (Optional) Set up the purchase order templates in Acquisitions and on-
order bibliographic and item templates in Cataloging. See “Setting Up
Templates for Acquisitions” on page 57.

O (Optional) Set up profiles with your suppliers to use their Web-based
selection tools.

O (Optional) Set up importing profiles in Cataloging to import
bibliographic records from your suppliers and create record sets. Polaris
includes read-only import profiles specifically designed for
acquisitions. These profiles cannot be changed, but they can be copied
and renamed. The Acq Bibs import profile is designed to retain 970 tags
when the incoming records are rejected as duplicates, and the Enriched
EDI Orders import profile is designed to update on-order items to shelf-
ready items. See “Polaris Read-Only Import Profiles” in the Polaris
Cataloging Guide 4.1.

O (Optional) If you do EDI ordering, set up EDI ordering with your
suppliers. See “Setting Up EDI Ordering” in the Polaris Technical Services
Administration Guide 4.1.

O (Optional) If you use Polaris Titles to Go, set up Titles to Go. See “Setting
Up Titles to Go” in the Polaris Technical Services Administration Guide 4.1.

O (Optional) If you order from suppliers who use a currency other than US
dollars, establish the foreign currency in Polaris. See “ Administering
Foreign Currencies” in the Polaris Technical Services Administration Guide
4.1.

© 2012 Polaris Library Systems
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Overview of Polaris Acquisitions

With Polaris Acquisitions, you can automate and streamline the following
common acquisitions processes:

* Managing the acquisitions budget - Using fund records linked to a
fiscal year record, you can track encumbrances and expenditures for
materials and services. You can also set up donor funds to track the
items that were purchased using these funds. Once your acquisitions
budget is set up in Polaris, the funds are available to link to selection
lists, purchase orders, and invoices. When the purchase order is released
or the invoice is paid, the linked funds are automatically encumbered or
expended. See “Setting Up the Acquisitions Budget” on page 25.

* Maintaining supplier records - You set up supplier records that contain
all the information you need for sending paper or electronic orders to
your suppliers. See “Setting Up Supplier Records” on page 43.

* Selecting the materials - You can use selection lists to compile lists of
materials to order. These materials can be approved, automatically
checked for duplicates, and then copied to a purchase order. See
“Setting Up Selection Lists” on page 73.

* Ordering items - You can create purchase orders using several different
methods, depending on the level of automation you want and your
library’s workflow. Each purchase order has information for the order
as a whole at the header level, bibliographic information for each title at
the line item level, and distribution information (destination, collection,
and fund) for the copies at the line item segment level. See “Ordering”
on page 103.

* Receiving shipments - You can receive a whole order, all the items in an
order, all copies of specific titles in an order, or certain copies of a title.
You can also use Rapid Receipt to receive multiple purchase order line
items from the Invoice workform. If your library sends EDI orders to a
vendor that provides an Advanced Shipping Notice, you can receive an
entire carton at a time. If your library sends Enriched EDI orders, your
circulation staff can check in and receive shelf-ready materials at the
same time. For more information, refer to “Receiving Orders” on
page 153.

* Claiming items - You can set up claiming criteria in Polaris, so that if
you order items and do not receive them within a specified period of
time, an automatic claim alert is generated and appears on the Claim
Alert List. See “Claiming” on page 167.

* Canceling items - When you need to cancel items, you can cancel the
entire order or specific lines of the purchase order. If you need to order
from a different supplier, you can copy the purchase order or lines
within the purchase order to a new purchase order with a different
supplier. See “Canceling Orders” on page 175.

© 2012 Polaris Library Systems
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Closing purchase orders - When your library is no longer receiving a
subscription or standing order, the purchase order can be closed. You
can also close partly received purchase orders when the vendor cannot
supply the materials. See “Closing Orders” on page 185.

Creating invoices - Invoices are created automatically for prepaid and
EDI orders. If your library prevents partial shipment EDI invoices from
being created automatically, you can generate these EDI invoices
separately. You can also copy purchase orders to an invoice or create an
invoice without a purchase order. Or, you can simultaneously receive
purchase order line items and add the corresponding invoice line items
using Rapid Receipt. See “Invoicing” on page 187.

Distributing charges, credits, and discounts - You can distribute
charges, credits, and discounts across multiple line items and segments
within an invoice. See “Distributing/ Adjusting Invoice Charges/
Credits” on page 221.

Paying invoices - You can pay an entire invoice, individual line items on
an invoice, or segments within an invoice line item. You can also view
all charges for an invoice and the payment history. After paying the
invoice in Polaris, you can print a voucher. See “Paying Invoices” on
page 229.

Adjusting prepaid invoices - On prepaid invoices, you can adjust the
discount or unit price for line items and the credits for line item
segments. Header charges can be adjusted using a miscellaneous
invoice linked to the prepaid invoice. See “ Adjusting Prepaid Invoices”
on page 239.

Crediting invoices - After an invoice has been paid or prepaid, you can
credit the entire invoice, multiple lines within an invoice, a single line
item, or segments within a line item. See “Crediting Invoices” on

page 243.

Linking invoices - You can link multiple invoices together so that you
can see debit and credit activities posted against the original invoice. See
“Linking Invoices” on page 218.

Creating reports - Many standard Acquisitions reports are available
from the Polaris Shortcut Bar. For details, see “ Acquisitions Reports” in
the Polaris Basics Guide 4.1. If your library has Polaris SimplyReports,
you can generate order and invoice reports using a variety of output
columns and filters.

© 2012 Polaris Library Systems
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Acquisitions \X/orkflows

Getting Started in Acquisitions 7

Download, Import, Bulk Add New Add New Titles from Purchase Add Copies of Existing Titles to
Titles to Purchase Order Order Line ltems Purchase Order Line ltems

Download bib records from a vendor's

web site or cataloging utility. MARC RECORDS IN PO LﬂRlS}
DATABASE [
l Use the Find Tool in
purchase order line item to
search Polaris database.
Import records into the database using

Pulls bib data from
import profile that specifies record set.

database and adds PO line.

Polaris Titles to Go

Enter ISBN in the PO line item,
If the title is not found in local database,
brief bib data is pulled
from vendor’s site
Bulk add the titles from record set to and saved to local
create selection list line items using 970s. Bulk add titles from record set to create

Copy approved selection list line items to PO line items using 970 tags Use the Find Tool on PO to search

purchase order. remote 239.50 databases.

Saves full bibs to database

and adds PO line item.
b
CREATE PURCHASE ORDER M: lly add bib data on PO line item.
Check for duplicates. Creates brief bib saved to database.
Release the purchase order.

Create on-order items to display in
the PAC (optional).

< TRANSMIT ORDER VIA EDI >7 SEND ORDER TO SUPPLIER ‘{ SEND ORDER VIA EMAIL (OR FAX) )

Supplier places files on the library’s l

directory on their FTP server:
POA (acknowledgment) SUPPLIER RECEIVES ORDER
Invoice

ASN (if the supplier can process)

. . Cancel any claimed
Polaris EDIAgent retrieves order | | Claim any unreceived items that still are not
acknowledgment, invoice, and ASN files { SHIPMENT ARRIVES AT LIBRARY ] items. Send a claim received. Funds
from supplier's site (if available). notice to the supplier. disencumbered.
The data is loaded into Polaris.
If the ASN was retrieved by the EDI agent,
open Receive ASN Shipmepts workform, RECEIVE ORDER IN POLARIS Receive the order from the
and scan barcode on outside of carton, 4—‘ purchase order workform,
. Use Rapid Receipt to add invoice
For shelf-ready materials.
N line items & receive simultaneously.
use Check In Shelf-Ready Materials ly.
workform to check in and receive items. W Copy received purchase
CREATE INVOICE J order line items to create
an invoice.
EDI invoice created automatically.
If Hold partial shipments is selected,
partial shipment invoices are generated
separately.
PAY INVOICE
Linked purchase order line items
automatically received or receive line items
from invoice
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Acquisitions Record Types

In Polaris Acquisitions, various records store information about a library’s
budgeting, ordering, and invoicing activities. Some Acquisitions records
are also linked to Cataloging or Serials records. Acquisitions records, like
other Polaris records, are displayed in workforms.

Fiscal Year Records

Fiscal year records track and manage funds for a specific period of time.
You can create an unlimited number of fiscal year records, and they can
have overlapping durations. Each fiscal year record can link to an
unlimited number of fund records.

When you set up the acquisitions budget, you start with a fiscal year
record. You name the record, give it a start and end date, select the owner
of the record, and include any notes. Then create the fund records that are
linked to the fiscal year record. See “Setting Up Fiscal Years” on page 26.

Mew Fiscal Year - 2 - General - Polaris EE@
File Edit View Links Tools Help
wH&E-X & F
[
" Name: Status:  Open 4f13/2012
&
i General
m
Q Start date: 4/13/2012 B End date: 4/13/2013 B
)
'-l.. Owner: Community Library (Cobleskill) (COB) ']
D i Note:
For Help, press F1 NUM
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Fund Records

Fund records track the purchase of library materials and services. You can
set up funds for budget allocations, gifts, grants, donations, deposit
accounts, and endowments. See “Managing Funds” on page 27.

I8 New Fund -1 - General - Polaris E = @

File Edit View Links Tools Help

FHES- A PH EY

‘Ci Name: Alt. name: Status: Open 4f13/2012
g Balance: $0.00 [#|Transfers  Fiscal year: Fund type:
LL- General

D Parent fund: External name:

] Owner: Community Library (Cobleskil) (COB) v] Source: [¥] Display
ﬁ Date User ID Amount Transaction Type Source MNote

For Help, press F1 NUM
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Supplier records contain information about suppliers” accounts with your
library, including the supplier’s name, alternative name, contact person,
account information, Standard Address Number (SAN), currency code,
telephone numbers, addresses, instructions, electronic ordering
information, claiming information, and notes. If the supplier accepts orders
via Electronic Data Interchange (EDI), and your library wants to send
orders electronically, the EDI ordering information is set up in the Supplier
record. Each purchase order and invoice is linked to a supplier record,
except Miscellaneous invoices, which do not require a linked supplier
record. See “Setting Up Supplier Records” on page 43.

W New Supplier Record - 1 - General - Polaris E‘ (=] }@
File Edit View Links Tools Help
=HE- EY
b ]
m Name: | Alternative name: Currency:  |USD -
Q SAM: : Account: ‘Owner: | Community Library (Cobleskill) {COB) ']
:J Encumbrance Limits Expenditure Limits
('n Line item: $0.00 Supplier: $0.00 Line item: $0.00  Supplier: $0.00
D Order: £0.00  Total: £0.00 Invoice; $0.00  Total: £0.00
I_@ EDI Setup
Accepts: []EDI orders Enriched EDT orders  [] ASN Shipments Addressfprofle ID: @) Account # SAN/SAN Suffix
s
FTP address: POA/INV directory:
”E Username: PO directory:
Password: PO file extension:
Notes
General:
-
Plan:
For Help, press F1 NUM
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Selection List Records

Selection lists contain titles that a staff member (requestor) assembles as
suggested purchases. The titles are then reviewed and approved or rejected
by the appropriate individual (selector). Selection list line items can be
copied from one selection list to another. Once approved, the titles can be
copied to a purchase order. See “Setting Up Selection Lists” on page 73.

%% New Selection List - 1 - General - Polaris ol @ |«
File Edit View Links Tools Help

4 ‘

7 Name: Status:  |Open ~| Statusdate: 4/13/2012

t—

el Created AL

o Library: [ Cobleskil (COBL) w| Creator: peer List total:

Q Description: +
s ~
%

= Ol | &
&

|:| Line ... ISBN/ISSN Qu... Title Author Amount  Material T...  Fund Decision Date Supplier
For Help, press F1 NUM

Selection List Line Item Records

Selection list line item records include bibliographic and distribution
information for each title on a selection list. The distribution information is
listed in individual line item segments that show the quantity, destination,
collection, and fund for the copies of the title.

%¢ Selection List Line Ttem - 28306 - General - Polaris (=% NN ~<=|
File Edit View Links Tools Help

N'@2HE- X 208 % &

E List name: April 15, 2012 Liststatus:  Open 4f13f2012 Line number: 1

-E.-') Description

—~ ISBN/ISSN: 9780062089221 - Tifle: | Further interpretations of realdife events : stories [CFind )
<)) Material type: | (None) =| Other no.: - Chlno: 831466  Qty: 1 Alert
=

iy Selection

. Dedsion: ~ Consider 4/13/2012 Price: $12.00 Supplier:  BAKER &TAYLOR BOOH 0002 [ Fnd |
.0 =
o | ®
g Segment Mi Quantity | Destination Callection Fund Regquester o
:‘: 1 1 Community Library (Cobleskill) Adult Fiction 2012 Adult Fiction (2012AdultFic peer 2
Q

0

iy

"

The record was saved successfully.
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Purchase Order Records

Polaris Acquisitions Guide 4.1

Purchase order records contain instructions, cumulative totals, header
charges, and notes as well as line items for each title ordered. When you
create a purchase order, you can select a template that includes the order
type, payment method, claim information, discount, library name,
supplier, and distribution information. See “Ordering” on page 103.

B8 New Purchase Order - 1 - General - Polaris

File Edit View Links Tools Help

NEHaE- < &2

Number: |
Type:

General
Ordered At

Status:

thos

Total:

Claim Setup

Name:

[community Library (Cobleskl) (COB)

SAN:
Authorization:
Plan name:
Rental return:

]

Supplier
Name:

SAN:

L
T
o
o}
<]
9]
i
g
o
=
a
=
5

Account:

Header Charges

Pending

Maximum daims:

Claim waiting period:

1

2
@~ 3
4
Find
5
Excternal ID:

days after release

days after 1st daim
days after 2nd daim
days after 3rd daim
days after 4th daim

4/13/2012

Claim notice

Cancel notice

Auto cancel

Cancel wait period

Type: :} Amount:  $0.00 Fund: 2012 - Adult DVDs Fiction (2012 -¢ v
Charge Type Amount  Fund Fiscal Yesr Add
i g P F1 NUM

Purchase Order Line Item Records

Purchase order line item records contain bibliographic, claiming, and
distribution information for the title being ordered. The distribution
information is in segments that specify the quantity, destination, collection,
and fund for the title. The segment data can be copied to a new line. Line
items can be copied to invoices and to other purchase orders.

[ Purchase Order Line ltern - 189446 - General - Pol
File Edit View Links Tools Help

N-2d&-X 4

Orderno.:  April 14, 2012
Description
[SBNjISSN; | 0062069225
Title: Further interpretations of real
publisher:  Harper Perennial,
Other no.:
Unit price: $12.00 Discor

Segment [ Quantity, Destination
1 1 Community Library (Cobl
2

3 1 Community Library (Cobl

= [l Purchase Order Line Item

Orders {Charges') Totels /

laris

peer

- [_Fnd | control number:

891468
l-ife events : stories Author:
Date: 2011 Edition:
¥ LCCN: 2011012898

unt rate (%):

Collection Fund

les Adult Fiction

les Young Adult Fiction

Status:  Pending

Discount price:

4/13/2012

Template:
Moffett, Kevin, 1972-

isted,

Lineno.: 1

[] Alert

Display in PAC

Material type: |+ Book

)

Voo mg

§9.60

Fiscal Year

2012 - Community Adult Fiction {| 2012 - Commu Pending
1 Community Library (Cobles New items (new to the brai 2012 - Community General Fund 2012 - Commu Pending
2012 - Commurity General Fund 2012 - Commu Pending

Line item total quantity:

| %
3

Segment Stz Payment Status|
Open |
Open
Open

© 2012 Polaris Library Systems
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Invoice Records

Invoice records contain itemized lists of the materials shipped to the
library. An invoice may also include header charges for services provided
by the supplier, such as cataloging and shipping, as well as any credits
from the supplier. The EDI file name appears if the invoice was sent
electronically. See “Creating Invoices” on page 190.

[F& New Invoice - 1 - General - Polaris E _I_E_I_'@

File Edit View Links Tools Help

D=EdHS- a i & B 57

8 Number: vae Status:  Open 4/13/2012
"o" Date: 4132012 Ev  Lines: Total: Method: | ¥ Purchase I
O Gerersl
[walll PaidEy Supplier
= - Community Library {Cobleskil) (COB) - Name: Fnd |
I:l SAN: : SAN:
£ Plan: Account:
EW Invoice
Transmission method: S EDI filename:
i - = ) =
Closing alert date: ] B Receiptdate: [ [E° shippeddate: [T [EN
Terms: (@) Due date: [l = General note: e
days =

Header Charges

Type: i Amount: .00  Fund: [Fund (2003200c) ¥ --F‘"d
Charge Type Amount  Fund Fiscal Year

ForHeIp, press F1 MUM

Invoice Line Item Records

Invoice line item records contain information about specific titles. Within
each invoice line item are segments that specify the quantity, destination,
collection, fund, fiscal year, payment status, and charges related to the
copies of the title.

& New Invoice Line rem - 1 - General - Polaris o] = |
File Edit View Links Tools Help
= 2
DEdEsa- 7]
E Invoice no.: 121 Comm Status:  Open 11/17/2009 lineno.: 1
L pEe——
o ISBN/ISSN: - Find Control no.: Template: | = (None)
Q
= Title: Author:
— )
-] Pulliher Date: Edition: [¥] Display in PAC
Q Other no.: - LCCN: Material type:|» (Mane)
L
el
N b x
> i !
=
ey
El Unit price: Discount rate {¥s): 0  Discount price: Line item total quantity: 0
Segme Quam Destination Collection Fund Fiscal Year| Payment | Status Date | *
& 1 0 Community Library {Cobli {None} One Fund (1Fund) 2009-2010  Open 111772008 L

T Orters (e o/

For Help, press FL NUM
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Claim Records

Polaris Acquisitions Guide 4.1

When an item is not received as expected, you can claim the item and a

claim record is created automatically. You can use the Claim workform to
specify why the item was claimed, to enter a response from the supplier, or
to view an item’s claim history. See “Claiming” on page 167.

ﬂ Claim - 4485 - Claim History - Polaris
File Edit View Links Help

=HS- 37

Claim For

ISBN/ISSN: 9781933339047

Supplier

Name: BAKER & TAYLOR BOOKS - SAR

Account: 0004

Respanse:

Claim History

E=8Ho8 5

Title: The story of the world. Volume 1 Ancient times, from the earliest Nomads to Alert date: 6/2/2012

| Print on notice jRemindar

Supplier SAN: 155-6150

Library SAM:

Reason: Ttem(s) Never Received v

Date User
5/3f2012 2:18:04 PM peer

Quantity
5

Cycle

Action
Claimed (Initial)

For Help, press F1

Automatic Processing of Polaris Records

The Polaris Acquisitions menu also includes options for automatic
processing of records:

* Claim Alert List - This workform lists items eligible for claiming and
pending claims for items that have not been received. See “Claiming” on
page 167.

Templates - When you select Templates, Purchase Orders from the
Acquisitions menu, you can search for purchase order templates to use
to create new purchase order records. You can also select a template
when you select File, New, Purchase Order. See “Setting Up Templates for
Acquisitions” on page 57.

* EDI Services - This menu item includes the following submenu:
* Check-In Shelf-Ready Materials - See “Checking In New Shelf-

Ready Items” in the Polaris Patron Services Guide 4.1.

* Process EDI Invoices - See “Process EDI invoices for partial

shipments” on page 201.

* Receive ASN Shipments - See “Receive using the Advanced
Shipping Notice (ASN)” on page 164.

© 2012 Polaris Library Systems
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Acquisitions Record Levels

Selection List, Purchase Order, and Invoice workforms contain information
at the following levels: Header, Line Item and Segment.

Header Information

The General view of the Selection List, Purchase Order, and Invoice
workforms contain header information that relates to the record as a whole
and applies to all line items in the record. For example, the supplier’s name
on a purchase order is at the header level because it is the same supplier for
all the line items on the purchase order. You can specify charges at the
purchase order or invoice header level that apply to the whole order, such
as shipping charges.

[E® purchase Order - 10031 - General - Polaris EI (=] @
File Edit View Links Tools Help

NEHdH& X 42F E7

Humber: April 14, 2012 peer Status: Pending 4{13/2012
Type: Firm Order Lines: 1 Total:  $0.00 Method FPurchase
General
Ordered At Claim Setup
Name: Community Library (Cobleskill) {COB) - | N — 2 %] Claim notice
SAN:

Claim waiting period: 7
Authorization: Cancel notice

1 120 days after release
Plan name: | Auto cancel

-
D
=
o
)]
")
i)
™
o
3
Q.
]

2 30 days after ist daim
Rental return: [Ehg 3 days after 2nd daim Cancel wait period
Supplier 4 days after 3rd daim
Name: BAKER & TAYLOR BOOKS - GLE (Fnd |
me 5 days after 4th caim
SAN: 155-6150
Account: 0002 External ID:
"ﬂ,i Header Charges
Type: | Amount: $0.00 Fund: | 2012 - Community Adult Fiction (20 -| [ Find |
Charge Type Amount  Fund Fiscal Year Add
Shipping §30.00 2012 - Adult DVDs Fiction 2012 - Community [:/
Remove
For Help, press F1 Peer Template NUM

© 2012 Polaris Library Systems
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Line Items List

The General view of the Selection List workform and the Line Items view
of the Purchase Order and Invoice workforms have a list view where you
can see and work with all the line items or titles in that record.
Bibliographic information is at the line item level because it applies to all
copies of the title.

£% Selection List - 652 - General - Polaris = ®
File Edit View Links Tools Help
-
3 41 F

NeHS- X 82 @@" e 1

+J Name:  Community [E8 purchase Order - 10164 - Line Items - Polaris E‘ =) -

=t ile it View Lin ools Help

v File Edit Vi Links Tools Helj

~l Created At =

. A1 P

o Library:  Cobleskil (c( HP @ 3 E@

o Description 2% Inwoice - 13232 - Line Rems - Polaris — |

SR Number: Community 12 File Edit View Links Tools Help

Q Type: | Firm Order - | Lines: 1 EET S & & L‘@

—

Q Line Ttems

U') Mumbar:  Community 125 Type: fegular v | Staws:  Open 5/3/2012

o Lne .. BENESSH Date: 5/ 3/2012 v umes: 1 Total: $20.00 Mathod: ™ Furches

1 0062069225 1
Line ... Title Author Line Tems
1 Further interpretations of re... Moffett, Kevi... 0062069} DIWAF % F B| @
Line ... Tithe Author ISBH/TSSN Amourt  Receiv... Fad PO Mo, & ... Fund Fayment ...

Communi... 2012 - Co... Open

For Help, press F1

For Help, press F1

NUM
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Individual Line Items and Segments

When you select an individual line item on the Selection List, Purchase
Order, or Invoice workform, the Line Item workform opens. This

Getting Started in Acquisitions

workform is composed of segments that contain the destination, collection,
quantity, and fund for specific copies of the title.

%e New Selection List Line Item - 2 - General - Polaris

File Edit View Links Tools Help
Ustname:  Selection List Community Bra|
Description
15BNjISSN |
Material type: [(None)
Selection
Decision:  Consider 4/30/20

Segment N{ Quantity | Destination
1 1 Community Library (C

£
g
—
L
£
L |
L)
o
o |
=
S
Lo
O
Q
DU
15}
[

For Help, press F1

B

]
H

[ New Purchase Order Line ltem - 1 - General - Polaris

File Edit View Links Tools Help

D-=HS&-

Description

senjssn: |

Title:
Publisher:

Other no.:

Unit price:

Segment [ Quantity Destination

£
=
—
Q
=
~]
L
§
o
]
Q
0
)
E
o
3
o,

Orders (Charges) Totals /

Purchase Order Community

1 1 Community Library (Cobles (Nony

File Edit View Links Tools Help

(— R =

#f New Invoice Line Item - 1 - General - Polaris

Lineno.: 1

/| Display in PAC

Payment 51 Status Date

E Invoice no.:  Invoice Community Status: Open 4/30/2012
L pe—
o ISBN/ISSN: ~ | Find | control number: Template: [w (None)
Q
o Title: Author:
T
Discount rate ] Fublisher: Date: Edition:
8 Other no.: ~  LCCN: Material type: | (Wone)
Col a
by
l:l Unit price: Discount rate (%): Discount price: Line item total quantity:
Segment| Quantit, Destination Collection Fund Fiscal Year
& 1 0 Community Library (Coble (None) 2012 - Adult DVDs Fiction (ADF) 2012 - Commi Open

For Help, press F1

Orders {Charges) Totals /

For Help, press F1

4/30/2012

© 2012 Polaris Library Systems
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Starting an Acquisitions Task

Polaris Acquisitions Guide 4.1

You start a task in Polaris Acquisitions by finding or linking to an existing
record, or by creating a new record.

Find acquisitions records

Follow these steps to find an existing acquisitions record.

1. Select Acquisitions on the Polaris Shortcut Bar.

The Acquisitions menu appears.

m Polaris Shortcut Bar - peer [Cobleskill]
File Serials  Cataloging Patron Services  Circulation  Administration  Utilities  Window  Help

C

Selection Lists

Selection List Line Items
Purchase Orders
Purchase Order Line Items
Invoices

Invoice Line Items

Claim Alert List

Claims

Fiscal Years
Funds
Suppliers

Templates

EDI Services

FiB8r-EPELHE 00000 @

2. Select the record type in the menu.
The Find Tool appears with the record type selected in the Object box.

Note:

The Find Tool does not appear when you select Claim Alert List, or any EDI
Services option (Check-In Shelf-Ready Materials, Process EDI Invoices,
Receive ASN Shipments) because they are tools for processing records.

3) Purchase Orders - PO number Find Tool (=] ®
File Edit Options Help
General | Settings [ Scoping [ Branches | Collsctions | Databases |
Search
Object:  [Purchase Grders =] Limitby: [uone) ETEIRT
@ Normal Ston
Search by: [P0 number x| vaiue: ) Power
oL Naw Search
Type: {Exact match (implicitly truncated) 'J 05
Clear
Sort by: kNunE) 'J [ count Cnly
Help
For: | -
For Help, press FL Stay on Select

3. Select what you want to search by from the list in the Search by box.

© 2012 Polaris Library Systems
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Tip:

You can save your searching
preferences (Search by, Limit by,
Sort by) by selecting Options, Save
as User Default.

Getting Started in Acquisitions 19

4. To focus your search, select an option in the Limit by box and select or
type a value in the Value box.

5. Choose one of the following search types in the Type box:
¢ Exact match (implicitly truncated)
« Exact match (explicitly truncated)
« Keyword search
o Phrase search

Note:

Keyword and phrase searching are available only when you are searching
for a record that is linked to a bibliographic or item record, and there is an
indexed field in the By box. For example, you can search for a Purchase
Order Line Item by Title because the purchase order line item is linked to a
bibliographic record and Title is an indexed field. The search is actually
looking for the bibliographic record with that title, and it returns the
linked purchase order line items that are linked to the bibliographic
records. You may also see automatic suggestions for phrase or keyword
searching if your library has enabled this option in Polaris Administration.

6. Todisplay the results in a specific sort order, select a sort option in the
Sort by box.

7. Type the search characters in the For box. For more information, see
“Search String (For)” in the Polaris Basics Guide 4.1.

Important:

When you select Exact match (implicitly truncated), the search will find
terms after the term you entered, as if there were a wildcard character
after the term. Add an asterisk before the term to get results where the
search term is not at the beginning.

8. (lick Search to start the record search.
The results list appears at the bottom of the Find Tool.
9. Double-click the record you want to open.

The record appears in the appropriate workform.

Related Information

* Options on the context menu - You can do many tasks from the Find
Tool results list without opening a record. Select a record or records in
the Find Tool results list and right-click to see the available options. The
available options depend on the type of record.

* Searching with the Find Tool - See “Finding Polaris Records” in the
Polaris Basics Guide 4.1.

* Printing from the Find Tool - You can print the results list to create an
instant report. For example, you could search for purchase orders that
were released within a certain date range, limit the results to show only
the received purchase orders, and click the Total column header to sort
the results by dollar amount. Right-click, and select Print, List View to
print the list.

© 2012 Polaris Library Systems
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Link to other records

1:’@: g You can access records by linking to them from the Find Tool results list or
from a record’s workform. You can also create a new linked record from a
workform. Use one of the following methods to link to another record.

* From the workform’s menu bar - Select Links and select the type of record
to see existing links.

* From the workform’s menu bar - Select Tools, Create record type. This
creates a new linked record.

* From the workform’s Line Items view - Right-click the line item, and
select Links from the context menu.

* From the Find Tool results list - Right-click the record, and select Links
from the context menu.

The example below shows linking from the Find Tool. For a list of linking
relationships in Acquisitions, refer to “Linking Relationships” on page 21.

Q Purchase Orders - PO number Find Teol El@
File Edit Options Help
General | Settings I Scoping I Branches | Collections | Databases‘
Search
Object:  [Purchase Orders =] Limitby: (PG number suffix Search Meds
@) Mormal Stop
Search by: [PO number '] Value:  Comm ©) Power
_ -New Search
Type:  [Exact match (mplctly truncated) - Osa
Sort by: [[Nona) '] [El count anly
For: 121 -
PO Mo, Suffix Numb.. Total Order Ty.. PaymentMe.. Status Date Supplier Cwner

Purchase Pending 11/17/2009 BAKER & TAY.. COB

Open
Print

Create

Links 3 Biblicgraphic Records
Delete Claims

Properties IFome:3
Invoice Lines
Invoice

Ttem Records

Selection Lists

Supplier Record

Dcne Stay on Select 1 of 1 recorc
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Linking Relationships

The table shows the possible links between records in Acquisitions and
other subsystems, and the workforms from which you can link to the other
records. You can also select the record in the Find Tool results list, right-

click, and select Links to go to the linked records.

Record Type

Displayed in

Link to

Bibliographic Record
(Cataloging Record)

Bibliographic Record
workform

«Selection List Line Items
« Selection Lists

 Purchase Order Line Items
 Purchase Orders

« Invoice Line Items

« Invoices

Serial Holdings Record
(Serials record)

Serial Holdings Record
workform

e Invoice Line ltems
« Purchase Order Line Items

Subscription Record
(Serials record)

Subscription Record
workform

«Fund
e Invoice Line ltems
« Purchase Order Line Items

Part Record
(Serials record)

Part Record workform

e Invoice Line Item

Item Record
(Cataloging record)

Item Record workform

« Purchase Order Line Item
e Invoice Line ltem

Claim

Claim workform

« Purchase Order Line Item
e Purchase Order
« Supplier Record

Fiscal Year

Fiscal Year workform

e Funds

Funds

Fund workform

« Fiscal Year

« Invoice Line Items

« Invoices

e Parent Fund

« Purchase Order Line Items
 Purchase Orders
«Selection List Line Items
« Subfunds

« Subscription Records

Invoice

Invoice workform

« Bibliographic Records

« Funds

« Invoices

« Item Records

 Purchase Order Line Items
 Purchase Orders

« Supplier Record
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Record Type

Displayed in

Link to

Invoice Line Items

«Invoice Line Item
workform

« Invoice workform - Line
Items view

« Bibliographic Record
«Funds

«Invoice

«|ltem Records

« Purchase Order Lines

« Purchase Orders

« Standing Order Parts
«Serial Holdings Records
« Subscription Records

Purchase Order

Purchase Order workform

« Bibliographic Records
«|ltem Records
«Claims

«Funds

«Invoice

«Invoice Line Items

« Selection Lists
«Supplier Record

Purchase Order Line Item

e Purchase Order Line Item
workform

« Purchase Order workform
- Line Items view

« Bibliographic Record
«Claims

«Funds

«Holds Queue
«Invoice Lines

« Invoices

o |tem Records

e Purchase Orders
«Selection List Lines
« Serial Holdings Records
« Subscription Record

Selection List

Selection List workform

« Bibliographic Records
e Purchase Order
« Purchase Order Lines

Selection List Line Item

« Selection List Line Item
workform

« Selection List workform

« Bibliographic Record
«Funds

« Purchase Order Line Items
e Purchase Orders
«Selection List

«Supplier

Supplier

Supplier workform

*Claims

«Invoice

e Purchase Orders

« Serial Holdings Record
« Subscription Records
«Selection List Line Item
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Supplier Record

A A A Create a new Acquisitions record
.H.UZHS Follow these steps to create a new Polaris Acquisitions record.
1. Select File, New from the Polaris Shortcut Bar.
The New dialog box appears.

Tip: New =

Select Acquisitions Objects to Objects

limit the list by Acquisitions record View: [Acqusitons Objects -]

types.
ety

2. Select one of the following Acquisitions record types:
e Fiscal Year
e Fund
e Invoice
o Purchase Order
e Selection List
e Supplier Record

If there are existing templates that can be used for the record type, the
templates are displayed in the New dialog box. For Acquisitions
records, only purchase orders have templates.

3. [If appropriate, select Existing Template, and select a template from the
list.

4. Click OK.

Note:

If you are creating multiple purchase orders using the same template,
select the template, and select the Make session default box. When you
create the next purchase order, the template is automatically selected.

The appropriate workform appears for the record you want to create.
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Setting Up the Acquisitions Budget

When you set up the acquisitions budget in Polaris, you create fiscal years,
funds, and subfunds, and then manage the money in these funds. Once you
set up the fund structure and allocate money, Polaris automatically tracks
all encumbrances and expenditures in the Fund Record.

First, you create a fiscal year record to represent your organization’s total
budget for the financial year. You can set up multiple fiscal years that can
be more or less than a calendar year, and the time periods can overlap.
Next, you set up fund records linked to the fiscal year to represent the
money allocated for specific collections or types of materials. You can also
set up fund records to track items purchased with donated funds.

After setting up your funds at the first (parent) level under the fiscal year,
you can create additional subfunds that are linked to the first level. Then,
under the second level subfund, you can set a third level of subfunds and

SO on.
Note:
To quickly view the fund structure, use the Fund Explorer. See “View the
fund structure” on page 36.
[ 2012 - Community Fiscal Vear Fund Explorer - Polaris ol a ==
File Help
= B
[ 2012 - Community Fiscal Year Fund Explorer 2012 - Community Adul Fiction
Flscal year—————— ) B e o [enerl |
i 2012 - Adut Nondiction
Parent fund 212012 - Conmunty Aduk it e
Subfund o 5] 2012 - Adult Historical Fiction Totals For This Fund

§ 2012 - Adut Science Fiction
i 2012 - Community Childrer's DVDs Fiction Alocated: §25,000.00
[E 2012 - Community Children's Fiction
i [& 2012 - Community General Fund
i..[@ 2012 - Communty Reference

Currently encumbered: $0.00
Expendzd: $0.00
Free balance: $25,000.00

Totals Induding Al Subfunds
Alocated: $35,000.00
Currently encumbered: $0.00

Expended: 50.00

Free balance: $35,000.00

For Help, press FL

This unit covers the following topics:

* “Setting Up Fiscal Years” on page 26
* “Managing Funds” on page 27
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Setting Up Fiscal Years

Tip:
See “Using Date Pickers” in the
Polaris Basics Guide 4.1.

A fiscal year is the period of time for which an organization budgets the
money it has for acquiring materials. In Polaris Acquisitions, you create
fiscal year records to manage and track multiple fund records linked to the
fiscal year record.

When you set up a fiscal year record, you specify the fiscal year’s start and
end dates. Multiple fiscal years of varying lengths may overlap and be
active at the same time. For example, a fiscal year beginning July 1, 2011
and ending June 30, 2012 can overlap a fiscal year starting January 1, 2012
and ending December 31, 2012. You can track and report on separate
statistics for each fiscal year.

Note:

At the end of a fiscal year, you can roll over funds to the next fiscal year,
keep expending from the previous year’s funds while encumbering in the
new fiscal year’s funds, or close the previous fiscal year and start with a
new fund structure. See “Managing Fiscal Year Rollovers” in the Polaris
Technical Services Administration Guide 4.1.

Create a fiscal year record

Follow these steps to create a new fiscal year record.

1. Select File, New from the Polaris Shortcut Bar.
The New dialog box appears.

2. Select Fiscal Year in the Objects box, and click OK.

The Fiscal Year workform opens.

Fiscal Year - 505 - General - Polaris
File Edit View Links Tools Help

D@HE-X & &
Name: | R012 - Community Status:  Open 2/20/2012

General

Startdate:  2/20/2012 B End date: 2/19/2013 (=0

Owner:  Community Library (Cobleskil (COB) |

= Note:

For Help, press F1 NUM

Type the name for the fiscal year in the Name box.

Enter the dates for the fiscal year in the Start date and End date boxes.
Select the library that uses the fiscal year in the Owner box.

(Optional) Type a description of the fiscal year in the Note box.

N s W

Select File, Save to save the Fiscal Year record.
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Managing Funds

Fund records track the finances for the purchase of library materials and
services for the linked fiscal year. You can set up funds for sources of
money that are based on fiscal budgets, gifts, grants, donations, and
endowments. In addition, you can set up deposit funds to track accounts
where you have deposited a certain amount of money with a supplier.

To break funds down into subcategories, you can create subfunds that are
linked to the “parent” fund. You can leave the parent fund at zero dollars
and allocate money at the subfund level. Or, you can start with a bulk
amount in the parent fund and transfer money down to the subfunds. You
can clear the Display check box on the Fund workform for parent funds so
they do not display in fund lists and are not used to purchase materials.

If your library has standing orders or other predictable expenses, you can
expend the funds up front so you know your library has the money to cover
these costs. You can restrict the use of funds to a specific purpose, and
prevent money from being transferred to other funds.

The name of the linked fund (or its alternative name) is displayed on
invoice and purchase order workforms, and on selection list line item,
purchase order line item, and invoice line item workformes.

You can use options in the Acq Fund Droplist setup profile in Polaris
Administration to affect the fund list display as follows:

* Display the full fund name, the alternative name, or both names.

* Filter the funds lists so that only the destination branch’s funds are
displayed for purchase orders and invoices.

* Display all funds for all branches under the parent library in
purchase orders and invoices.

* Select specific funds across branches to display in selection lists.

For more information on this profile, see “Specify how funds are displayed
in Acquisitions” in the Polaris Technical Services Administration Guide 4.1.

Important:

Be sure your funds and subfunds are set up properly before any
transactions are performed. You cannot delete a fund after money has
been allocated, encumbered, or expended. If there are monetary
transactions using the fund, it cannot be deleted until the next fiscal year
rollover. You can view the fiscal year and its fund hierarchy in the Fiscal
Year Explorer. See “View the fiscal year and fund hierarchy” on page 37.
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Fund Transactions

Polaris Acquisitions Guide 4.1

In Polaris Acquisitions, the following types of transactions are posted
against funds:

Note:

The transactions that occur as a result of the fiscal year rollover process
are not covered here. See “Managing Fiscal Year Rollovers” in the Polaris
Technical Services Administration Guide 4.1 for information on this
automatic process.

* Encumbrance transactions are posted against funds when you:

Release a purchase order and select Pay on receipt of invoice on the
Payment Options dialog box.

Manually adjust a fund and select the option Adjust Fund Balances,

Manually adjust 'Total currently encumbered'.

Undo payment of an invoice - the amount expended is reversed
and the amount is re-encumbered.

* Expenditures/Debit transactions are posted against funds when you:

Release a purchase order and select Prepay on the Payment Options
dialog box.

Note:
When you prepay, no encumbrances are posted against funds, just
expenditures.

Release a purchase order with a fund type of Deposit Account
(debit transactions).

Manually adjust a fund and select the option Adjust Fund Balances,
Manually adjust 'Total expended'.

Pay an invoice line item segment, line item, or the entire invoice.
Note:

If a purchase order is linked to the invoice, a disencumbrance transaction
is also posted.

* Disencumbrance transactions are posted against funds when you:

Pay a regular invoice. (If there is a linked purchase order line, then
the original purchase order line amount is disencumbered, and the
invoice line item amount is expended.)

Cancel a purchase order line item segment, a purchase order line
item, or an entire purchase order.

* Unexpenditure transactions are posted against funds when you:

Credit a paid invoice line item segment, invoice line, or the entire
invoice.

Cancel a prepaid purchase order line item segment, purchase
order line item, or the entire purchase order.

Undo payment of an invoice.
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Tip:

You can also create a fund directly
from the Fiscal Year workform by
selecting Tools, Create Fund.

Tips:

You can name your funds to include
a group name, and then name
subcategories under the group, for
example General Fund - Adult,
General Fund - Children’s.

The alternate name can be a short
form of the working name, an
abbreviation, popular name, or the
former name of the fund.

Fund names also appear on
vouchers. See “Print one or
multiple vouchers” on page 237.
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Create a fund

Follow these steps to create a new fund from the New dialog box.

1.

Select File, New from the Polaris Shortcut Bar.
The New dialog box opens.
Select Fund in the Objects box, and click OK.

The Fund workform opens.

I8 New Fund -1 - General - Polaris E = @
File Edit View Links Tools Help
=HES- < PE E%
Bl jome: Alt. name: Status:  Open 4/30/2012
<
ol Galance: $0.00 || Transfers  Fiscal year: |000-1 (SAL) = | Fund type:
General
D Parent fund: External name:
B Owner: Community Library (Cobleskil) (COB) v] Source: [¥] Display
ﬁ Date User ID Amount  Transaction Type Source MNote
For Help, press F1 NUM

Type a working name for the fund in the Name box and a unique
alternate name in the Alternative name box.

Note:

By default, both the fund name and alternate name display for each fund
in the Fund list box on various Acquisitions workforms. To shorten this list
by displaying one or the other, use the Acq Fund Droplist setup profile in
Polaris Administration. See “Specify how funds are displayed in
Acquisitions” in the Polaris Technical Services Administration Guide 4.1.

To allow transfers of money from this fund to other funds, select the
Transfers check box.

Select the fund type in the Fund type box.

Note:

If you choose a fund type of Donation, you must enter the individual
donor’s last name and first name, or the name of the donating
organization, on the Donation view of the Fund workform. See “Add donor
information to a fund” on page 33.

Select the fiscal year to which you want to link this fund in the Fiscal
year box.

Select the library that owns or controls the fund in the Owner box.
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8. Type the name of the fund in the External name box. This is the name by
which the organization (shown in the Source box) refers to this fund.

9. Type the name of the organization that supplies the money for this
fund in the Source box.

Tip: 10. If you do not want the fund to display in the list of funds in selection

If you are creating a parent fund list line items, purchase order line items, or invoice line items, uncheck
with subfunds under it, you may the Display check box
want to prevent the parent fund )

from being selected for purchases  11. Assign the beginning allocation for the fund. See page 38.
by unchecking the Display check

box. 12. To set limits on fund encumbrances/expenditures, see page 31.
13. Select File, Save to save the fund.

Note:

A message informs you if Polaris detects a duplicate fund name for the
same fiscal period. Click OK, and rename the fund.

Related Information

“Add a subfund” on page 35
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Tip:

Click to display the Fund Balances
view.

Setting Up the Acquisitions Budget 31

Set fund encumbrance/expenditure limits

You can set limits on encumbrances for line items, orders, and funds as a
whole. You can also set limits on expenditures for line items, invoices,
funds, and overexpenditures.
Note:
When the fund limits are at $0.00, and you add the beginning allocation or
transfer an amount into the fund, the limits are updated with the allocated
amount. You can change the fund limits after the beginning allocation. If

you update the fund limits manually before you enter the beginning
allocation, the fund limit amounts remain as you set them.

Follow these steps to set the encumbrance and expenditure limits for the
fund.

1. Open the Fund workform.

2. Select View, Fund Balances on the Fund workform.

The Fund Balances view appears.

[E New Fund - 1 - Fund Balances - Polaris ol @ s3]
File Edit View Links Tools Help
sHS- X v o K
MName: Alt. name: Status:  Open 4/30/2012
Balance: $0.00 | Transfers  Fiscal year: |000-1 (SAL) = | Fund type: |Regular =
Fund Balances
Allocations Encumbrance Limits
Beginning: $0.00 Line item cannot exceed: k.00
Carryover: £0.00 Orders cannot exceed: $0.00
Total allocated: 40,00 Fund cannot exceed: £0.00
Totals Expenditure Debit Limits
Currently encumbered: §0.00 Line item cannot exceed: $0.00
Expended/Debited: £0.00 Invaices cannot exceed: £0.00
Percent expended,debited: 0 Fund cannot exceed: $0.00
Free balance: 50.00 Exceed free balance by: $0.00
| Note
General:
For Help, press F1 NUM

3. Type the dollar amounts for the encumbrance limits in the following
boxes:
¢ Line item cannot exceed
e Orders cannot exceed
e Fund cannot exceed

Note:
If the fund is a deposit account, you cannot set encumbrance limits.
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4. Type the dollar amounts for the expenditure limits in the following
boxes:
e Line item cannot exceed
¢ Invoices cannot exceed
e Fund cannot exceed
e Overexpenditure allowance

Note:

If the fund is a deposit account, you cannot set an overexpenditure
allowance.

5. To enter a note regarding the fund balances, type it in the General box.

6.  Select File, Save to save the record.

Related Information

* Fiscal Year Rollover - When you do a fiscal year rollover, the fund limits
are copied to the new funds. See “Managing Fiscal Year Rollovers” in
the Polaris Technical Services Administration Guide 4.1.

* Overexpending funds - To overexpend funds, a staff member must
have the permission Overexpend funds.
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Tip:

Click to display the Fund Balances
view.

Tip:

You can search for a donor fund by
first name, last name, or
organization name. You can search
for purchase order line items and
invoice line items by donor name, if
they are linked to a donor fund.

Setting Up the Acquisitions Budget 33
Add donor information to a fund

You can set up a donor fund to track purchases using donated funds.
Follow these steps to add donor information to a fund.

Note:

When you release a purchase order that uses a donor fund and create on-

order items, the donor information is copied to the Source and Acquisition
view of the Item Record workform. When you pay for the order, the donor
funds and the items that were purchased using the donor funds are listed in
the Items by Donor Fund Report. See “Acquisitions Reports” in the Polaris
Basics Guide 4.1.

1.  Open the Fund workform - Donor view.

[ New Fund - 1 - Denor - Polaris [E=nE=R<"
File Edit View Links Tools Help
HS- X PR 5 g
Name: Alt. name: Status:  Open 4/30/2012
Balance: $0.00  [#|Transfers  Fiscal year: |000-1 (SAL) ~| Fund type: [Reguler -
Donor
Fund category: Memor Renewal date: 4/30/2013
First name: Middle: Last name:
Donor organization:
Address
Address: County:
Country: USA
City: State: Postal code:
Phone: Fax: Email:
Notes
In memary of:
Description:
Restriction:
For Help, press F1 NUM

2. Select Donation in the Fund type box if the fund type is Donation.
Select the type of donation in the Fund category box.

Note:
Fund categories are defined in Polaris Administration.

4. Select the date when the fund is renewed in the Renewal date box. See
“Using Date Pickers” in the Polaris Basics Guide 4.1.

5. If the donor is an individual, type the person’s name in the First name,
Middle (initial), and Last name boxes.

6. If the donor is an organization, type the organization’s name in the
Donor organization box.

7. Type the donor’s address in the Address 1 box. If you need more room
for the address, continue typing in the Address 2 box.
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8. Type the postal code in the Postal Code box.

Note:

If you enter a valid postal code, the City, State, and County boxes are
automatically filled in.

9. Ifyoudidnotenter avalid postal code, type the donor’s city, state, and
county in the City, State, and County boxes.

10. Select the donor’s country in the Country box.

11. Type the contact information for the donor in the Phone, Fax, and Email
boxes.
12. Type any applicable notes regarding this donation fund as follows:

* If the fund is dedicated to a person, type the name of the person in
the In memory of box.

* Type a description of the donation in the Description box.
* If the donor has specified any restrictions on the use of the fund,
type the information in the Restrictions box.

13. Select File, Save to save the record.

Related Information

* Changing fund types - If you change a Donation fund type to a Regular
fund type after entering the donor information, a message tells you that
the donor information will be deleted.

* Item records - If you generate item records, the donor information is
automatically transferred to the item record. See “Enter acquisitions
information for an item record” in the Polaris Cataloging Guide 4.1.
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| Add a subfund

4 /[ H

.H.UZHS You can create an unlimited number of funds and subfunds. When you
create a subfund from the main (parent) fund, a new Fund workform opens
with the name of the parent fund in the Parent fund box, and the fiscal year
to which the fund is associated in the Fiscal year box. Then you complete the
Fund workform for the subfund.

All subfunds created from a parent fund have the same fund type as the
parent fund. If the subfund has a fund type of Deposit Account, you cannot
change it to Regular or Donation. If the subfund has a fund type of Regular
or Donation, you cannot change it to Deposit Account.

Follow these steps to add a subfund to an existing fund.

Note:

Be sure to set up your fund structure before allocating money to the funds.
You can view the fund hierarchy with the Fund Explorer. See “View the
fund structure” on page 36.

Open the Fund workform.
2. Select Tools, Create Subfund.

A new Fund workform opens with the Status, Transfers, Fiscal year, Fund
type, Parent fund, and Owner boxes already filled in.

I8 New Fund - 3 - General - Polaris EIEI @
File Edit View Links Tools Help
=HES X P B EY
Name: Alt. name: Status:  Open 4/30/2012
Balance: 000 @transfers Fiscal year Fand type:

General
Parent fund: 2012 - Community Adult Fiction External name:

Ouwner: Community Library (Cobleskil) (COB) v| source: [] Display

=
<
Z
[l
H
T

Date User ID Amount  Transaction Type Source Note

For Help, press FL NUM

3. Follow the instructions for adding the fund information in “Create a
fund” on page 29.
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Tip:

To see all the funds associated with
a fiscal year, see “View the fiscal
year and fund hierarchy” on

page 37.

Polaris Acquisitions Guide 4.1

View the fund structure

With the Fund Explorer, you can view the fund balances and the balances
for all subfunds that are linked to a parent fund.

Follow these steps to view the fund structure for a particular fund.
1. Use one of the following methods to access the Fund Explorer:

¢ From the Fund workform, select Links, Fund Explorer.

* From a fund listed in the Find Tool results, right-click and select
Explore from the context menu.

The Fund Explorer appears.

[ 2012 - Community Adult Fiction Fund Explorer - Polaris fol -E =]
File Help
= E7
-2ﬂ12- Community Adutt Fiction Fund Explorer -2ﬂ12- Community Adutt Fiction Fund Explorer
[ 2012 - Community Adult Fiction Fund Explorer| —'—|
= . 2012 - Community Adult Fiction General | about
- 2012 - Adutt Historical Fiction
[ 2012 - Adutt Science Fiction
- Fund
MName: 2012 - Community Adult

External name:
Donor Name{Organization):

Donor Name(Last, First, Middle):

Library: Community Library
Status: Open

Transfers allowed: es

Amount Currenty Encumbered: $0.00

Amount Currently Expended,Debited: 0,00
Free Balance Amount: $25,000.00

For Help, press F1

2. Select the fund or subfund for which you want to view the balance

information.

The information for that fund or subfund appears on the right side of
the Fund Explorer.
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You can also see an individual fund
and its associated subfunds in the
Fund Explorer window. See “View
the fund structure” on page 36.

Setting Up the Acquisitions Budget 37
View the fiscal year and fund hierarchy

After you set up a fiscal year and its associated funds and subfunds, you
can view the entire fund structure and the fund balances in the Fiscal Year
Fund Explorer window.

Follow these steps to view the fiscal year and all the funds associated with
it.
1. Use one of the following methods to access the Fiscal Year Fund
Explorer:
¢ From the Fiscal Year workform, select Links, Fund Explorer.
* From a fiscal year listed in the Find Tool results, right-click the

fiscal year, and select Explore from the context menu.

The Fiscal Year Fund Explorer appears.

2012 - Community Fiscal Year Fund Explorer2 - Polaris (=R ER [
File Help
[E8 2012 - Community Fiscal Year Fund Explarer [ 2012 - Communtty Fiscal Year Fund Explorer
2012 - Community Fiscal Year Fund Explorer]
[ 2012- Aduk DVDs Fiction General | About

B 2012- Adul Non-ficton
-8 2012-Communiy Adut Fction
I 2012 - Adul Historical Fiction @ Eiscal Vear
I 2012 - Aduk Sciencs Fiction
B 2012 -Communty Chidren's DVDs Fiction

(- [@ 2012 - Commurnity Children'’s Fiction MName: 2012 - Community
I 2012 - Children's Science Fiction
g 2012 - Commurity General Fund Start date: 2/20/2012 12:00:00 AM
[E 2012 - Community Reference
End date: 2/13/2013 12:00:00 AM
Status: Open

For Help, press F1

2. Select a fund to see the fund totals and the subfunds associated with
the fund. The fund information appears on the right side of the
explorer.
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2 Assign the beginning allocation for a fund

.u.” - When you create a new fund, you specify the initial amount in this fund
(beginning allocation). Follow these steps to assign the beginning

allocation for a fund.

Tip: 1.

You can also transfer an amount
from another fund, and specify this
amount as the beginning allocation
for the destination fund. See
“Transfer money between funds”
on page 39.

Important:

Be sure your funds and subfunds are set up properly before any
transactions are performed. You cannot delete a fund after money has
been allocated, encumbered, or expended. If monetary transactions are
associated with the fund, it cannot be deleted until the next fiscal year
rollover. You can view the fiscal year and its fund hierarchy in the Fiscal
Year Explorer. See “View the fiscal year and fund hierarchy” on page 37.

Open the Fund workform.
Select Tools, Adjust Fund Balances on the Fund workform menu.

The Adjust Fund Balances dialog box appears with Assign Beginning
allocation selected.

Adjust Fund Balances ==
Adjust fund balances:

@) Assign "Beginning allocation”

Amount: $0.00

Note:

Ok ]{ Cancel I I Help

3. Type the beginning allocation amount in the Amount box.
(Optional) Type a note in the Note box.
5. Click OK to enter the allocation amount.
The Fund workform opens with the beginning allocation amount.
6.  Select File, Save to save the record.
Related Information

If the fund limits are set to $0.00, they are updated with the beginning
allocation, but you can change the amounts. See “Set fund encumbrance/
expenditure limits” on page 31.
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Transfer money between funds
) | L
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.M.u - You can move money from one fund to another in the same fiscal year if
transfers are allowed from both funds. The transfer amount must be less
than the free balance of the fund from which you are transferring money.

Tip: Follow these steps to transfer money from one fund to another.
You can transfer money between
funds with fund types of donation 1. Open the Fund workform.

or regular, and you can transfer Note:

money from donation or regular ote: . .
funds to a deposit account fund. You cannot transfer money to or from a fund if the Transfers check box is
Funds in deposit accounts can be not selected.
transferred only to other deposit

2. Select Tools, Transfer Money on the Fund workform menu.
account funds.

The Transfer Money dialog box appears.

Transfer Meney @

Adjust fund balances:

Transfer from: Adult Fiction

To: Adult {CPHA) -

Amount: s0.00

MNote:

[ CK. ] l Cancel ] [ Help

3. Select the fund to which you want to transfer the money in the To box.

Note:

Only the funds that are in the same fiscal year appear in this list. If you are
transferring from a deposit account fund, only funds with a fund type of
deposit account appear. If the fiscal year has only one fund, a message
tells you that money cannot be transferred.

Type the amount of money to transfer in the Amount box.
(Optional) Type a reason for the transfer in the Note box.

Click OK to transfer the money.

N & U s

If the destination fund has no beginning allocation, a dialog box

appears. Choose one of the following options:

* To designate the amount transferred as the beginning allocation
for the destination fund, click Yes.

* To transfer the amount without making it the beginning allocation,
click No.

¢ To cancel the transaction, click Cancel.

A new line appears in the Transaction list on the Fund workform for
each fund. An Outgoing Transfer transaction appears in the source
fund, and an Incoming Transfer or Beginning Allocation transaction
appears in the destination fund.
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Adjust fund balances manually

You can manually adjust fund balances through the Adjust Fund Balances
dialog box, which you access from the Fund workform. You can add a
supplementary allocation, reduce the allocation, manually adjust the total
currently encumbered, and manually adjust the total expended.

Important:

If you manually adjust the amounts encumbered or expended, and the fund
is linked to a purchase order or invoice, there may be inconsistencies in the
fund history display and in fund reports. For information on fund reports,
see “Acquisitions Reports” in the Polaris Basics Guide 4.1

Follow these steps to adjust the balances in a fund.
1. Open the Fund workform.

2. Select Tools, Adjust Fund Balances on the Fund workform menu.

The Adjust Fund Balances dialog box appears.

Adjust Fund Balances @
Adjust fund balances:

@) Supplementary allocation
~) Reduction in allocation
) Manually adjust "Total currently encumbered”

%) Manually adjust Totel expended”

Amount: 50.00

Note:

ok | [ cance | [ heb

3. Choose one of the following values to adjust:

Note:

You can assign the beginning allocation only if there is no allocation
amount already entered in the fund. See “Assign the beginning allocation
for a fund” on page 38.

* To add more money to the fund, click Supplementary allocation.
* To reduce the budgeted amount, click Reduction in allocation.
* To change the amount encumbered, click Manually adjust “Total

currently encumbered.”

Note:
This option is unavailable for deposit account funds.

* To change the amount expended, click Manually adjust “Total
expended.”

Type a positive or negative number in the Amount box.
Type a reason for the change in the Note box.
Click OK to submit the changes.

A new line appears in the Transaction list on the Fund workform, and
the free balance for the fund is adjusted accordingly.

© 2012 Polaris Library Systems



Polaris Acquisitions Guide 4.1 Setting Up the Acquisitions Budget 4 1

View fund transactions

When you release or cancel a purchase order, pay an invoice, transfer
money, undo payment for an invoice, or enter a credit, the transaction is
automatically recorded in the fund record. For an order using a regular
fund, an encumbrance is posted when the purchase order is released, and
an expenditure is posted when the invoice is paid. If the fund type is
Deposit Account, an expenditure transaction is posted when the purchase
order is released.

If you cancel purchase orders, purchase order line items, or segments, the
transactions are posted as disencumbrances (if the purchase order is not
paid) or unexpend transactions (if the order was paid). When you cancel a
paid purchase order, purchase order line item, or segment that uses a
deposit account, the transaction is posted as a credit.

Tip:

Press CTRL+SHIFT+A on the Fund
workform to load all the fund
transactions into the record. Scroll
to see more transactions.

Follow these steps to view fund transactions.
1. Open the Fund workform.

The Fund workform - General view displays the transactions.

[ Fund - 3247 - General - Polaris ol @ =]
File Edit View Links Tools Help
5 1
DEHS- X w8 &
-U Name: 2012 - Community Adult Fiction Alt. name: CAF Status:  Open 2/20/2012
Bl Galance: §24,349.10 Transfers  Fiscal year: | 2012 - Community (COE) Fund type:
General

D Parent fund: External name:

!ﬁ Owner: Community Library {(Cobleskil) (COB) v] Source: Display

’7‘ Date User Amount  Transaction Type Source Note &=

: 2/20/2012 4:50:56 PM peer $30,000.00 Beginning allocation 2012 - Community Adult Fiction, C...
2/20/2012 4:51:52 PM peer §5,000.00 Cutgoing transfer  to 2012 - Adult Science Fiction
4/30/2012 4:51:49 PM peer $16.95 Encumbrance PO# Adult Fiction 2011-12 Line# 1, Segment¥1 |z
4/30/2012 4:51:49 PM peer §24.95 Encumbrance PO# Adult Fiction 2011-12 Line# 2, Segment# 1
4/30/2012 4:51:49 PM peer $25.00 Encumbrance PO# Adult Fiction 2011-12 Line# 3, Segment# 1
4/30/2012 4:51:49 PM peer $10.50 Encumbrance PO# Adult Fiction 2011-12 Line# 4, Segment# 1
4/30{2012 4:51:49 PM peer $10.50 Encumbrance PO# Adult Fiction 2011-12 Line# 5, Segment# 1
4/30{2012 4:51:49 PM peer $10.50 Encumbrance PO# Adult Fiction 2011-12 Line# 6, Segment# 1
4/30/2012 4:51:49 PM peer $10.50  Encumbrance PO# Adult Fiction 2011-12 Line# 7, Segment# 1
4/30/2012 4:51:49 PM peer §10.50 Encumbrance PO# Adult Fiction 2011-12 Line# 8, Segment# 1
4/30/2012 4:51:49 PM peer $10.50 Encumbrance PO# Adult Fiction 2011-12 Line# 9, Segment# 1
4/30/2012 4:51:49 PM peer $10.50 Encumbrance PO# Adult Fiction 2011-12 Line# 10, Segment# 1
4/30{2012 4:51:49 PM peer $10.50 Encumbrance PO# Adult Fiction 2011-12 Line# 11, Segment# 1
4/30{2012 4:52:43 PM peer §16.95 Disencumber PO# Adult Fiction 2011-12 Line# 1, Segment# ...
4/30/2012 4:52:43 PM peer $16.95 Expenditure Inv# Adult Fiction 2012 Line# 1, Segme .
For Help, press F1 35 0f 35 NUM

2. Click a column header to sort the list of the transactions.

The transactions are sorted according to the column heading you

selected.

Related Information

The Fund results list in the Find Tool displays columns for the Total
Allocated, Encumbered, and Expended. Linked list boxes that display
funds also include these columns.

© 2012 Polaris Library Systems



42 Setting Up the Acquisitions Budget Polaris Acquisitions Guide 4.1

© 2012 Polaris Library Systems



Polaris Acquisitions Guide 4.1 Setting Up Supplier Records 43

Setting Up Supplier Records

Supplier records store information about each supplier’s account with your
library. Your library can add, change, and delete supplier records as
needed. If your library is part of a consortium using the same Polaris
installation, and multiple libraries contract with the same supplier, each
library creates a supplier record with a separate account number for the
same supplier.

A supplier record contains the supplier name, alternate name, contact
person, account information, Standard Address Number (SAN), telephone
numbers, mailing addresses, instructions, electronic access information,
currency (either base or foreign), and notes. Any Polaris record that
specifies a supplier, such as a purchase order, uses information from the
supplier record.

Your library can analyze the performance of suppliers and see the amounts
encumbered and expended by supplier using standard Polaris
Acquisitions reports, available under Utilities, Reports, Acquisitions. See
“Acquisitions Reports” in the Polaris Basics Guide 4.1.

Note:

Supplier records can be accessed from Serials or Acquisitions on the
Polaris Shortcut Bar. In Polaris Administration, permissions for supplier
records are under Serials.

This unit covers the following topic:

“Creating, Copying, and Deleting Supplier Records” on page 44
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Creating, Copying, and Deleting
Supplier Records

Tip:

You can also create a new supplier
record by copying an existing
record. See “Copy a supplier
record” on page 52.

You can create new supplier records from the Polaris Shortcut Bar or by
copying an existing supplier record displayed in the Supplier workform.
Supplier records can be deleted only if they are not linked to any purchase

orders or invoices.

Create a new supplier record

Follow these steps to create a new supplier record.

Note:

If you are creating a new supplier record for a vendor that uses a different
currency from your base currency, see “Set up a supplier record for a

foreign vendor” on page

1. Select File, New.

53.

The New dialog box appears.

New

Objects

BT

View: [AcquisitonsObjects ___ ~] oK

Fund

Invoice
Purchase Order
Selection List
Supplier Record

2. Select Supplier Record in the Objects box, and click OK.

The Supplier workform opens.

= New Supplier Record - 1 - General - Polaris
File Edit View Links Tools Help

o Alternative name: Currency:
=
0. I : Account: Owner: | Community Library (Cobleskil) (COB) -
'l Encumbrance Limits Expenditure Limits
0 Line item: $0.00  Supplier: $0.00 Line item: $0.00  Suppler: 0.00
D Grder: $0.00  Total: .00 Invoice: $0.00  Total: .00
ol o s

Accepts:  [_]EDI orders EDIorders  [7] ASN Shipments Address/profile ID: Account £

I

FTP address:

I

Username:
Password:

Hotes

General:

Plan:

POA/INY directory:
PO directory:

PO file extension:

For Help, press FL
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3. Type the supplier’s name in the Supplier name box.
Type an alternate supplier name in the Alternative name box.

5. Type the seven-digit standard address number of the supplier in the
SAN box.

Important:
The SAN is required for EDI orders. If you select Accepts EDI orders, you
cannot save the supplier record without the seven-digit SAN.

If your library uses Polaris Titles to Go, the SAN number in the Supplier
Record workform must match the profile set up in Polaris Administration.
See “Setting Up Titles to Go” in the Polaris Technical Services
Administration Guide 4.1.

Tip: 6. Type the library’s account number (or SAN suffix) in the Account no.
The SAN’s hyphen is for display box.
only; it is not transmitted
electronically. 7. Select the library that owns the account in the Owner box.
Note:

You can enter a dollar amount for the supplier, order, and line item
encumbrance and expenditure limits in the appropriate boxes. This
information is for reference only.

8. If the supplier accepts EDI orders, enter the communications
information. See “Enter the supplier’s EDI ordering data” on page 45.

9. Type notes for this supplier in the General box. You can enter up to 400
characters in this field.

10. Type plan information in the Plan note box if your library has an
approval or blanket purchasing arrangement with this supplier. You
can enter up to 400 characters in this field.

11. Add the supplier’s address information (see page 48).
12. Add the claiming criteria for this supplier (see page 50).

13. Select File, Save to save the record.

A A Enter the supplier’s EDI ordering data

lu - If the supplier accepts purchase orders via Electronic Data Interchange
(EDI) and your library wants to send orders electronically to this supplier,
the supplier record must contain the correct EDI ordering information.
Follow these steps to enter information for a supplier that accepts EDI
orders.

Important:

Contact the supplier to get the specific FTP transmission information, and
contact your Polaris Site Manager to help you implement EDI ordering. See
“EDI Ordering Setup Checklist” in the Polaris Technical Services
Administration Guide 4.1.

1. Open the Supplier workform.
2. Select the EDI orders check box.
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The other selections in the Communications frame are active when
you select the EDI orders check box, and the required fields are in bold

type.
W New Supplier Record - 1 - General - Polaris E =
File Edit View Links Tools Help

by
O Mame:  EDI Supplier| Alternative name: Currency: [usp =
=
Q SAMN: = Account: Owner: |Community Library (Cobleskill) (COB) V]
:3 Encumbrance Limits Expenditure Limits
('n Line item: $0.00 Supplier: $0.00 Line item: §0.00  Supplier: $0.00
D Order: $0.00  Total: $0.00 Invoice: $0.00 Total: $0.00
IL—m EDI Setup

Accepts:  [/|EDIorders [C|Enriched EDI orders  [] ASM Shipments Addressfprofile ID: @) Account ¥ (7) SAN/SAN Suffix
FTP address: POA/INY directory:
Usemame: PO directory:

Password: PO file extension:

Notes

General:

Plan:

For Help, press F1 NUM

Important:

If you select EDI orders, you cannot save the Supplier record without the
supplier’s seven-digit standard address number (SAN) in the SAN box. See
“Create a new supplier record” on page 44.

3. Select one of the following options, if applicable:

* If your library and the supplier have an agreement whereby the
supplier provides shelf-ready cataloging services, select the
Enriched EDI orders check box.

Note:
Enriched EDI includes cataloging services offered by the vendor, such as
branch stickers on books and other materials, fully-cataloged MARC
records, and 852 or 949 tags in the bibliographic records that automatically
create item records. The type of services and the costs vary according to
vendor. For more information, see “Enriched EDI Orders and Shelf-Ready
Items” on page 150.

¢ If the supplier provides an advanced shipping notice, select ASN

Shipments.

Note:

If the ASN Shipments box is checked, EDI invoices are not created
automatically. See “Receive using the Advanced Shipping Notice (ASN)” on
page 164.

4. Select Account # or SAN/SAN Suffix to indicate the address or profile ID.
Your Polaris Site Manager will confirm this information.

5. Type the FTP address in the FTP Address box.

Type the File Transfer Protocol (FTP) username in the Username box.
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7. Type the FTP password in the Password box.

Note:
The password does not appear when you type it.

8. Type the directory for the purchase order acknowledgment and
invoice in the POA/INV directory box.

9. Type the directory for the purchase order in the PO directory box.

10. Type the file extension for the purchase order in the PO file extension
box.

11. Select File, Save.

Related Information

* Setting up EDI ordering - To communicate with a supplier via EDI, you
must first contact the vendor and get specific information to enter in
Polaris. See “EDI Ordering Setup Checklist” in the Polaris Technical
Services Administration Guide 4.1.

* Polaris EDIAgent - The Polaris EDIAgent is an SQL job that scans the
supplier’s FTP server for files in the library’s directory, retrieves the
files, and saves them in the Polaris database. For more information, see
“About the Polaris EDIAgent Job” in the Polaris Technical Services
Administration Guide 4.1.

* Sending an EDI order - See “Transmit a purchase order electronically”
on page 138.

* Sending enriched EDI orders and receiving shelf-ready items
overview - See “Enriched EDI Orders and Shelf-Ready Items” on
page 150.

* Electronic Purchase Order Acknowledgment - You can generate the
Electronic Purchase Order Acknowledgment from the Utilities menu. See
“Acquisitions Reports” in the Polaris Basics Guide 4.1.

* Receiving the EDI invoice - The EDI invoice is created automatically in
Polaris from the supplier’s EDI invoice data. For more information, see
“Review automatic EDI invoices” on page 198.
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Tip:
Click to display the Orders view.

Tip:

You can copy the address
information from one view to
another. See “Copy the supplier’s
address” on page 49.

Polaris Acquisitions Guide 4.1

Add the supplier’s address

You can add the supplier’s address information for sending orders,
payments, or claims on the Orders, Payments, or Claims view of the
Supplier workform. You can enter different addresses if the supplier has
separate addresses for orders, payments, and claims. If the address is the
same, you can enter it once and copy it to the other views. Follow these
steps to add the supplier’s address information for sending orders,
payments, and claims.

1. Create the supplier record (see page 44).
2. Select View, Orders to display the Orders view.

W= New Supplier Record - 2 - Orders - Polaris [=l@® ==
File Edit View Links Tools Help
o e
Eds- 5
L Name: Altemalive name: Currency:
5 - -
"5_ SAN: : Accaunts Owner: [Community Library (Cobleskll) (cos) =]
=N e
n Send orders to: Copy to...

City:

[2]

County:

=

State/province:

53

Country: USA -
Postal code:

Contact:

Email address:

Phone no.:

Fax no.:

Discount
Discount applied: o

For Help, press F1 NUM

3. Type the supplier’s name and street address in the Send orders to box.

4. Select the country in the Country box.

Note:

The city, county, and state fields are filled in automatically from the
postal code. If you have permission to modify the postal address (Modify
postal address fields) you can enter the city, county, and state as well as
the postal code.

Type the postal code in the Postal Code box.
Type the contact person’s name in the Contact box.
Type the supplier’s e-mail address in the Email address box.

Type the supplier’s phone number in the Phone no. box.

¥ ® N oW

Type the supplier’s fax number in the Fax no. box.
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10. Type the discount percentage that the supplier offers your library in
the Discount applied box.

Note:

This discount percentage is applied to all purchase orders using this
supplier, but it can be changed in the purchase order. If you change the
discount percentage in the supplier record and save the record, a message
lists any linked purchase order templates and asks if you want to update
the discount percentage in these templates. Click Yes to update all the
linked templates.

11. Enter the supplier’s address information for sending payments and
claims on the Payments view and the Claims view using one of the
following methods:

e If the address is the same as the order address, click Copy to, and
copy the order address to the payment or claims address. See
“Copy the supplier’s address” on page 49.

¢ If the address is different from the order address, enter the new
address.

12. Select File, Save to save the record.

Copy the supplier’s address

A
.M.”A” When you enter the supplier’s address in one view on the Supplier
workform, you do not need to enter the information again. Instead, you can
copy the supplier’s address from one view (Orders, Payments, or Claims)
to another. Follow these steps to copy the supplier’s address from one view
of the supplier record to another.

1. Open the Supplier workform.

2. Select View, and select Orders, Payments or Claims on the Supplier
workform.

The Orders, Payments, or Claims view appears.
3. Click Copy to.

The Copy to context menu appears, listing the other views to which
you can copy the address information.

4. Choose one of the following options:
* To copy the address to the Payments view, select Payment Address.
* To copy the address to the Claims view, select Claiming Address.
* To copy the address to the Orders view, select Ordering Address.
* To copy the address to both of the other views, select Both.

5. Select File, Save to save the record.
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Add the claiming criteria for a supplier

Important:
You must set up the claiming criteria in the supplier record before any

items can be claimed.

The claiming criteria in the supplier record are copied to the purchase order
templates, purchase orders, and purchase order line items that use this
supplier. You can change the claiming criteria in the purchase order
template, purchase order, or purchase order line item. You can also set up
suppliers for serials, and specify serials claiming options. Follow these
steps to add the claiming criteria for the supplier.

Note:
For more information on claiming, see “Claiming” on page 167.

1. Open the Supplier workform - Claims view.

JE New Supplier Record - 1 - Claims - Polaris E = ._
File Edit View Links Tools Help
=HE X & K
e .
O Hame: Alternative name: Currency: [usp =
=
o BES : Account: Owner: |Community Library (Cobleskil) (COB) -
pall  Cloims and Cancelations
(-0 Send notices to: [ Maximum daims: 5 \
Claim waiting period:
flo} City: 1 days after release/expected arrival
County: 2 days after 1st caim
jilkd i
State/province: 3 days after 2nd dlaim
Country: UsA - 4 days after 3rd claim
Postal code: 5 days after 4th dlaim
Contact: [7] cancel notice
Email address: [ Auto cancel
Phane number: Cancel wait period
Fax number: [¥/] Claim notice

For :i‘a‘l-p, press FL

2. Type the number (1-5) in the Maximum claims box to indicate the number
of claims the library will submit to the supplier before canceling an
ordered item.

3. In the days after release/expected arrival box, type the number of days
between the time a purchase order line item is released to the time the
first claim is generated.

If you are entering serials claiming criteria, enter the number of days
between the time the serial issue is expected and the time the first
claim is generated.
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4. Enter the claim cycle information as follows:

a) Type a number in the 1st claim box to indicate the number of days that
must pass after the first claim is generated before the second claim is
generated.

b) Type a number in the 2nd claim box to indicate the number of days that
must pass after the second claim is generated before the third claim is
generated.

¢) Type a number in the 3rd claim box to indicate the number of days that
must pass after the third claim is generated before the fourth claim is
generated.

d) Type a number in the 4th claim box to indicate the number of days that
must pass after the fourth claim is generated before the fifth claim is
generated.

Select the Cancel notice box to generate a cancellation notice.
Select the Claim notice box to generate a claim notice.

Select the method by which to send notices in the Notice Method box.
This notice method is used if you specify Supplier Preference in the
notices options in Polaris Administration. See “Set up notification
methods, e-mail options, and export location” in the Polaris Patron
Services Administration Guide 4.1.

Note:

The cancellation information is not applicable for serials issues. You would
cancel or not renew the entire subscription, not a specific issue. You can
enter additional claiming information in the Serial Holdings Record. See
“Claiming in Serials” in the Polaris Serials Guide 4.1.

8. Select Auto cancel to cancel purchase order line items automatically
after the claim cycle is over.

9. Type anumber in the Cancel wait period box to indicate the number of
days to wait after the last claim is sent out before canceling items
ordered from this supplier.

10. Select File, Save to save the record.

Related Information

* Enter claiming data on the Purchase Order workform - See “Add or
change claiming information for an order” on page 115.

* Claiming monographic items - See “Claiming” on page 167.
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2 Copy a supplier record

A )

Py
1
) |

=

.u.” - You can speed up the process of creating supplier records by copying
information from one supplier record into another. Copying a supplier
record saves steps when most of the supplier information is the same for
the new supplier. Follow these steps to copy one supplier record to a new
supplier record.

1. Open the Supplier workform.
2. Select File, New from the Supplier workform menu bar.

The New Supplier Record dialog box appears.

New Supplier Record [l
© Cler WarkForm
7 Copy Existing Work Form P

3. Click Copy Existing Workform to copy the information to a new supplier
record.

A new Supplier workform opens with the copied information.
Edit the new supplier record as needed.
Select File, Save to save the new supplier record.

The record was saved successfully appears in the status bar.
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Tip:

You can search for suppliers,
purchase orders, and invoices by
currency code. Select Currency
Code in the Limit by box in the
Find Tool and select the code.

Setting Up Supplier Records 53

Set up a supplier record for a foreign vendor

If you order materials from a vendor that uses a different currency from
your country’s base (default) currency, you can select the currency in the
Supplier record.

Note:

The currency must be enabled in the Currencies policy table in Polaris
Administration. See “Add or enable a foreign currency” in the Polaris
Technical Services Administration Guide 4.1.

Follow these steps to set up a supplier record for a foreign vendor.

1.

Select File, New, Supplier Record and enter the foreign vendor’s
information in the Supplier workform. See “Create a new supplier
record” on page 44.

Select the foreign currency in the Currency box.

5 New Supplier Record - 3 - General - Polaris EI o @
File Edit View Links Tools Help

NedH&E- X & 17

b -

O Name: Alternative name: Currency:

=

—

Q SAN: : Account: Owner: | Community Library (Cobleskil) (COB) v]

Encumbrance Limits Expenditure Limits
b i

U) Line item: $0.00  Supplier: £0.00 Line item: $0,00  Supplier: $0.00

D Order: $0.00  Total: $0.00 Invoice: $0.00  Total: $0.00

\_@ EDI Setup

Accepts: [ |EDI orders Enriched EDI orders  [] ASN Shipments Address/profile ID: @) Account = SAN/SAN Suffix

B

FTP address: POA/INV directary:

|

Username: PO directory:

Passward: PO file extension:

Notes

General:

Plan:

For Help, press F1 NUM

Save the Supplier record.

When a foreign supplier is used, the amounts in the Purchase Order,
Invoice, Purchase Order Line Item, and Invoice Line Item workforms
are displayed in the foreign vendor’s currency, along with the
currency code. For example, on the Orders view of the Purchase Order
workform, the order total displays Order (CAD) for orders placed with a
Canadian supplier, if this is not your base currency.

Totals
Sales tax: $0.00

Order {CAD): §518.95

However, when transactions are posted to the fund, the amount is
converted to your base currency. See “Fund Transactions” on page 28.

© 2012 Polaris Library Systems



54 Setting Up Supplier Records

Py [y
) |

A ny ny

Polaris Acquisitions Guide 4.1

Update the currency exchange rate for a foreign
currency

You can change the exchange rate for currencies other than the default
currency if you have the permission Adjust currency exchange rates: Allow.

Note:

The currency must be enabled in the Currencies policy table in Polaris
Administration before you can update the exchange rate. See “Add or
enable a foreign currency” in the Polaris Technical Services Administration
Guide 4.1.

Follow these steps to change the exchange rate for a foreign currency.

1. Select Utilities, Update Currency Exchange Rates.

The Update Currency Exchange Rates dialog box appears.

Update Currency Exchange Rates (22l
Organization: | DIEETeaeeS] -
Currency: - Rate: 0.0000

Last modified: By:

Save ] | Close | | Help

2. Select the organization for which you want to update the currency
exchange rate in the Organization box.

3. Select the currency to update in the Currency box.
Type the exchange rate in the Rate box.

The Last modified date and By box display the date and time the currency
rate was updated and your user name. These fields cannot be
modified.

5. Click Save.

The exchange rate is saved. When transactions are posted to the fund,
the system uses the new exchange rate to convert the amount to your
base currency.

Related Information

The Currency Exchange Rates report lists updates to any foreign currency’s
exchange rate. For more information, see “Acquisitions Reports” in the
Polaris Basics Guide 4.1.
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Delete a supplier record

If a supplier record is not linked to any purchase orders or invoices, the
record can be deleted. Follow these steps to delete a supplier record.

1. Use the Find Tool to search for the supplier record.
The Find Tool search results lists the supplier record(s).

2. Do one of the following tasks:

* Select the record in the Find Tool results list, right-click, and select
Delete.

* Double-click the record to open it, and select File, Delete on the
Supplier Record workform menu.

If the record is not linked to any purchase orders or invoices, it is
deleted. If the record is linked to any purchase orders or invoices, a
message appears and you are prevented from deleting the supplier
record.
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Setting Up Templates for
Acquisitions

You can set up purchase order, item, and bibliographic templates to speed
up acquisitions processing. Purchase order templates contain default data
for the types of purchase orders your library most frequently uses. When
you create a purchase order from a template that includes a line item, the
default distribution information (quantity, branch, collection, and fund) is
already filled in.

To create on-order items automatically when purchase orders are released,
you must set up on-order item templates. Creating on-order items helps
speed up processing of materials when they are received. You can specify
whether to display on-order items in the public access catalog where
patrons can place hold requests on them, or to display the items after their
status changes from On-order to In.

You can also set up on-order bibliographic templates for creating brief
bibliographic records for materials other than books. Then, when you
create a purchase order line item, you can select an on-order bibliographic
template that already contains the appropriate bibliographic information
for the type of material.

This unit covers the following topics:

* “Creating Purchase Order Templates” on page 58

* “Creating On-Order Bibliographic Templates” on page 62
* “Creating On-Order Item Templates” on page 66
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Creating Purchase Order Templates

When you use templates to create purchase orders, you reduce the amount
of data you need to enter for each purchase order you create. You can create
a purchase order template from an existing or a new purchase order. If you
use a template that has information in the following fields, the information
is retained when you create a purchase order from the template:

Order number suffix

Ordered at library name and SAN

Order type

Header charge types

Authorization

Payment method

Plan name

Claim setup

Supplier

Discount applied

Sales tax

Order note

Material type (from line item)

Public and Non-public notes (from line item)
Instructions to supplier - all information except Order canceled date
Quantity (from segments)

Destination (from segments)

Collections (from segments)

Funds (from segments)
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Create a purchase order template

You always start from the Purchase Order workform to create a new
purchase order template, whether you create a new purchase order or use
an existing one. If the purchase order contains line items, only the first line
item on the Purchase Order workform will be saved in the template, but it
can have an unlimited number of segments that are all retained. You can
also save a purchase order as a template with only header information and
no line item data.

Follow these steps to create a purchase order template.

1. Create a new purchase order or search for and select an existing
record.

The Purchase Order workform opens.

2. To create a template that includes a default purchase order line item
with distribution data (segments), do one of the following steps:
* If you are starting with a new purchase order, add a new line item
with all the distribution information (segments). See “Add
purchase order line item segments” on page 125.

* If you are using an existing purchase order, open the first purchase
order line item, and verify that the distribution information is set
up correctly. The bibliographic information is not saved in the

template.
[ Purchase Order Line Item - 189780 - General - Polaris EI = @
File Edit View Links Tools Help
E Order no.: 2012 peer Status: Pending 4f30/2012 Lineno.: 1
.E:,) Descriptian
B ooy 0374203053 hardcover tall [ Find | controlumber: 839882 Template: {None)
o)
c: Title: The marriage plot Authar:  Eugenides, Jeffrey.
—
-~ Publisher: Farrar, Straus and Giroux, Date: 2011 Edition: isted. Alert Display in PAC
[
Q Other no.: ¥ LCCN: 2011022099 Material type: Iv Baok ‘
= Y | %
Q Unit price: §0.00 Discount rate {%s): a Discount price: £0.00 Line item total quantity: 3
3
e Segment I Quantity Destination Collection Fund Fiscal Year | Segment Stz Payment Status *
(6] 1 1 Community Library (Cobles Adult Fiction 2012 - Community Adult Fiction (i 2012 - Commu Pending Open
o 2 1 Community Library {Cobles New items (new to the brai 2012 - Community General Fund 2012 - Commu Pending  Open
= 3 1 Community Library {Cobles Young Adult Fiction 2012 - Community General Fund 2012 - Commu Pending  Cpen
o
z/| -

Orders {Chorges) Totals

3. Select File, Save as Template from the Purchase Order workform menu.

The Assign Template Name dialog box appears.
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=

Assign Template Name

Name:

OK ] I Cancel J { Help

4. Type aname for the template, and click OK. You can enter a maximum
of 50 characters.

The purchase order template is saved with the name you gave it. If you
set up the template with line item segments, one default line item with
no title information is saved in the purchase order template.

(Optional) Type a purchase order suffix in the box to the right of the
Number box. You can use the suffix box to indicate a type of order or a
supplier.

Tip: 5.
You cannot type a purchase order
number in the Number box when

you create a template because the
number is assigned when the

purChase O.rder 1S Created' L. = Purchase Order Template - 2012 Fiction - Line ltems - Polaris E = @
However, if you enter a suffix it Filems EditmViewmLinksmicolsmsHelp
will be retained in the template. N =2 E = x a st 2 i E@
When you search for a purchase
order created with this template, Mumber: peer Status:
you can include the suffix in the Type: Uines: Tot: Method
search criteria. TEEEE
IEEQ XS |8

Fund Status

[Multiple]

Line... Title Author ISBN/ISSN Amount Orde... Recei... Invoi..

1 $0.00 3 o o Pending

1
©
=
@]
DL
0
i)
o
o
3
Q.

NUM

The template was saved successfully. Template

6. Enter information or edit existing information for the new purchase
order template.

Related Information

Entering information on the Purchase Order workform - See “Creating
Purchase Orders” on page 106.
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Copy a purchase order template

To create a new purchase order template that is similar to an existing one,
you can copy the purchase order template and save it with a new name.
Follow these steps to copy a purchase order template.

1.

Select Acquisitions, Templates, Purchase Order and search for the existing
template.

Select the template, right-click and select Create Purchase Order from the
context menu.

The Purchase Order workform opens.

Select Save as template and name the template.

Note:

You can also open the purchase order template, select File, New, Use
existing template and select the template with the same name. Then
select File, Save as template and type a new name for the template in the
Assign Template Name dialog box. If you select File, New, Copy
Workform, the header data will be copied, but not the default line item.

Rename a purchase order template

Follow these steps to use all the information in a purchase order template,
but give it a new name.

1.

Select Acquisitions, Templates, Purchase Order from the Polaris Shortcut
Bar.

The Find Tool appears.
Search for the template you want to rename.

A list of templates appears in the Find Tool results list.

Right-click the template name, and select Rename from the context
menu.

The Rename a Purchase Order Template dialog box appears.

Rename a Purchase Order Template (=3

Name:

QK ] I Cancel I I Help

Type a new name for the template. You can enter a maximum of 50
characters.

Click OK to save the purchase order template using the new name.
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Creating On-Order Bibliographic
Templates
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Tip:

You could also open an existing
template and copy it to create a
new on-order bibliographic
template.

When you manually add a bibliographic record on the Purchase Order
Line Item or Invoice Line Item workform, or use Titles to Go, you can select
a bibliographic template from a drop-down list of templates. Any tags
saved in the on-order bibliographic template, such as the 008 tag, the 245$h
tag, and all 006/007 tags, will automatically appear in the new
bibliographic record.

You can create on-order bibliographic templates for non-print materials,
such as DVDs, so that they display correctly in the PAC. If you do not select
a template when you are manually entering title information on a purchase
order or invoice line item, the brief bibliographic record will be coded for a
book. For more information, see “Type of Material Codes (TOMs)” in the
Polaris Cataloging Guide 4.1.

All the other bibliographic information entered in the purchase order line
item, such as the LCCN, ISBN, UPC, author, publisher, publication date,
and edition, is used to create the bibliographic record. You can create
various types of on-order bibliographic templates.

Create an on-order bibliographic template
Follow these steps to create an on-order bibliographic template.

1. Select File, New.

The New dialog box appears.

New (==
Objects

view: |All Objects -

Authority Record
Authar ‘emplate
Biblio c Record

h
Collection
Course Reserve

2. Select Bibliographic Template.
The Bibliographic Template workform opens.
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[BT Mew Bibliographic Templatel - MARC2L - Polaris =M=
File Edit View Tools Help
~
=HEs- & 74
Template

-EJ.. Name | Template owner  |peer -
L

Q. Owner: Title: [#] Display in PAC

U IRER Data

-~ LIR nam 22 4500

S_-! E Q90212

s

8]

oy

=]

i)

==

0

Q
For Help, press FL NUM OVR

3. Inthe Name box, type a name that begins with On-order, such as On-order
DVD.

Important:
Begin the bibliographic template name with On-order or On order (with or
without the hyphen).

Select the owner of the template in the Template Owner box.

In the Owner box, select the owner of the bibliographic records that are
created using this template.

Note:

You do not need to set the Display in PAC check box in the bibliographic
template. The new bibliographic record will use the setting for the
purchase order line item.

6. Double-click LDR.
The Leader dialog box appears.

LEADER - BIBLIOGRAPHIC DATA (=]

Record statws (05) [n-tiew -]

Type of record {08) la - Language material 'J

Bibliographic level (17) [m - Meragraph/item -]

Type of control (08) l - Mo spedific type 'J

Character coding scheme (0) [ -MARCS -

Encoding level (17) [Ruleva -

Descriptive cataloging form (18) I - Mon-ISBD 'J

Linked record requirement (13) I - Related record not required VJ

l OK. ]{ Cancel I { Help I

7. If you are creating a bibliographic template for non-print materials,
select the appropriate value in the LDR/06 box.

8. Make any other changes in the Leader.
9. Click OK to save your changes and close the Leader dialog box.
10. Double-click 008.
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The 008 dialog box appears. The type of 008 dialog box depends on the
value you selected in the LDR /06 box.

008--VISUAL MATERIALS (LDR/06 values g, k, o, 1} ===
Entry date (00-05) 080204
Type of date (06) [1:=1o attempt to code -

Date 1{07-10)

Date 2 (11-14)

Place of pub {15-17) I 111 - Fill Character ']

Running time {13-20)

Budiencs (22) 1o attempt to code -
Government pub (28) I | - No attempt to code 'l
Farm of item (29) I | - No attempt to code vl
Type of visual mat] (33) || -No attempt to code -
Technique (34) [1-1io attempt to code |
Language (35-37) (111 Mo attempt to code -
Modified record {38) I | - No attempt to code 'l
Cataloging source (35)  [| ~No attemptto code -

=

11. Select the appropriate options in the 008 dialog box, and click OK.

12. Inthe Bibliographic Template workform, type 006 (additional material
characteristics) or 007 (physical description) to indicate the type of
material, and type the appropriate subfield code, for example, 007 $v.

13. Double-click 006 or 007.

The 006 or 007 dialog box appears. The dialog box depends on the
subfield code you entered.

007--VIDEORECORDING ==
Category of material (00) W - Videarecording
Specfic mat] desig (01) 1o attempt to code -
Color (03) [I-o attempt to code -
Videorecording format (09) [1--ho attempt to code -
Sound on medium/sep (05 [I-ho attempt to code -
Medium for sound (08) [I-o attempt ta code -
Dimensions (07) 1Mo attempt to code -
Config of playback channels (08) { | - Mo attempt to code vl
ok [ concel ][ beb ]

14. Select the other character positions to save in the 006 or 007 tag, and
click oK.

The 006 or 007 dialog box closes and the Bibliographic Template
workform is updated with the information you selected.

15. Add any other tags to include in the template.
16. Save the bibliographic template.
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Example - Bib Record Created from a PO Line Item

When you create a brief bibliographic record from a purchase order line

item and use an on-order template, the record will contain the information
from the template and the information you entered in the purchase order
line item. For example, you could select a bibliographic template that was

[P Mew Purchase Order Line ltem - 5 - General - Polaris
File Edit View Links Tools Help
E Orderno.: 2012 peer Status: Pending 430/2012 Lineno.: 3
i 1SBN/ISSN: - Find Control number: Template: |v DVD (peer)
Q
Title: Trishna Author:
= e
el Publisher: Date: 2012 Edition: Mert ] Display in PAC
1.
o L - Loon: Material types [+ (None) ]
S § 6 BT | >
[0  Unit price: 525.00 Discount rate (%): 0 Discount price: 520,00 Line item total quantity: 0
1]
Y]
ool Seqment! Quantity Destination Collection Fund Fiscal Vear | Segment Stz Payment Status
E 1 1 Community Library (Cobles Audiovisual 2012 - Adult DVDs Fiction (ADF) 2012 -Commu Pending  Open [
&
& -
Orders {Charges), Totals /
The operation failed. NUM

The resulting brief bibliographic record contains the information entered in
the purchase order line item and the information from the template.

[T Eibliographic Record 855887 - MARCH - Palaris [E=mEon "
File Edit View Links Tools Help
DEHSES XX = Mo & B
E w907 Owner: | QA-Pato 4,1 Custer Test System {sys) »| wecordstans: Findd | Dispiay in PAC
8 Trebra
i}
o Data
LD ngm 22 4500
< ooomr N
PolarisTast
% 201206301727220
= gl fs ml
o
o wd cvail
== CHITREOZINE | e vl
:g- &6 00
1 Trisshru
@ sz
4
Frar Heslps, prrsess FI MUK
o
Related Information

* “Adding Titles to a Purchase Order” on page 117
* “Using Cataloging Templates” in the Polaris Cataloging Guide 4.1
* “Creating MARC Records” in the Polaris Cataloging Guide 4.1
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Creating On-Order Item Templates

Tip:

If your library sends Enriched EDI
orders to receive shelf-ready
materials from the vendor, you can
update the on-order items by
importing records with embedded
holdings data. See “Enriched EDI
Orders and Shelf-Ready Items” on
page 150.

You can set up on-order item templates so that on-order items are created
automatically when you release a purchase order that is not for a
subscription or standing order. If you choose to create on-order items when
you release a purchase order, Polaris attempts to match the values in the
fields on the purchase order line item and the values for the corresponding
fields in an on-order item template.

If the supplier provides copy-level codes in 970 $h, you can name on-order
templates with this code and use it in the matching process. See “Item
Template Codes” on page 69.

On-order templates that do not have a template code are matched to the
purchase order line item based on branch, collection, and material type. If
no on-order template is found that matches all three fields, the system
looks for an on-order item template with a matching branch and collection.
If no item template is found, the system looks for an on-order item template
with at least a matching branch. If no on-order item template matches the
branch in the purchase order line item, no item record is created. For more
information, see “Matching Process to Create On-Order Items” on page 67.

If multiple templates satisfy the matching criteria, the system uses the first
template found to create an item record. Once Polaris finds an item
template that has matching values in at least the branch field, the on-order
item is created using information from the on-order item template and
from the purchase order. If both the on-order item template and the
purchase order line item have information in the same fields, the
information in the purchase order line item is used. See “Data Copied from
Purchase Order Line to On-Order Item” on page 68.

In addition, the fund, release date, price, and purchase order number are
copied from the purchase order line item to the Source and Acquisition
view of the Item Record workform. If the item template already had a price
or other order information, it is overlaid by the information in the purchase
order line item. See “Data Copied from Purchase Order Line to On-Order
Item” on page 68.

Note:

The invoice number appears automatically on the Source and Acquisition
view if the purchase order is prepaid, or it appears later when the line
items are copied to an invoice. When you create item records from an
invoice without a linked purchase order (for example, you receive items as
part of a blanket or approval plan), the invoice number appears in the item
record, but there is no purchase order number.
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Matching Process to Create On-Order Items

When a purchase order is released and the user opts to create on-order item
records, the automatic matching process looks for an on-order item
template with values in certain fields that match the values in the
corresponding fields in the purchase order line item.

Important:

The item template must be named On-order or On order (with or without
the hyphen). If your library uses a copy-level code supplied by the vendor
in 970 tag Sh, the item template name must also include this code. See
“Item Template Codes” on page 69.

The matching process attempts to match an on-order item template to the
purchase order line item as follows:

Note:

The branch field is labeled Destination in the Purchase Order Line Item
workform and Assigned in the Iltem Template workform.

[ Item Template 5182 - Cataloging - Polaris

File Edit View Links Tools Help Title: The Age of Revolution Author:
0O |;’n“ u = 4 E@ Publisher: ~ Greenhaven Press, Date: 2002 Edition: [ Alert Display in PAC
Template Other no.: LCCN: E‘Iatena\ type: Back J

L
)
o
5
I~
&
et
—

TSEIISSIT oTET & OO TEMiETET

Name:  On order Community

Tite:
- Uit price: 52495 Discountrate (%): 42,5 Discount price: 514,35 Line item total quantity: 5
Callno.:  Fict
Identification
Owner: [Community Library (Cobleskil) (br)
IMsig'\ed:

ICullecﬁon:

Circulation parameters

Fiscal Year| Segment| Payment Stat
CPH FY 201 On-Order Open

Destination Collection
5] Community Library {Cobleskill) J Aduft Norfiction

Community Library (Cobleskill) (COB)

Adult Nonfiction (ANF)

sl | Puichase Order Line |

1. Match on values in 3 fields: branch, collection, material type
Match on values in 2 fields: branch, collection

3. Match on values in 1 field: branch

Purchase Order Line Item On-Order Item Template
Fields Fields
Destination (branch) Assigned (branch)

(Purchase Order Line Item workform - segment)

Collection Collection
(Purchase Order Line Item workform - segment)

Material Type Material type
(Purchase Order Line Item workform - line item)
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Data Copied from Purchase Order Line to On-Order Item

This table shows the fields on the Purchase Order Line Item workform
from which the data is copied and where this data appears on the on-order
item. If you create on-order items from an invoice, the invoice line item
fields are copied to the items.

Tip:

If the on-order item template also
has information in any of these
fields, the purchase order line item
values are used.

Purchase Order Line Item Fields

On-Order Item Fields

Destination
Purchase Order Line Item workform

Assigned (branch)
Item Record workform - header (all views)

Collection
Purchase Order Line Item workform

Collection
Item Record workform - header (all views)

Material Type Material Type

Purchase Order Line Item workform Item Record workform - Cataloging view
Unit Price Price

Purchase Order Line Item workform Item Record workform - header (all views)
Fund Source

Purchase Order Line Item workform
(segment)

Item Record workform - Source and
Acquisition view

Line status date
Purchase Order Line Item workform

Ordered

Item Record workform - Source and
Acquisition view

Order number
Purchase Order Line Item workform

PO

Item Record workform - Source and
Acquisition view

Invoice number
Purchase Order Line Item workform

Invoice

Item Record workform - Source and
Acquisition view

Public note

Purchase Order Line Item workform -

Instructions to Supplier view

Public note

Item Record workform - Notes and Notices
view

Non-public note

Purchase Order Line Item workform -

Instructions to Supplier view

Non-public note

Item Record workform - Notes and Notices
view
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Item Template Codes

Some libraries add holdings or copy-level codes to the supplier’s database, in
addition to the library’s distribution and fund codes. When a staff member
selects titles and creates the shopping cart on the supplier’s site, they also
select the appropriate copy-level codes, distribution codes, and fund data.
When the brief MARC records are exported from the supplier’s site, the
records contain the order data and the copy-level code in one or more 970
tags.

The library then imports the brief bibliographic records in Polaris, and
bulk-adds them to a purchase order. The 970 order data creates the
purchase order line items and segments. The copy-level codes are saved in
the database to be used in on-order item creation.

To create on-order items, the library creates item templates with the copy-
level code in the template name. When the purchase order is released, the
the copy-level codes in the purchase order line item segments are matched
to the template code and create the on-order items.

Follow these general steps to use copy-level item template codes in the
creation of on-order items:

Tip: 1. Define copy-level codes on the supplier’s materials selection Web site.

For detailed instructions for The codes can contain up to 10 alpha or numeric characters.
creating on-order item templates,
see “Create a new on-order item 2. For each copy-level code, create an on-order item template with the

template” on page 70. code in the template name, following On-Order. For example, On-order
MAV4WKBCD.

3. Select titles on the supplier’s Web site, select the appropriate code for
each copy, and other order data, including branch, quantity, fund and
price.

4. Download the brief acquisitions bibliographic records containing the
970 tags with the copy-level code in subfield h.

Note:

The 970 tags must also contain this subfield data: | (location), f (fund), q
(quantity), and p (price). The collection code ($c) and material type (Sm)
may also be in 970 tags, but they are not necessary if the copy-level code is
included in the $h.

5. Import the bibliographic records into a record set, and bulk-add them
to a purchase order.

The 970 subfields are used to create the distribution and fund data in
the purchase order line item segments.

Note:

The copy-level codes bulk-added from the 970 Sh are stored in the
purchase order line item segment table, but they are not visible in the
purchase order line item.

6. Release the purchase order and select the option to create on-order
item records.
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The system looks for a matching item template that has all these
characteristics:

* the template’s name begins with On-order (with or without the
hyphen);

* the item template code in the template’s name matches the copy-
level code stored in the purchase order line item segment table;

* and the branch in the Assigned field in the on-order item template
matches the branch in the Destination field in the purchase order
line item segment.

If the template has all these characteristics, on-order items are created.
If no on-order item template has all these characteristics, an error
message appears and no on-order item records are created.

Create a new on-order item template
] | /

Follow these steps to create a new template for automatically generating

on-order item records.

Tip: 1.
You can also create an on-order
item template by saving an existing
item record as a template, and
then entering the information
required for matching. See
“Matching Process to Create On-
Order Items” on page 67. Or, you

Select File, New from the Polaris Shortcut Bar.

The New dialog box appears.

2. Select Item Template in the Objects box, and click OK. The Item Template
workform opens.

: New ltem Template 2 - Catal - Pol iCH
can copy an on-order item e E=3Ea )
File Edit View Links Tools Help
template, change the information, 'H = 9
and then save it with another name =
to create a newon-order template. Jof rome: Template owner.  [pzer -
g Tite: [Fnd | Bibcontrolne.:
E Author: Non-dirculating Parent item:
Q Call number: /| Display in PAC Price:
E Ovner: | Community Library (Cableskil) (br) ~| shelflocation: [mvone) -
Pofll  Aosioned: [ Community Library (Cobleski) (c0B) ¥| Temporary location:
L) B
B Collection: | (None) v| Cradstonstatus:  [nProcess -
Craulation parameters Call number Request
o I [one) g || sreme ool —")| 7 Loanable outside Do not mail
e — system to patron
Loan period: \u‘ Prefix:
Fine code: [0vene) A= V] Holdable:
Renewal limit: Cutter: Limit to:
e Suffix: Pickup at this branch
=i oo 7 . Patrons from this fbrary and
Name of piece: branches
Copy: Patrons from this branch only
Home branch: |community Library (Cobleskil) (COB) | Do not float Preferred borrowers
For Help, press F1 NUM

Important:

3. Type a name that begins with On-order in the Name box.

The name of an on-order item template must begin with On-order or On

order (with or without the hyphen) and must be unique in the system; for
example, On-order - Adult Fiction. If you name the template with a prefix
of on-order (or on order), but the required data is missing in the template,
you will be unable to save it.
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4. If your library uses a supplier’s copy-level code to create on-order
items, type the code in the Name field after On-order. See “Item Template
Codes” on page 69.

5. Select the library that owns the template in the Template owner box.

Complete the following required fields:
* Owner (the library that owns the item record)
* Assigned (assigned branch)

® Material type
e Loan period

+ Fine code

¢ Renewal limit
« Stat code

* Scheme (shelving scheme)
7. Select the collection for the item in the Collection box.

Complete the other boxes on the on-order Item Template workform,
and select File, Save. For more information on these fields, see “Create
a single new item record manually” in the Polaris Cataloging Guide 4.1.

© 2012 Polaris Library Systems



72 setting Up Templates for Acquisitions Polaris Acquisitions Guide 4.1

© 2012 Polaris Library Systems



Polaris Acquisitions Guide 4.1 Setting Up Selection Lists 73

Setting Up Selection Lists

Selection lists in Polaris Acquisitions are used to assemble a list of titles that
the library may purchase at a later date. Titles can be added to a selection
list one at a time, or they can be bulk added from a bibliographic record set.
After the appropriate selector reviews the titles, the selection list line items
can be given a status of Approved, Consider, Desiderata, or Rejected.

You can use selection lists to approve or reject individual titles (lines),
check duplicates, merge one selection list into another, and copy selection
list lines to a purchase order or another selection list. You can rename an
open selection list, change a selection list’s status to open or closed, and
print the selection list fund allocations.

Your Polaris Administrator assigns selection list permissions according to
your library’s workflow. For example, some selectors may require full
control over selection lists. These selectors would need the following
permissions: Selection Lists: Access, Approve, Create, Delete, Modify. Other
selectors may have the permission to see the selection lists, but change only
the selection list line item segments for certain destination branches. In this
case, the selectors would need the permission Selection List Line Item
Segments: Create, modify, delete for each branch for which they select
materials. For more information, see “ Acquisitions Workflow Permissions”
in the Polaris Technical Services Administration Guide 4.1.

In addition to setting up permissions for selection lists, your Polaris
administrator can use the following Acquisitions/Serials profiles and
parameters to set up defaults for selection list line items and limit the
display of funds in selection list line item segments:

* Selection list line item defaults - This profile specifies a default destination,
collection, fund, and supplier for selection list line items. When you add
aline item, the default information will be used unless you change it. See
“Specity defaults for selection list line items” in the Polaris Technical
Services Administration Guide 4.1.

* Acq fund droplist display - This profile can be set to display only the
branch’s funds, all funds associated with the parent library, or specific
branches” funds in selection list line item segments. See “Specify how
funds are displayed in Acquisitions” in the Polaris Technical Services
Administration Guide 4.1.

* Filter branches in line item segments - If this profile is set to Yes, it limits the
destination branches that display in line item segments for selection lists
and the 970 location (branch) tags that are used to create selection lists
during the bulk add process. “Filter destination branch lists by parent
library” in the Polaris Technical Services Administration Guide 4.1.
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* Bulk add to SL: Replace invalid fields with default data - This parameter
specifies defaults to use when bulk adding records to selection lists. See
“Set bulk add to use default data in selection lists” in the Polaris Technical
Services Administration Guide 4.1.

* Bulk add to PO/SL: Mark 970 data as processed parameter - This parameter
marks processed tags in bibliographic records so they are not used
again. “Mark 970 data as processed after bulk adding titles” in the
Polaris Technical Services Administration Guide 4.1.

This unit covers the following topics:

* “Creating Selection Lists” on page 75

* “Copying Selection List Lines” on page 92

* “Deleting Selection Lists or Selection List Lines” on page 99

* “Selection List Fund Allocations Report” on page 101
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Creating Selection Lists

You can create a new selection list by typing information in the Selection
List workform and then adding titles individually, or by bulk adding titles
from bibliographic record sets. You can also copy lines from an existing
selection list to create a new selection list.

View circulation statistics for existing titles

To help determine if additional copies of a title are needed for certain
branches, you can review the title’s usage statistics using one of the
following methods:

* Search for the bibliographic record with the Find Tool, select it in the
results list, right-click and select Preview from the context menu.

* Open the bibliographic record set that contains the record, right-click,
and select Preview from the context menu.

* Open the bibliographic record in the Bibliographic Record workform,
and select Tools, Show Usage Statistics.

The window displays brief bibliographic information about the selected
record, circulation statistics, popularity ranking, and linked item records
by branch and collection. To see more of any part of the window, drag the
panel edges.

B QA-CLUSTER - Poleris Database (Bibliographic Record 653726) (== ]==
ISBN:  1413801310:522.58 L
14 [ Display In PAC
Non-print No E
AR1000026113D
Title: Patter and the goblet of fire [DVD] / Wamer Bros. ; Heyday Films ; producer, David Heyman ; scresnplay, Steve Kloves ; dirscted by Miks Newsll
FrAitinm Widas~rasm ad T
Total number of active holds: Grand Tetal Girculation (ifetime): 242 Popularity: Low L
Girc Girc Girc In-house In-house In-house
Branch Name No. of ftems YTD Prev YTD Lifetime Prev YTD Lifetime
Totals: 60 0 35 2669 0 0 0
Argyle Fres Library (A7) 1 15
Balstan Sps Fublic Library (BAL) 1 1 Al
Bancroft Fublic Library {Salem) (SLM) 1 k]
Bumt Hills - Town of Eallsten Community Library (BUR) 2 E 127
Cambridge Public Library (CAM) 1 2 Al
Chaster Public Library, Town of (CHT) 1 1 37 8
Title Assigned Branch Collection Material Type Shelf Location Call Number Volume Status Barcode Re... Control Number
Harry Potter ... Argyle Free Library  Audiovisual (&V)  Childrens Video Lost 0002800127514 Final 2382270
Harry Potter ... Baliston Spa Publi...  Audiovisual Childrens Video DVD JHar H503 In 6 Final 2392307
Harry Potter ... Bancroft PublicLib... Audiovisual Childrens Video DVD JHar In Final ~ 2389075
Harry Potter ... Burnt Hills - Tow . Adult Video video DVD Harry #3901 In 0 0113267 Final 2393709
Harry Potter ... BurntHills - Town ...  Adult Video . Video DVD Harry %502 In 0000701132864 Final 2393710
Harry Potter ... Cambridge Public ...  Audiovisual Childrens Video DVD HARR Qut 0003500141134 Final 2382555
Harry Potter ... Chester PublicLib...  Children's ¥ide...  Childrens Video JDVD Harry QOut 0002900281112 Final 2422065
Harry Potter ... Clifton Park-Halfm... Adult Video (A... Video DVD Harr Qut 0000602729428 Final 2405095 I
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The popularity ranking is determined by the linked item records’
circulation and holds activity within the last four months:

¢ Ifnolinked item records were circulated or held in the last four months,
the popularity is Low.

o If at least one linked item was circulated or held within the last four
months, the popularity ranking is Medium.

¢ If one or more linked item records were circulated and one or more
linked item records were held, the popularity ranking is High.

Related Information

You can also generate circulation reports to help analyze where your
library should focus its collection development. For example, the Turnover
reports show how heavily a collection is used in relation to its size. See
“Circulation Reports” in the Polaris Basics Guide 4.1.

A A A Create a new selection list from the Polaris Shortcut
_H_u Zu J Bar

Follow these steps to create a new selection list from the Polaris Shortcut
Bar.

1. Select File, New on the Polaris Shortcut Bar.
The New dialog box appears.
2. Select Selection List in the Objects box.

The Selection List workform opens.

'EE Mew Selection List - 1 - General - Polaris EI = @
File Edit View Links Tools Help
- I
0 Name: Status: |Open v| Statusdate: 4/13/2012
N
Ul Created At
) Library: [Cnhleslqll (coBL) ~ | Creator: peer List total:
Q Description: -
L) -
Q
QL
= 0| | &
3
D Line ... ISBN/ISSN Qu... Title Author Amount  Material T...  Fund Decision Date Supplier
For Help, press F1 NUM
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3. Type a name for the selection list in the Name box.

(Optional) To enter a description for the selection list, type it in the
Description box.

Tip: 5. Select File, Save to save the new selection list.

You can search fa the selection list . L . .

by description. When you are The selection list is saved with the name you typed in the Name box.
searching for words in the You can use this name to search for the selection list.

description, use a wildcard card

character * both before and after 6. Add titles to the selection list using one of the following methods:
the search term. * “Bulk add titles to an existing selection list” on page 80
* “Add titles to a selection list one at a time” on page 81

* “Copy selection list lines to another selection list” on page 92

2 Create a new selection list by copying an existing

ny

) selection list

e
(-

lu

e

Follow these steps to create a new selection list by copying an existing
selection list.

Open the Selection List workform.

2. Select File, New on the Selection List workform menu.

The New Selection List dialog box appears.
3. Select one of the following options on the New Selection List dialog
box.

* Copy workform - This option copies the workform header
information, the selection list name, the creator, and the library.
The selection list line items are not copied to the new selection list.

¢ Clear workform - All the fields are cleared in the workform, and a
new blank Selection List workform appears.

4. Type a name for the new selection list.

Related Information

Rename a selection list - You can rename an existing selection list and keep
all the selection list line items. See “Rename a selection list” on page 91.
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Tip:

To focus the search, select Type in
the Limit by box and Bibliographic
in the Value box.

Polaris Acquisitions Guide 4.1

Create a selection list by bulk adding titles

To bulk-add titles from a record set to a selection list, the bibliographic
records must include 970 tags. For more information, see “The Bulk Add
Process for Purchase Orders and Selection Lists” on page 147.

Follow these steps to create a selection list from a bibliographic record set.

1.

Select Cataloging, Record Sets from the Polaris Shortcut Bar.

The Find Tool appears.

Search for the bibliographic record set that contains the titles to bulk

add.

The bibliographic record set appears in the Find Tool results list.

Add the records in the record set to the new selection list using one of

the following methods:

* Select the record set in the Find Tool results, right-click, and select
Add to Selection List, New from the context menu.

* Open the Bibliographic Record Set workform, and select Tools, Add
all records to New Selection List. Or, select records in the list, and
choose Tools, Add selected records to New Selection List.

The Add to New Selection List dialog box appears.

Header
List name-

Add to Mew Selection List

Library: Cobleskil

(coBL)

]

Line Default Data

Quantity: 1

I

Material type: | (one)

Destination: | Community Library (Coblesk]) (COE)

Callection: (e and Popular (NEWPOP)

Fund:

[community Books - Aduit Fictien (CBAF) (Community | —

]
]
]

Supplier:

Report

File name: C:'Progra

Baker and Taylor-5LM

mData'\Polarisid. 0%

K

| [ |

Help

4. Type aname for the selection list in the List name box.

5.

Select a library in the Library box.

Important:

If the Polaris Administration Acquisitions profile Filter branches in line
item segments profile is set to Yes, and the 970 has a subfield $l (branch
abbreviation) with the same parent library as the Library on the selection
list, the 970 tag is used to create a segment on the selection list line item.
If the profile is set to Yes and the branch abbreviation in a 970 tag does not
have the same parent library as the Library on the selection list, it will not
be used to create a segment on the selection list.
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Tip: 6. If no defaults values are set, or to change the default values, do the
For information on defaults for following;:

selection lists, see “Set bulk add to . .
Use default data in selection lists” * Select the quantity in the Quantity box.

in the Polaris Technical Services * Select the material type in the Material type box.
Administration Guide 4.1. T
¢ Select the destination in the Destination box.

¢ Select the collection in the Collection box.
¢ Select the fund in the Fund box.

¢ C(lick Find next to the Supplier box, and search for and select the
supplier using the Find Tool.

7. To change the error report name, type a new file path and name in the
File name box, or click Browse and select the location. The report name
has a date/time stamp.

Note:

The default directory for the file is set in Polaris Administration. See
“Setting the Acquisitions/Serials Default Directory” in the Polaris Technical
Services Administration Guide 4.1.

8. (Click oK to start the bulk add process.

When the processing is complete, a dialog box appears.

9. Click OK to acknowledge the message that the processing completed
successfully.

Important:

The message also shows the location of the error report. Check the error
report each time you bulk add records to a selection list. You can print the
error report and refer to it while editing the selection list.

10. Use the Find Tool to search for the selection list created using bulk
add, and double-click the selection list in the Find Tool results list.

The selection list appears in the Selection List workform.

Related Information

“The Bulk Add Process for Purchase Orders and Selection Lists” on
page 147
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Tip:

Select Type in the Limit by box and
Bibliographic in the Value box to

search for bibliographic record
sets.

Tip:

Polaris Acquisitions Guide 4.1
Bulk add titles to an existing selection list

Follow these steps to add multiple titles at once to an existing selection list.

Note:

Provisional records cannot be bulk added to purchase orders or selection
lists. If you import bibliographic records to use in Acquisitions, select Save
as final. See “Importing Records” in the Polaris Cataloging Guide 4.1.

1. Select Cataloging, Record Sets from the Polaris Shortcut Bar, and use the
Find Tool to search for and select the bibliographic record set.

The Bibliographic Record set workform opens.

2. Select Tools, Add all records to Existing Selection List, or select specific
records in the list, and select Tools, Add selected records to Existing Selection
List.

3. Use the Find Tool to search for and select the existing selection list.

You can also search for the record
set, select it in the Find Tool

results, right-click and select Add
to Selection List, Existing from the

The Add to Existing Selection List dialog box appears.

Important:

context menu.

If the Polaris Administration Acquisitions profile Filter branches in line
item segments profile is set to Yes, and the 970 has a subfield $l (branch
abbreviation) with the same parent library as the Library on the selection
list, the 970 tag is used to create a segment on the selection list line item.
If the profile is set to Yes and the branch abbreviation in a 970 tag does not
have the same parent library as the Library on the selection list, it will not
be used to create a segment on the selection list.

Add to Exsting Selection List ==

Header
List name:

Library:

Line Default Data
Quantity: 1

Destination: | Community Library (Coblesil) (COB) -

Collection: [ Adult Nonfiction (ANF) -

Fund: [Acult Non-Fiction (ANF) (2010) -

Supplier: BAKER & TAYLOR BOOKS

Report

File name: C!'ProgramDats\Polaris|3.6
[ox ][ caneel | [ Hap |

4. If the Line Default Data fields are not complete, enter the information.
See “Create a selection list by bulk adding titles” on page 78.

Related Information

“Creating Purchase Orders” on page 106.
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Tip:

You can also add titles in bulk from
a record set to a selection list (see
page 80).

Setting Up Selection Lists 81
Add titles to a selection list one at a time

You can add a title to a selection list whether or not the bibliographic record
is in the Polaris database. If the bibliographic record is in the database, you
link to it in the Selection List Line Item workform. If the bibliographic
record is not in the Polaris database, you can search a remote database for
the title or enter the title information manually. Follow these steps to add
titles to a selection list.

Note:

In the Polaris Administration profile Selection List Line Item Defaults, you
can set up defaults for the supplier, destination, collection, and fund so
they fill in automatically when you create a new selection list line item.
See “Specify defaults for selection list line items” in the Polaris Technical
Services Administration Guide 4.1.

1. Create the selection list following the instructions in “Creating
Selection Lists” on page 75, or open an existing selection list.

2. Click O on the Selection List workform line items toolbar, or press
Ctrl+l.

The Selection List Line Item workform appears.

¢ Selection List Line Item - 28306 - General - Polaris ol @ 3]
File Edit View Links Tools Help

N-@H& - X 240 % % & %

E List name: April 15, 2012 Liststatus:  Open 4/13(2012 Line number: 1

QL Description

e

L] ISBN/ISSN: 9780062065221 +  Title:  Surther interpretations of realife events : stories [CFind_]
18] Material type: | (None) +| Otherno.: - Ctlno: 891465 Qi 1 Alert
=

=

B selection

- Dedsion:  Consider 4/13/2012 Price: $12.00 Supplier: BAKER &TAYLOR BOCH 0002 | Find |
4

o} X
g Segment M| Quantity | Destination Collection Fund Requester

-_.-: 1 1 Community Library (Cobleskill) Adult Fiction 2012 Adult Fiction (20 12Adultfic peer

Q

R

3

The record was saved successfully.

3. Do one of the following actions to enter the title information:

a) Link to a bibliographic record in the Polaris database:

* If you know the ISBN for the title, type it in the ISBN/ISSN box,
and press ENTER. If only one exact match for the ISBN is found in
the Polaris database, the bibliographic information for that title is
automatically filled in. The Find Tool opens if an exact match is not
found, or if multiple records have the same ISBN.
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Tip:

When you enter bibliographic
information for a title that isnot in
the Polaris database, the
bibliographic record is not saved in
the database until the selection list
line item is copied to a purchase
order.

Tip:

To do a Z39.50 search for a title
from the Selection List Line Item
workform, you must have the
Acquisitions permission Create a
bib record from acquisitions and
serials: Allow and the Cataloging
permission Bibliographic records:
Create.

Polaris Acquisitions Guide 4.1

If you do not know the ISBN for the title, click Find and use the
Find Tool to search for and select the title. If the bibliographic
record contains multiple ISBNs in the 020 tag or 024 tag indicator
3, they appear in a drop list in the ISBN box. Select the appropriate
ISBN from the list.

Note:

The Other number box is used for the UPC or other identifier for non-print
materials. The Other number box is filled in if the linked bibliographic
record has a number in the 024$a, 028%a, or 037%a.

b) Enter bibliographic information for a title not in the Polaris
database:

Type the title, ISBN, and other bibliographic information on the
Selection List Line Item workform - General view. If the title is for
non-print material, type the UPC (or other identifier) in the Other
number box.

Select View, Additional Description and enter the author, publisher,
edition, publication date, LCCN, series title and number (if
applicable), reviews or summaries, and notes on the Additional
Description view. Type a number in the Miscellaneous identifier box
to identify the library that requested the title, or to add another
identifier.

c) Do a Z39.50 search of remote databases for a title not in the Polaris
database, and copy it to the local database:

Click Find, and type the title, ISBN, author, subject or other
information for the remote search in the Find Tool, General tab.

Click the Databases tab, and select the remote databases to search.

Click Search, and select the bibliographic record in the search
results. The title information appears in the Selection List Line
Item workform, and a provisional bibliographic record is saved in
the Polaris database.

Select the material type in the Material type box.

If the unit price is not automatically filled in, type the price in the Unit
price box.
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6. To alert staff to this selection list line item, select the Alert box. When
the selection list line item is copied to a purchase order, the Alert box is
checked automatically on the Purchase Order Line Item workform if it
is checked on the Selection List Line Item workform.

7. (Optional) To select a supplier for the selection list line item, click Find
next to the Supplier box, and use the Find Tool to search for and select
the supplier.

8. (Optional) To enter notes for a selection list line item, select View,
Additional Description and type notes in the fields on the Additional
Description view.

Note:

If you enter a note for a selection list line item, the note appears in the
Non-public note field in the Purchase Order Line Item workform when you
copy the selection list line item to a purchase order. The note is also
copied to the purchase order line item workslip. If item records are
created when the purchase order is released, the notes are copied to the
Non-public note box in the Item Record workform. When you do an exact
search for a selection list line item using notes, type an asterisk (*) before
the search term to indicate that something may come before it.

9. Enter the distribution data for the selection list line item. See “Enter or
change selection list line item segments” on page 83.

A A A Enter or change selection list line item segments

D BRP {

.h.”ﬁ““" Follow these steps to enter or change selection list line item segments.
Note:

You must have permission to add or modify the selection list line item
segment data for the destination branch. See “Select Material” in the
Polaris Technical Services Administration Guide 4.1 for the permissions
required to use selection lists and selection list line item segments.

1. Open the Selection List Line Item workform.
2. Click in the first blank selection list line item segment.

Note:

If defaults are set in the Polaris Administration profile Selection List Line
Item Defaults, distribution information appears as soon as you add a
selection list line item.

3. Typethe number of copies of the title for the destination and collection
in the Quantity box.

Select the branch in the Destination box.
Select the collection in the Collection box.
Select the fund in the Fund box.

Click in the next segment line to add the next segment’s data.

® N & W &

Select File, Save to save the record.

Note:

Multiple staff members can simultaneously enter or change segment data
in the same selection list line item segment. The changes are saved in the
order in which they are made.
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Polaris Acquisitions Guide 4.1

Administration Settings That Affect Selection List Lines

The following Polaris Administration Acquisitions/Serials profiles control
the display of data in selection list line items:

* Selection list line item defaults - See “Specify defaults for selection list line
items” in the Polaris Technical Services Administration Guide 4.1.

* Filter branches in line item segments - See “Filter destination branch lists by
parent library” in the Polaris Technical Services Administration Guide 4.1.

* Acq fund droplist setup - See “Specify how funds are displayed in
Acquisitions” in the Polaris Technical Services Administration Guide 4.1.
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Tip:
Press CTRL+N to copy the segment
data.

Setting Up Selection Lists 85
Add a new selection list line by copying a line item

After you have added the first selection list line item, you can copy the data
to create a new selection list line item. Follow these steps to create a new
selection list line item by copying an existing one.

1. Open the Selection List Line Item workform.

2. SelectFile, New, or click the down arrow next to the file icon O O ,and
select one of the following options:

* Copy Segment Data - Copies the distribution information
(destination, collection, and fund), but not the bibliographic
information. If the Retain material type when copying line item segment
data profile is set to Yes, the material type is also copied to the new
selection list line item. See “Retain material type in copied line
items” in the Polaris Technical Services Administration Guide 4.1.

* Clear Workform - Creates a new blank selection list line item with no
bibliographic information. If defaults are set in the Selection list line
item defaults profile in Polaris Administration, the default supplier
appears in the Supplier field. In addition, one selection list line item
segment is created automatically with the default destination,
collection, and fund. If defaults are not set in the profile, these
fields are blank. See “Specify defaults for selection list line items”
in the Polaris Technical Services Administration Guide 4.1.

* Copy Workform - Copies all the bibliographic and distribution
information, including all segments, to the new selection list line
item. If there is a linked bibliographic record, the link is also
copied to the new selection list line item.

Important:

When you select Copy Workform and click Find to search for another
bibliographic record, the search is based on the ISBN currently in the ISBN
box on the new line item. To search for a new bibliographic record, select
(highlight) the existing ISBN and type a new ISBN in the box before clicking
Find.

3. Enter additional information to complete the new selection list line
item. See “Add titles to a selection list one at a time” on page 81.
4. Select File, Save, press CTRL+S, or click .

The selection list line item is copied to the existing selection list, the
decision is set to Consider, and the status date is set to the current date.
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Tip:

Click to approve multiple lines.

Polaris Acquisitions Guide 4.1
Approve multiple selection list line items

When you add a line item (title) to a selection list, the decision (status) that
appears in the Decision column is Consider. If you have the Acquisitions
permission Selection Lists: Approve/Reject, you can approve multiple selection
list line items at once, or change the decision on individual selection list line
items. Once selection list line items are approved, they can be copied to a
purchase order. Follow these steps to approve multiple selection list lines
at once.

1. Open the Selection List workform.

2. Select Tools, Approve.
The Approve Selection List dialog box appears.

Approve Selection List B2

Please select the line item decisions which will be changed to 'Approved'
[ Consider
[Clpesiderata

[FlRrejected

[ok ] [ camd ] [ teb

3. Select the decision check box for each decision status to change to
Approved.
Example:

If you choose Consider, the Decision changes to Approved for all lines that
previously had Consider in the Decision column.

4. Click OK to submit your settings.

The decision is changed to Approved for all selection list lines that
previously had a decision matching the one you chose.

Note:
To change the decision status for individual lines (titles), see “Modify the
decision on selection list line items” on page 87.

Related Information

“Copy selection list lines to a purchase order” on page 94
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Modify the decision on selection list line items

.u.“’ - Follow these steps to change the decision for individual or multiple lines
on a selection list.

Note:
You can also change a single selection list line item’s decision status from
the Selection List Line Item workform by selecting Tools, Modify decision.

Tip: 1. Open the Selection List workform.

To keep your place in the list and L . . .
retain your sort order, select Edit, 2. Select the line items for which you want to modify the decision.

3. Right-click, and select Modify Decision from the context menu, or click [

Lock List View or click g . . ) .
on the item toolbar above the line item list.

When you update line items with

the list view locked, the changes do A message asks if you want to modify the decision.

not appear in the list view until you

uncheck the Lock List View option 4.  Click OK to confirm that you want to modify the decision.
or refresh the list. List view locked

is displayed in the status bar when The Modify Decision dialog box appears.

this option is on.

Click to refresh the list. it =

After you refresh, yOUI’ Updates tO Modify a selection list line item 'Decision’:
the line items appear, and the list
view is resorted.

New decision

) Approved

(7) Desiderata

@) Rejected

ok ] [ canel | [ Hep ]

5. Select the new decision for the selection list line items, and click OK.

Note:

You cannot change the decision status of a Processed selection list line
item, but you can copy it to another existing selection list, which
automatically changes its status back to Consider.

The decision is changed for the line item or items you selected.

Note
You can also approve multiple selection list line items at once. See
“Approve multiple selection list line items” on page 86.
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Check a selection list for duplicates and print a report

A
.M.‘_EAH You can check the entire selection list for duplicate line items or segments,
or you can check an individual line item for duplicate segments. After
checking for duplicates, you can print the Selection List Duplicates from
the Selection List workform. Follow these steps to check for duplicate
selection list line items or segments and print the report.

1. Open the Selection List workform.
2. Do one of the following steps:

* To check all selection list line items for duplicates, select Tools,

|
Check Duplicates, click |‘@ ‘ on the top toolbar, or press Ctrl+U.

* To check a single selection list line item for duplicates, select the
line item in the list, right-click and select Check Duplicates on the

context menu, or click |@‘ on the toolbar directly above the list of
selection list line items.

A message lists any duplicates that were found.

Polaris =

'6.‘ 6 Selection list line item segment duplicates were found within the
selection list line item.
40 Purchase order line item duplicates were found within the selection
list line items.

Weuld you like to print a repert?

3. If the duplicates message appears, click OK to print the report or click
Cancel to close the message box without printing the report.

If you click OK, the Selection List Duplicates report appears in the
Report Preview window. The report lists duplicate segments (the
same title for the same destination, collection, and fund) within a
selection list or on another selection list. It also shows duplicate line
items (titles) and segments on pending purchase orders, and duplicate
bibliographic records.
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T Selection List Duplicates.pdf - Adobe Acrobat Professional [olE ==
File Edit View Document Comments Ferms Tools Advanced Window Help *
Selection List Duplicates
Originated From:  Selection Lists Check Duplicates.
Selection List: Latin American Literature
Library. Cobieskil
Duplicate Segments Within A Selection List Line
Source Line [Source Segment | Destination Segment
Duplicate Segments Across Selsction Lists
Source Destination
Line # (Segment |Duplicated Field Selection List  |Library Line # [Segment
# #
30 1|LCCHN - Latin American 24 32 1
74053632 Literature.
32 1|LCCHN - Latin American 24 30 1
74083632 /irad Literature.
24 1|LCCHN - Latin American 24 38 1
90006697 Literature.
] 1|LCCHN - Latin American 24 34 1
90006697 Literature.
15 1| Title - Latin American 24 22 1
American writers Literature
1| Title - Latin in American 24 15 1
American writers Literature
1 1|Title - Moderm Latin American 24 7 1
Latin American Literature.
Iterature:
7| 1|Title - Moderm Latin American 24 1 1
Latin American Literature.
Iterature:
40 1|Title - New shoes. Latin American 24 57) 1
for Silvia Literature.
7 1|Title - New shoes Latin Amencan 24 40) 1
for Silvia Literature
45| 1|Title - One Latin Amencan 24 30) 1
hundred years of Literature
solitude
45 1|Title - One Latin American 24 32 1
hundred years of Literature
solitude:
45 1|Title - One Latin American 24 47) 1
hundred years of Literature
solitude:
45| 1|Title - One Latin Amencan 24 55) 1
hundred years of Literature
solitude
47 1|Title - One Latin Amencan 24 30) 1
hundred years of Literature
solitude
Page 1 of 22 Report Printed: 5/12/2010 3-41 PM
P P P i

4. To print the Selection List Duplicates report, select File, Print.
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< A A Merge selection lists
)

.u.“’ - When you selection lists, you copy all the titles from one selection list to
another, and then delete the original selection list. The two selection lists
must belong to the same library to be merged into one. Follow these steps
to merge one selection list into another and delete the original selection list.

1. Open the Selection List workform.
2. Select Tools, Merge from the menu bar.

The Merge Selection Lists dialog box appears.

Merge Selection Lists ==

Destination list name:

I ‘ Find |

[ OK ] | Cancel ‘ | Help ‘

3. Click Find and use the Find Tool to search for and select the destination
selection list.

Note:
The selection lists must belong to the same library. If you choose a
selection list that belongs to a different library, an error message appears.

The selection list you searched for appears in the Destination box.
4. Click OK to accept the destination selection list.

A confirmation message appears.

5. Click Yes to confirm that you want to merge the selection lists.

All information is retained in the selection list line items, and they are
moved to the destination selection list. The selection list you merged is
deleted.
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2 Close or reopen a selection list

e

4| ry ) ry

.u.” - If you have the permission to modify selection lists, you can change the
selection list’s status from Open to Closed or Closed to Open. When you close a
selection list, no selection list line items can be added or modified, the
selection list cannot be merged with another selection list, and it cannot be
copied to a purchase order.

You might want to close a selection list when you are finished adding all
the titles to it, and you do not want other selectors to add to the selection
list. Then, when you are ready to copy the titles to a purchase order, you
could change the status back to Open.

Tip: Follow these steps to change a selection list’s status.

To find selection lists with a certain . .

status, select Status in the Limit 1. Open the Selection List workform.

by box on the Find Tool and then ) . .

sglect Open or Closed in the Value 2. On the Selection List workform, select Closed or Open in the Status box.

box. 3. Save the selection list.

A A A Rename a selection list

If you have the permission to modify selection lists, you can change the
name of an existing selection list. Follow these steps to change a selection
list’s name.

1. Use the Find Tool to search for the selection list you want to rename.

The selection list appears in the Find Tool results.

2. Right-click the selection list in the Find Tool results list, and select
Rename on the context menu.

The Rename a selection list dialog box appears.

Rename a Selection List @

LSl otin American Authors]

[k ] [ cancel | [ reb

3. Type a new name for the selection list in the Name box, and click OK.

The selection list is saved with the new name.
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Copying Selection List Lines

You can copy selection list lines to another selection list or to a purchase
order from the Selection List workform, the Selection List Line Item
workform, or the Find Tool results list.

Copy selection list lines to another selection list

luzud You can copy one or more selection list lines with any status to another
existing selection list. When a selection list line item is copied to another
selection list, the status changes back to Consider. Follow these steps to
copy one or more selection list lines to another selection list.

Tip: 1. Open the Selection List workform containing the title or titles that you
You can also search for a specific want to copy to another selection list.

selection list line item from the

Find Tool, and copy it to another 2. Do one of the following tasks:

selection list. See “Copy a single
selection list line to another
selection list” on page 93. List from the workform menu, click on the top toolbar, or press

Ctri+L.

* To copy all the selection list line items, select Tools, Copy to Selection

The Copy To Selection List dialog box appears with all the
decision statuses selected. Click OK to copy all the selection list line
items. To exclude selection list line items that have a certain
decision status, uncheck the appropriate decision box.

Copy To: Selection List ==

Select the decision statuses of the line items you want to copy
V| Approved
| Consider
V| Desiderata
V| Processed

V] Rejected

ok | [ canel ] [ eb

* To copy specific selection list line items, highlight them in the list,
right-click, and select Copy lines to selection list from the context

menu, or click on the toolbar directly above the list.

The Find Tool appears with Selection List in the Object box, Status in the
Limit by box, and a status of Open. The results are limited by a status of
open because you can copy selection list line items to an open selection
list.
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) Selection Lists - Selection list name Find Took2 [ol =@ =
File Edit Tools Options Help

General | Sattings | Scoping | Branches | Collections | Databases |
- Search

] Search Mode
=

Object:  [seiection Lists_| - | mitby: [status S
(@ Normal

Search by: [SE\Ecﬁun list name = vl ) Power

= ©5qL New Search
Type: [Exact match (mplcitly truncated) - -

Sart by: [(Nuna} - ] [] count Only Clear

il

Far: | - Help

For Help, press F1 Close on Select

Search for and select the destination selection list.

The lines are copied to the selection list.

Copy a single selection list line to another selection
list

You can copy a single selection list line to another selection list from the
Find Tool or from the Selection List Line Item workform. Follow these steps
to copy a single selection list line item to an existing selection list.

1.

Find the selection list line item you want to copy to another selection
list.

The selection list line item appears in the Find Tool results list.
Copy the selection list line item displayed in the Find Tool results list
by one of these methods:

* Right-click the selection list line item, and select Copy To, Selection
List from the context menu.

* Double-click the selection list line item to open the Selection List
Line Item workform, and select Tools, Copy to Selection List, or click

.

The Find Tool appears.

Use the Find Tool to search for the selection list to which you want to
copy the selection list line item.

The selection list appears in the Find Tool results list.
Double-click the selection list in the Find Tool results list.

The selection list line item is copied to the selection list you chose.
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Tip:
To keep your place in the list and
retain your sort order, select Edit,

Lock List View or click g .

Click to refresh the list.

Polaris Acquisitions Guide 4.1
Copy selection list lines to a purchase order

You can select specific line items to copy or you can select line items by
their decision status. Even if a selection list line item was previously copied
to a purchase order and has the status Processed, it can still be copied to
another purchase order. The processed date is updated each time a
selection list line item is copied to a purchase order.

Follow these steps to copy one or more selection list lines to a purchase
order.

Important:

The selection list line must contain a unit price, location, and fund data
before it can be copied to a purchase order.

1.  Open the Selection List workform.

E‘E Selection List - 649 - General - Polaris EI =

File Edit View Links Tools Help

NEZ2HES-X &2 @D ™ &

""UT') Mame:  AdultFiction Selections Status:  |Open ~|  Status date: %/30/2012
"h—
bl Created At
E: Library: [Coblaskill {COoBL) | Creator: peer List total: $66.50
.O Description: &
—
4 -
QO
QL 5
=2 D2 HR%eE | S
8
Line ... ISBN/ISSN Qu... Title Author Amount Material T...  Fund Decision Date Supplier
D 1 1 Bossle... o
2 0307263991:.. 1 Swamplandia! Russell,.. $24.95 2012-... Consider 430/2012 BAKER ...
3 0385343833 (.. 1 The tiger's wi... Obreht... §25.00 2012-...  Consider 4/30f2012 BAKER ...
4 0062065225 1 Further inter... Moffet... s0.00 2012-...  Consider 4/30/2012 BAKER ...
5 97815559750... 1 City of Bohane  Barry, ... §0.00 2012-...  Consider 4/30f2012 BAKER ...
[ 97803079581... 1 Homesick Fernan... $0.00 2012-... Consider 4{30f2012 BAKER. ...
7 9780399158452 1 The book of ...  Dau, 5... $0.00 2012-... Consider 4/30f2012 BAKER ...
8 97806796443... 1 The age of m... Walker... $0.00 2012-... Consider 430f2012 BAKER. ...
9 97814516577... 1 In the shado...  Ratner... £0.00 2012-...  Consider 4/30f2012 BAKER ...
10 0374203055 (.. 1 The marriage... Eugeni... £0.00 2012-...  Consider 4/30/2012 BAKER ...
11 1451643373(.. 1 Birds of ales... Bergm... £0.00 2012-...  Consider 4/30/2012 BAKER. ...
For Help, press F1 NUM

2. Use one of the following methods to copy the selection list line items:

* To copy all lines or all lines with a specific decision status (for
example, all approved selection list lines), select Tools, Copy to

Purchase Order from the Selection List menu bar, click 5| on the
top toolbar, or press Ctrl+Y.
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The Copy To Purchase Order dialog box appears.

Copy To: Purchase Order ==

Select the decision statuses of the line items you want to copy
[¥] Approved
[¥] Consider
[¥] Desiderata

[#]Processed

CK ]I Cancel ] [ Help

Click OK to copy all the selection list line items. To exclude
selection list line items that have a certain decision status, uncheck
the decision box.

* To copy specific lines, select the lines listed in the Selection List
workform, right-click, and select Copy to Purchase Order from the

context menu, or click ‘ﬂl above the line items list.

The Copy Lines To dialog box appears.

Copy Lines To ==

@ Purchase Order

[P New

Destination: Find

ok ] [cened | [ mep |

Note:

Selection list line items with a status of Rejected are not copied to a
purchase order. To copy rejected selection list line items, you can first
change their decision status. See “Modify the decision on selection list line
items” on page 87.

3. Choose one of the following options:
* To copy the lines to a new purchase order, select the New check
box.
* To copy the lines to an existing purchase order, click Find to search

for and select the purchase order, or type the purchase order’s
number or name in the Destination box.

4. Click oK on the Copy Lines To dialog box.

* If you are copying the selection list lines to an existing purchase
order, a confirmation message appears. Click OK, and the lines are
copied to the purchase order you selected. You can skip the next
step.

* If you are copying to a new purchase order, the New Purchase
Order dialog box appears.
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Mew Purchase Order E==

PO number: | | Suffix:

Owner: [ Community Library (Cableski) (COB) -

Order type: [Firm Order -

Payment:  [purchase -

Supplier: Find

ok ] [[cand | [ hep |

Tip: 5. If the New Purchase Order dialog box appears, type the purchase
If the Alert box is checked on a order number and suffix, and click Find to search for and select the

selection list line item, the Alert
box is checked on the
corresponding purchase order line
item. If there are notes in a box.

selection list line item, they are The line items are copied to the purchase order unless the line item has
copied to the Non-public note field

in the purchase order line item. a status of Rejected. All the information in each selection list line item
is copied to the corresponding purchase order line item.

supplier. You can also select a different owner, order type and
payment method. Then, click OK on the New Purchase Order dialog

Related Information

* Copying a manually-entered selection list line item - If you created the
selection list line item by typing the information in the Selection List
Line Item workform, it is not linked to a bibliographic record. When you
copy the selection list line item to a purchase order, a brief bibliographic
record is created and a message asks if you want any records created
during the copy process to display in the PAC. Click Yes to allow the
brief bibliographic record to display in the PAC, or No if you do not want
the record to display. You can select No and later opt to display the
records in the PAC when you release the purchase order.

* Copying a selection list line item with a title from a Z39.50 search - If
you added a line item’s bibliographic information by searching a remote
database for the title, the linked bibliographic record has a status of
Provisional. When the selection list line item is copied to a purchase
order, the status of the linked bibliographic record changes to Final.

* Duplicate selection list line items - Duplicate detection runs
automatically when you copy selection list lines to a purchase order. If
a duplicate message appears, and you want to print the duplicate report,
click Yes. See “Check a selection list for duplicates and print a report” on
page 88.

¢ Notes in the selection list line item - If there are notes in the Note box
on the Additional Description view of the Selection List Line Item
workform, they are copied to the Non-public notes box on the Purchase
Order Line Item workform.

* Selection list line item segment funds and purchase order payment
method - If the selection list line item segments funds have a fund type
of Deposit Account, the payment method on the purchase order is
Depository Agreement. If the selection list line item segments have a
fund type of Regular or Donation, the payment method on the purchase
order is Purchase. If the selection list line segments have a mixture of
Deposit Account, and Regular or Donation fund types, an error message
appears.
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T A A Copy a single selection list line to a PO

.u.” - You can copy a single selection list line item from the Selection List Line
Item workform or from the Find Tool. Follow these steps to copy a selection
list line to a purchase order.

Important:

The selection list line must contain a unit price and fund data before it can
be copied to a purchase order. See “Add titles to a selection list one at a
time” on page 81.

1. Use the Find Tool to search for a selection list line item for the title to
copy to the purchase order.

The selection list line item appears in the Find Tool results list.

2. Do one of the following steps:

* Right-click the selection list line item in the Find Tool results list,
and select Copy To from the context menu.

¢ Double-click the selection list line item in the Find Tool results list
to open the selection list line item in the Selection List Line Item
workform, and select Tools, Copy to Purchase Order from the menu.

The Copy Lines To dialog box appears.

Copy Lines To @

(@) Purchase Order

CINew

Destination: Find

ok | [ cond | [ Hep ]

3. Choose one of the following options:
* To copy the line to a new purchase order, select the New check box.

* To copy the line to an existing purchase order, click Find to search
for and select the purchase order, or type the purchase order’s
number or name in the Destination box.

4. Click oK on the Copy Lines To dialog box.
* If you are copying to an existing purchase order, skip the next step.

* If you are copying to a new purchase order, the New Purchase
Order dialog box appears. Go to the next step.

Mew Purchase Order @

PO number: Suffix:

Oner: | Community Library (Cobleskil) (COB) -

Order type: IFirm Order 'J

Payment:  [purchase -

Supplier: Books R Us Find

Co ) [Come] [oe )
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To copy the selection list line to a new purchase order, type a number
and suffix for the purchase order in the PO number and Suffix boxes. You
can also select a different owner, order type, payment type, and
supplier. Then, click OK.

A message asks you to confirm that you want to copy the selection list
line.

Click OK to confirm that you want to copy the selection list line.

Polaris performs duplicate detection against other selection lists and

other purchase orders.

* If there are no duplicates, the selection list line is copied to the
purchase order you specified.

* If there are duplicate lines in another selection list or purchase
order, a message asks if you want to print the duplicates report.

If a message informs you that a duplicate was found, and you want to
print the report, click Yes.

The Selection List Duplicates report appears in the Preview window.
For more information on the Selection List Duplicates Report, see
“Check a selection list for duplicates and print a report” on page 88.

Related Information

* Copying a manually-entered selection list line item - If the selection

list line item was created manually by typing the information in the
General and Additional Description views of the Selection List Line
Item workform, it is not linked to a bibliographic record. However,
when you copy the selection list line item to a purchase order, a brief
bibliographic record is created. A message asks if you want to display
the title in the PAC. Click Yes to allow the bibliographic record to display
in the PAC, or No if you do not want the record to display.

Note:
You can select No and later opt to display the records in the PAC when you
release the purchase order.

Copying a selection list line item with a title from a Z39.50 search - If
you added a line item’s bibliographic information by searching a remote
database for the title, the linked bibliographic record has a status of
Provisional. When the selection list line item is copied to a purchase
order, the status of the linked bibliographic record changes to Final.

Notes in the selection list line item - If there are notes in the Note box
on the Additional Description view of the Selection List Line Item
workform, they are copied to the Non-public notes box on the Purchase
Order Line Item workform.
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Deleting Selection Lists or Selection
List Lines

When you no longer need a selection list, and you have the library-level
permission Selection lists: Delete, you can delete an entire selection list or
specific line items. If you do not have this library-level permission, you
cannot delete selection lists or selection list line items.

A separate permission Selection list line item segments: Create, modify, delete is
granted at the branch level and controls which branches” selection list line
item segments you can create, modify, or delete. If you have the Selection list
line item segments: Create, modify, delete permission for the same branch as the
branch in the Destination box on the selection list line item segment, you can
delete the segment.

For more information on these permissions, see “Select Material” in the
Polaris Technical Services Administration Guide 4.1.

A A A Delete a selection list

g I‘/‘ - | C“(\
.M.MA J Follow these steps to delete a selection list.

1. Open the selection list you want to delete.

2. Select File, Delete or click | # | on the Selection List workform menu.

A message tells you that this deletes the selection list and all line items.

Polaris 22

'o“ Thiz function deletes the entire selection list and all of the line items on
it

 (Ifyou want to delete selected lines items, click the Delete button sbove
the list of line items.)
Are you sure you want to delete the selection list and all its line items?

= ®

3. Click Yes to continue.

Messages may appear if the selection list is linked to any purchase
orders, or if any of the line items have a status of Approved.

4. If either of these messages appear, click OK to continue deleting the
selection list.

The selection list and all selection list line items are deleted.

© 2012 Polaris Library Systems



100 setting Up Selection Lists Polaris Acquisitions Guide 4.1

~ Delete a selection list line item

A )

Py
1
) |

=

.u.” - You can delete selection list line items from the Find Tool, the Selection List
Line Item workform, or the Selection List workform. Follow these steps to
delete selection list line items.

1. Use one of the following methods to delete a selection list line item.

Tip: ¢ From the Find Tool, search for the selection list line items, select

When you search for selection lists, them in the list, right-click, and select Delete from the context
you can limit the search by status.

menu.
For example, you could search for
all selection list line items with a * From the Selection List workform, select the line items, right-click
status of Rejected. and select Delete from the context menu.

¢ From the Selection List Line Item workform, select File, Delete to
delete the selection list line item.

2. Ifamessage tells youalineitem is linked to a purchase order line item,
click Yes to continue.

The selection list line item or items are deleted.
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Selection List Fund Allocations
Report

You can use the Selection List Fund Allocations Report, available from the
Selection List workform, to see the funds that are allocated to pay for the
selected titles. The Selection List Fund Allocations Report is divided into
two sections:

* Summary Fund Allocations - The top summary section lists the fund
name, alternative name, and fiscal year for each fund allocated on the
selection list. It also lists the total amount for all line items on this
selection list that use this fund, and a total for all the funds. If one or
more selection list line item segments are not linked to a fund, the total
for these segments appears under None for the fund.

* Detailed Fund Allocations - This section groups all line items under the
fund name that is allocated to pay for them. The list is sorted
alphabetically by title under each fund and displays the title, ISBN,
author, material type, miscellaneous identifier, quantity, and amount
for each line item. If more than one fund is associated with a selection
list line item, the title appears in the details section under each of the
funds with the specific amount allocated for that fund.

A A A Print the Selection List Fund Allocations report
.u.” uj Follow these steps to print the Selection List Fund Allocations report.
Tip: 1. Open the Selection List workform.

You can also right-click a selection

list in the Find Tool results list, and 2
select Print, Selection List Fund )
Allocations from the context

menu.

Select File, Print or click ng on the Selection List workform menu,
and select Selection List Fund Allocations.

% Selection List - 649 - General - Polaris = e

[Fie] edit View Links Tools Help
New... CtrlsN ‘ .
o o X B DRI P

Close Alt+F4

n Selections Status: Status date:  4/30/2012
Save Carl+s
Print , Current View CtrlsP
Delete oD List View Cerleshiftep [ PEET ——— 3167.90

Properties F8 Selection List Fund Allocations

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, Ol H %% @ &

b
W0
EI Line ... ISBNASSN

Qu... Title Author Amount Material T...  Fund Decision Date Supplier

1 1 Bossle... 2

2 0307263991:.. 1 Swamplandial  Russell $24.95 Mi2-... Consider 4/30/2012  BAKER ..
3 0385343833 (. 1 The tiger's wi... Obreht.. §25.00 2012-... Consider 4/30/2012 BAKER ...
4 0062069225 1 Further inter... Moffet... §10.00 2012-..  Consider 4/30/2012  BAKER .
5 97815559760, 1 City of Bohane  Barry, ... $12.00 2012-... Consider 4/30[2012  BAKER ..
6 O730307955L.. 1 Homesick Fernan... $10.00 2012-.. Consider 4/30/2012  BAKER ..
7 97B0I09158452 1 The book of ... Dau, 5... $15.00 Mi2-... Consider 4/30/2012  BAKER ..
8 97808129929.. 1 The age of m... Walker. $9.00 2012-... Consider 4/30/2012 BAKER ...
9 97814516577.. 1 Inthe shada... Ramer... §12.00 2012-..  Consider 4/30/2012  BAKER .
10 0374203059 (. 1 The marriage... Eugeni... $23.00 2012-... Consider 430/2012  BAKER ..
1 1451643373 (. 1 Birds of ales... Bergm... $10.00 2012-... Consider 4/30/2012  BAKER ..
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The Selection List Fund Allocations Report appears in the preview

window.

Selection List Name: Adult Fiction Selections
SUMMARY FUND ALLOCATIONS
Fund Name | Fund Alternative Name ‘ Fiscal Year ‘ Amount
2012 - Community Adult | CAF 2012 - Community $167.90)
Fiction
Total: $167.90)
DETAILED FUND ALLOCATIONS
Fund: 2012 - Community Adult
Fiction
Title 1SBN Author Material Type | Miscellancous | Qty | Amount
Identifier
[The age of 5780812392377 |Walker, Karen 1 59.00
miracles  a novel _|(alk. paper) Thompson.
Birds of a lesser  [1451643373  [Bergman, Megan 1 $10.00)
paradise - stories _|(ebook) Mayhew.
[The book of Jonas |9780399158452 |Dau, Stephen. 1 $15.00|
City of Bohane  [9781555976088 [Barry, Kevin. 1 $12.00)
(alk_ paper)
Furtner 0062069225 |Moffett, Kevin 1 $10.00)
interpretations of 1972
real-ife events
stories
Goon squad 1550288091  |Bossley, Michele 1 $16.95]
(bound) - Martin.
Homesick 9780307956105 |Femanda, Roshi 1 $10.00)
(hardcover)
in the shadow of (3731451857708 [Ratner, Vaddey. 1 $12.00)
the banyan (hardcover)
[The marriage plot igenides, 1 $23.00)
(hardcover : alk. [Jeffrey.
paper)
0307263991:  |Russell, Karen 1 524.95|
HRD 1981-
[The toers wite - 0385343833 Obrent, Téa 1 $25.00)
(hbk_ - acid-free
paper) :
Fund subtotal:  $167.90)

Select File, Print in the preview window to print the report.
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Ordering

Tip:

For information about the types of
orders you can create in Polaris,
see “Creating Purchase Orders” on
page 106.

Tip:

You can also bulk add titles to a
selection list and then copy them
to a purchase order.

Ordering 103

You have several options for ordering items, depending on your library’s
acquisitions workflow and whether orders are e-mailed, faxed, or
transmitted via electronic data interchange (EDI). To order materials using
Polaris Acquisitions, do the following basic steps:

* Select titles on the supplier’s Web site - Select the titles on the
supplier’s Web site using the distribution grid set up with your library’s
location, collection, and fund information. If your Polaris administrator
has added the links, you can go to your suppliers” Web sites by selecting
Utilities, Link to Supplier Databases.

* Download the brief MARC records for the selected titles - Save the
records to your desktop or another file location.

e Import the brief MARC records into Polaris - Select Utilities, Importing,
Express Import or Full Import and select the Acquisitions Bibs profile, or an
import profile named for the supplier. In the import setup, you specify
the record set where all the bibliographic records are gathered. For more
information, see “Setting Up Import Profiles and Importing Records” in
the Polaris Cataloging Guide 4.1.

* Create a purchase order in Polaris using one of the following methods:

* Bulk add titles to the purchase order - Download bibliographic
records from your supplier, import them into record sets, and bulk
add titles to the purchase order. The distribution segments are
created automatically from 970 tags in the bibliographic records.
See “Create a purchase order by bulk adding titles” on page 107.

* Create a new blank purchase order - Select File, New from the
Polaris Shortcut Bar, and select a template, or create a new, blank
purchase order. See “Create a purchase order using a template or a
blank workform” on page 110.

* Copy an existing purchase order - Save the new purchase order
with a different number. See “Create a purchase order by copying
a purchase order” on page 112.

* Copy selection list lines to a new or existing purchase order - See
“Copy selection list lines to a purchase order” on page 94.

* Use Polaris Titles to Go - Query a supplier’s site and bring back
title information to create purchase order line items. See “Using
Polaris Titles to Go” on page 145.

* Renew a subscription in Serials - Purchase orders are created
automatically when subscriptions are renewed if the parameter
Create Purchase Order at subscription renewal is set to Yes in Polaris
Administration. See “Renew a subscription from the subscription
record” in the Polaris Serials Guide 4.1.
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Add or change information on the purchase order workform. See “Add
or change general purchase order information” on page 113.

Add purchase order lines and segments if they were not added
automatically. Line items contain information about the titles you are
ordering. Each line item contains at least one segment with the
distribution and fund information for the copies of that title. See
“Adding Titles to a Purchase Order” on page 117 and “Adding PO Line
Distribution Grid” on page 124.

Release the purchase order, and specify the payment method. See
“Releasing and Sending Purchase Orders” on page 132.

Send the purchase order to the supplier by fax, e-mail, or electronic data
interchange (EDI). See “Releasing and Sending Purchase Orders” on
page 132. After the order is received, the supplier sends an order
acknowledgment. If the order was sent via EDI, the supplier produces
an electronic order acknowledgment that is retrieved by the Polaris
EDIAgent. You can generate the Electronic PO Acknowledgment report
from the EDI acknowledgment files. See “ Acquisitions Reports” in the
Polaris Basics Guide 4.1. If you send EDI orders and receive shelf-ready
materials, see “Enriched EDI Orders and Shelf-Ready Items” on

page 150.

Important:

Your library may have collection development programs where suppliers
send many titles of a specific type or genre, but the titles are not known
until you receive the order. In these cases, you can create an invoice
without a purchase order and give it an order type of Approval Plan or
Blanket Order. Your library may refer to these types of orders as standing
orders. However, in Polaris, the order type Standing Order is used only
with serials. See “Creating Purchase Orders” on page 106.

This unit covers the following topics:

“Creating Purchase Orders” on page 106

“Adding Titles to a Purchase Order” on page 117
“Adding PO Line Distribution Grid” on page 124
“Checking for Duplicate Copies” on page 129

“Placing Holds from Purchase Orders” on page 131
“Releasing and Sending Purchase Orders” on page 132
“Modifying PO Line Items’ Statuses” on page 142
“Using Polaris Titles to Go” on page 145

“Importing and Ordering Processes” on page 147
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serials

monographic series

standing order

subscription

Ordering 105

Terms

A serial is a publication issued over a period of time, usually on a regular
basis (for example, weekly) with some sort of numbering used to identify
issues (for example, volumes, issue numbers, dates). A serial, unlike other
multi-volume publications such as encyclopedias or the complete works of
authors, does not have a foreseeable end. Examples of serials include
popular magazines (Newsweek), scholarly journals (Journal of the American
Medical Association), electronic journals (The Scientist), and annual reports.

A monographic series is a group of individual titles, usually with a
common subject or theme, having a collective title that applies to the group
as a whole. Monographic series may be numbered or unnumbered.

A library sets up a “standing order” for titles which are published less
frequently (annually, for example) or irregularly. The volumes (parts) are
supplied as they are published and are paid for as they are received. In
Polaris, standing orders are used only for ordering parts in a monographic
series.

A library places a subscription for newspapers, magazines and scholarly
journals. The subscriptions are usually paid before receiving the first issue.

© 2012 Polaris Library Systems



106 Ordering

Polaris Acquisitions Guide 4.1

Creating Purchase Orders

Order Types

Tip:

For most orders, you select the
type in the Order type box in the
Purchase Order workform.
However, for blanket orders or
approval plans, no order is used,
and you select the type in the Type
box on the Invoice workform.

The purchase order record contains instructions, cumulative totals, and
notes that pertain to the order as a whole, as well as line items for the titles
being ordered. Each line item is a distinct record that contains unique
information about a title. Within each line item, the segments contain
distribution and fund information for copies of the title. You can create
purchase orders using various methods in Polaris. See “Ordering” on
page 103.

Depending on the funding source, the supplier’s arrangement with your
library, and the materials being ordered, you can select from the following
order types in Polaris:

* Firm orders are used for ordering specific titles that are not published
serially. When the order is released, the funds are encumbered. When
the items come in, they are received and the line items are copied to the
invoice. When the invoice is paid, the funds are expended.

* Donation orders are for ordering items using donated funds. The fund
type must be Donation in the Fund Record.

* Gift orders are used when the items are free, and the order is for
tracking and reporting purposes. No funds are selected with a gift order,
and a gift order cannot be copied to an invoice.

* Standing Order is the order type used exclusively for ordering parts in
a monographic series for which there is an overall title, but each volume
has its own title. A purchase order line item is linked to the series as a
whole. When the purchase order is released, the funds are encumbered
for the series as a whole. Or, a standing order can be prepaid. A Serial
Holdings Record represents the overall title of the series. When standing
order parts come in, they are checked in via Serials, not by receiving in
Acquisitions. Each standing order part is linked to a bibliographic
record when it is checked in.

* Subscription orders are for paying subscriptions with issues that can be
predicted. When subscription issues arrive, they are checked in via
Serials, and item records can be generated at check in.

* Blanket Order and Approval Plan types are used when the supplier
automatically ships titles under a specific program. For these types, no
purchase order is created, and the information is entered in the Invoice
workform. For more information, see “Invoicing” on page 187.
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Order Types, Payment Methods, and Fund Types

The following table shows the combinations of order types, payment
methods, and fund types that can be used in Polaris.

Order Type Payment Method Available Fund Types
« Firm Purchase * Regular
« Subscription « Donation

« Standing Order

e Firm Depository Agreement Deposit Account
« Subscription
« Standing Order

Gift Free None
Donation Purchase Donation
A A A Create a purchase order by bulk adding titles
Ly | ] 1‘ | L"J ]
ﬂ”é“ To bulk-add titles from a record set to a purchase order, the bibliographic

records must include 970 tags. For more information, see “The Bulk Add
Process for Purchase Orders and Selection Lists” on page 147.

Important:

When you import bibliographic records with 970 tags, bulk add them to a
purchase order as soon as possible because another user could add 970 tags
to the same bibliographic record before your 970 tags are updated with $9,
indicating they are processed. See “Mark 970 data as processed after bulk
adding titles” in the Polaris Technical Services Administration Guide 4.1.

Follow these steps to create a purchase order and add multiple titles at
once.

1. Select Cataloging, Record Sets from the Polaris Shortcut Bar.

The Find Tool appears.
2. Search for and select the bibliographic record set.

Tip: Note:

To focus the search for the record Provisional records cannot be used in the bulk add process.
set, select Type in the Limit by box
and Bibliographic in theValue box.

If you know you want to add allthe . . .
records in the record set to the 3. Select Add all records to New Purchase Order or highlight specific records

purchase order, select the record in the list, and choose Add selected records to New Purchase Order.

set in the Find Tool results list,
right-click and select Add to
purchase order, New.

The bibliographic record set workform appears.
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(& Record Set13221 - Pelaris == e
File Edit View Help
o4 = Add Ctrl+E
DzEs
Remove Ctrl+R
g = | | = 5
Add all recerds to... | ew Purchase Crder bcord type:  Bibliographic
7] Name dd all ds t 3 Mew Purchase Ord Ecord typs Bibli hi
(n Add selected records to... v Existing Purchase Order |
Note: lmber of records: 22
-D Bulk Change Ctrl+B | Mew Selection List
g 5 |
| | a1 [
Existing Selection List | <
8 Create Irem Record Set Crl+T | 1sHng ~election H | = & |—£<
& Title Delete Selected Records For... Ln.. Pub.. CalMumber Control... Status .‘
-~ ——
[&] The Borzoi anthol of Latin American lite. Rodriguez Mon...  Book 1 1977 881R 12475 Final
'E DramaContemporary : Latin America Woodyard, Geo... Book 7 1986 882w 189873 Final
Q. Encyclopedia of Latin American literature Book 8 1937 R B60ENC 332131 Final 5
" A Hammack beneath the mangoes : stories.. Boak 7 1991  Fict 231167 Final
i Hispanic literature criticiem Book 10 1994 R 860.9 His 370615 Final
U’ Latin America : the writer's journey Price, Greg, 1955- Book 7 1990 869P 358401 Final
_O Latin American literature in the 20th centu... Book 17 1986  880.3Lat 36783 Final
—= Latin American poetry : origins and presence  Brotherston, G...  Book 7 1975 861.09B37 84399 Final
:9' Latin American writers Book El 1989 R925lat 261332 Final
[nalll | Latin American writers Shirey, Lynn. Bock @ 1337 18609 335028 Final
Latinos in English : a selected bibliography ... Book 10 1992 860.9L 363816 Final
[R5]{ [l | Lives on the line : the testmony of contem... Book 12 1988 860.51 43207 Final
Masterpieces of Latino literature Book 9 1994  860.9 Mas 21724 Final
Mejor sols que mal acompanada : parala...  Zambrang, Myr... Book 7 1985 Sp3628.. 274338 Findl |
Add all records te @ new purchase crder 29 of 28 recerdis) reti

The Add to New Purchase Order dialog box appears.

Add ta Mew Purchase Grder [E3s)
Header
PO number: YA

Template: Peer Template

Ordered at:

Type:

Method:

Supplier | BARER &TATLO

Line Default Data

Wataril type: Quantity: 1

Destination: List price:

Collection: Young Adult Fiction (AF) - | Discount (%): 1}
Fund: Adult Fiction (4F) (2010) -

Report

File name: C:'ProgramDataiPalaris\4.0

OK ]{ Cancel JI Help J

4. Choose one of the following options:

* To use a template, click Find next to the Template box, and use the
Find Tool to locate and select a purchase order template. The
supplier, branch, order type, and payment method are defined in
the template. However, if the purchase order template has a
default line item with distribution data in segments, the segments
in the template are not used in the bulk add process. Only the data
in the 970 tags or the bulk add defaults (if the parameter is set to
use this information) create the distribution information in the
segments.
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* To create the order without a template, select an option in the
Ordered at, Type and Method boxes, and click Find next to the Supplier
box to search for and select a supplier.

Important:

If you want the bulk add report to list records that did not get bulk added
because they lacked the correct location, collection, material type, or
fund data in the 970 tags, set the Polaris Administration Acquisitions
parameter Bulk Add to PO: Replace Invalid Fields with Default data to
No. In this case, the defaults will not be used, so you do not need to
specify defaults for the material type, destination, collection, or fund.

5. (Optional) Select the default values in the Material type, Destination, and
Collection boxes.

6. (Optional) Click Find next to the Fund box, and use the Find Tool to
search for and select the default fund.

7. Type the defaults values in the Quantity, List price, and Discount (%) boxes.

Type a path and name for the error report file in the File name box, or
click Browse, browse to the path, and enter a name for the file.

9. Click OK to start the bulk add process.

A message box shows the progress of the bulk add process. When the
processing is complete, a dialog box appears.

10. Click oK to acknowledge the message.

Tip: 11. Open the error report to see where substitutions were made.

Print the error report each time .

you bulk add records to a purchase  12. Use the Find Tool to search for and select the purchase order that you
order, and refer to it while editing created using bulk add.

the purchase order. . .
The purchase order is displayed in the Purchase Order workform.

13. Edit the purchase order as necessary, and select File, Save.

Related Information

For more information, see “The Bulk Add Process for Purchase Orders and
Selection Lists” on page 147.
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< A A Create a purchase order using a template or a blank
_u_u ih workform

You can create a purchase order using a purchase order template that
already contains default data, including a default line item with a
distribution grid (segments). Or, you can open a blank purchase order
workform and enter all the information. Follow these steps to create a
purchase order.

Note:
For information on saving purchase orders as templates, see “Creating
Purchase Order Templates” on page 58.
Tip: .
You can search for the purchase 1. Select File, New or click [ from the Shortcut Bar.
order template in the Find Tool,
right-click the template in the
results list, and select Create,
Purchase Order from the context
menu. The existing purchase order templates are listed in the bottom frame

of the New dialog box.

The New dialog box appears.

Select Purchase Order from the list.

3. Do one of the following steps on the New dialog box:

Tip: * Select Existing template, and select a template from the list.
If you are creating multiple
purchase orders using the same

template, you can select the New =
template, and select the Make R T re—
session default box. When you ey -

create the next purchase order, et ]
the template is automatically e o Azrd | v ]
selected. Reserve e Terlte =

Choose Template
“) No Template

@) Existing Template

Mame Owner "
Baker & Taylor TTG 1 Library Outreach Services... | ||
Banks-B&T Banks Public Library QA Ei...
BCLETABOT Beaverton City Library QA...
Boaks by Rail Books Tanasbourne Branch QA E...
Books Inc. Banks Public Librarv A ...~

[ Make session default

* If you do not want to use a template, select No template.
4. Click oK.

If you selected a template, the Purchase Order workform appears with
the information copied from the template. See “Creating Purchase
Order Templates” on page 58 for a list of the information that is copied
when a template is used to create a new purchase order. If the template
contains a default line item, it is copied to the new purchase order
along with the default segment information.

5. Select View, Line Items or click |E .

The Line Items view of the Purchase Order workform appears.

© 2012 Polaris Library Systems



Polaris Acquisitions Guide 4.1

Ordering 111

If you created the purchase order with a template that contains a
default line item, one line item appears without bibliographic data.

[E® New Purchase Order - 2 - Line ltems - Polaris ol ® /(=23
File Edit View Links Tools Help
PO A POl (] =

NEHE- X 82,7 HHE E?

E Number: peer Status: Pending 4/30/2012
-E Type: |Firm Order lines: 1 Total:  $0.00 Method: | Purchase

(@Y Line Items

= | e M 56

Q O ANBER B E 2 &
192

g Line... Title Author ISBN/ISSN Amount Orde... Recei.. Invoi.. Fund Status
] 1 .00 3 0 0 [Multiple] ~ Pending
Pl

&

For Help, press FL 2012 Fiction

NUM

6. Do one of the following steps to add the line items to the purchase

order:

* If an existing default line item is listed, double-click the line item.

¢ If there is no default line item, click
or press CTRL+I.

Important:

O

in the line items toolbar

If the purchase order was created using a template and you add line items
from this view, the line items are created using the information from the
template for as long as you have the purchase order open. You can save the
purchase order and keep adding more lines using the default data from the
purchase order template. However, when you close the purchase order,
reopen it and add line items, the information is not retained from the

template.

The Purchase Order Line Item workform appears.

7. Add the line items following the steps in the section “Add a purchase

order line item” on page 118.

8. Add or edit the information on the other views of the Purchase Order
workform, and save the purchase order.

Related Information

* “Add or change general purchase order information” on page 113

* “Add or change claiming information for an order” on page 115

* “Add or change supplier instructions for a purchase order” on page 116
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A A Create a purchase order by copying a purchase order

A )

-

Follow these steps to copy an existing purchase order to create a new one.

Notes:

You cannot copy a purchase order that has a payment method of
depository agreement to a new or existing purchase order.

If you are copying a purchase order with an order type of Gift to a new
purchase order, the payment method is set to Free in the new purchase
order.

1. Open the Purchase Order workform.
2. Select File, New from the workform menu bar.

The New Purchase Order dialog box appears.

MNew Purchase Order

i}

Clear Work Form

@) Copy Existing Work Form
Cancel
Use Existing Template
Help

3. Select Copy Existing Workform, and click OK.

The purchase order workform is copied. If automatic purchase order
numbering is enabled, the purchase order number is incremented by
one. See “Enable automatic purchase order numbers” in the Polaris
Technical Services Administration Guide 4.1.

Add or change information on the purchase order workform.

5. Select File, Save.

Important:

If the purchase order you are copying contains lines that are no longer
linked to a bibliographic record because the bibliographic record was
deleted, you cannot copy the purchase order. An error message appears
listing the unlinked purchase order line items.

Related Information

Copying purchase order line items or segments - You can copy individual
lines or segments from an existing purchase order to create a new one. This
is useful when part of the order is canceled. For more information, see
“Copy lines/segments to another purchase order” on page 183.
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Tip:

You can change the purchase order
number and purchase order suffix
until the purchase order is
released.

Ordering 113
Add or change general purchase order information

If you created a purchase order from the Polaris Shortcut Bar, you can enter
the information for the new purchase order on the General, Charges, and
Instructions to Supplier views of the Purchase Order workform. If you
created a purchase order by another method, such as using a template,
some information may already be in the Purchase Order workform, but
you can change it as necessary. Follow these steps to add or change the
information on the General view of the Purchase Order workform.

1. Open the Purchase Order workform.

{8 Purchase Order - 10315 - General - Palaris = & |
File Edit View Links Tools Help
PO [PO] 41 [
DEHS&-X 82 iHk & Ef
s =
E Number: Community 5/23/12 peer Status: Pending 5/23/2012
BB Type:  [Fomorce lines: 16 Totak $315.65 Method |Purchase
g
[@Q Gereral
) Ordered At Claim Setup
\ Name: |Commun\ty Library {Cableskill) (COB) '| e — 2 7] Claim notice
mn SAM: it i
= Claim waiting period: 7] Cancel notice
Authorization:
E 1 120 days after release
S Plan name: s = days after 1st claim Auto cancel
o, Rental return: B- 3 days after 2nd daim Cancel wait period
Supplier 4 days after 3rd daim
Name: BAKER & TAYLOR BOOKS - GLE -Fmd
- 5 days after 4th daim
= SAN: 1556150
: Account: 0002 External ID:
'z,i Header Charges
Type: v| Amount: $0.00  Fund: [2012 Adult Fiction (2012 Communit v | [ Fnd |
Charge Type Amount  Fund Fiscal Year ‘ Add |
| Remove |
For Help, press F1 NUM

2. If your library does not use system-generated purchase order
numbers, type the purchase order number in the Number box. The
purchase order number can be up to 30 characters long.

Note:

You can type over the system-generated purchase order number to change
it, if necessary. System-generated purchase order numbers are set in
Polaris Administration. For more information, see “Enable automatic
purchase order numbers” in the Polaris Technical Services Administration
Guide 4.1.

3. Type the suffix in the box to the right of the Number box. A suffix is not
required, but you can search for purchase orders by their suffix. You
can enter a suffix for either system-generated or manually-entered
purchase order numbers. The purchase order number suffix can be up
to 8 characters long.

Important:

When EDI orders are sent, only the purchase order number is transmitted
to the supplier. The suffix is not transmitted with the number. Check with
your supplier to see if there is a limit on purchase order numbers in EDI
transmissions. Make sure EDI purchase order numbers do not exceed a
supplier’s limits.
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Tip:

See “Order Types, Payment
Methods, and Fund Types” on
page 107.

Polaris Acquisitions Guide 4.1
Select the type of order in the Order type box.

Select the payment from the Payment method box.

If applicable, enter the following optional information:

* Type the name of the person authorizing the purchase in the
Authorization box.

* Type the name of the plan in the Plan name box.

* Type the date when rental items need to be returned in the Rental
return box.

Click Find next to the Supplier Name box.
The Find Tool appears.

Search for and select the supplier to which you will send the purchase
order.

The name of the supplier appears in the Supplier Name box.

Note:

If you want to use a foreign supplier, you can limit the search by currency
code. When the purchase order is linked to a supplier that uses a different
currency from your base currency, the amounts will be displayed in the
foreign currency with the currency code next to the total on the Charges
view of the Purchase Order workform. “Set up a supplier record for a
foreign vendor” on page 53.

To enter another identifier for the purchase order, type it in the External
ID box. You can search for purchase orders in the Polaris Find Tool by
the External ID number.

10. Select File, Save to save the purchase order.

Related Information

* Claiming data in the purchase order - Any claiming or cancellation data

in the supplier record are copied to the purchase order when you select
the supplier. You can change the claim data on the purchase order, but
you must first select a supplier. Changing the claiming and cancellation
data on the purchase order does not change the supplier record. For
instructions on adding or changing the claiming data, see “Add or
change claiming information for an order” on page 115.

Entering purchase order header charges - You can add header charges
for the purchase order as a whole, such as shipping charges, in the
Header Charges section of the Purchase Order workform. But, since the
exact amounts for these charges are not known until the invoice is
received, it may be preferable to enter these charges in the Invoice
workform. See “Add or change invoice header charges and credits” on
page 206.

Funds at the purchase order line item segment level - Each purchase
order line item segment must have a fund associated with it. For
information on allocating funds for a purchase order line item segment,
see “Add purchase order line item segments” on page 125.
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Add or change claiming information for an order

Follow these steps to add or change claiming information for a purchase
order.

Note:

When you create a purchase order using a template, the claiming data is
automatically filled in based the purchase order template. If you did not
use a template, the claiming data from the supplier record is copied to the
purchase order and all the line items when you select the supplier. You can
add, modify, or delete claiming information on the purchase order, but you
must first select a supplier.

1. Open the Purchase Order workform.

2. Type the number (1-5) in the Maximum claims box to indicate the number
of claims to go to the supplier before canceling an ordered item.

3. In the Days after release/expected arrival box, type the number of days
between the time a purchase order line item is released and the time
the first claim is generated.

4. Enter the claim cycle information as follows:

a) Type a number in the days after 1st claim box to indicate the number of
days that must pass after the first claim is generated before the second
claim is generated.

b) Type a number in the days after 2nd claim box to indicate the number of
days that must pass after the second claim is generated before the third
claim is generated.

¢) Type a number in the days after 3rd claim box to indicate the number of
days that must pass after the third claim is generated before the fourth
claim is generated.

d) Type a number in the days after 4th claim box to indicate the number of
days that must pass after the fourth claim is generated before the fifth
claim is generated.

5. Select the Cancel notice check box to generate a cancellation notice.
Select the Claim notice check box to generate a claim notice.

7. Select the Auto cancel check box to automatically cancel the items after
the claim cycle is over.

8. Type a number in the Cancel wait period box to indicate the number of
days to wait after the last claim is sent out before canceling items
ordered from this supplier.

Related Information

“Claiming” on page 167
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Add or change supplier instructions for a purchase

1“@“@ order

Follow these steps to specify instructions to the supplier on the Instructions
To Supplier view of the Purchase Order workform.

1. Open the Purchase Order workform.

. = 2. Select View, Instructions to Supplier from the menu bar.
Tip: PP
Click to display the Instructions to The Instructions to Supplier view appears.
Supplier view.

IE8 Purchase Order - 10315 - Instructions To Supplier - Polaris E = @
File Edit View Links Tools Help

N@HE X 824 WEHO @ &

Mumber: Community 5/23/12 peer Status: Pending 5/23/2012

Type: Firm Order Lines: 16 Total:  $316.65 Method  Purchase

Instructions To Supplier
Shipping
Method: [ - Do not ship before: [ B~

Binding
Binding substitution: [ v]

Supplier
Order confirmed date: [ @~

1
®
e
]
QL
wn
i)
o
d
3
o

Delayed billing: [

Spedial instructions:

Order canceled date: ~ [7] @~

Backorder: [ v]

Cataloging services: [ ']

Invoicing

Number of copies: 1] Sequending: vl

Delivery method: [ v]

For Help, press FL NUM

3. Provide any specific instructions to the supplier concerning this order
as a whole by completing the appropriate boxes.

4. Select File, Save to save the record.
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Adding Titles to a Purchase Order

The line items on the purchase order contain information about the titles
you are ordering. The existing claiming and discount information is copied
from the linked purchase order to the line item, but you can change this
information on the Purchase Order Line Item workform. For more
information on the claiming data, see “Add or change claiming
information for an order” on page 115.

Within each line item is at least one segment that specifies the distribution
(destination and collection) and the quantity ordered. The segments also
specify the fund or funds allocated for the copy or copies of the title.

If you used a template to create the purchase order, it contains one default
line item without bibliographic data but with distribution information. You
add the bibliographic record information by finding an existing record or
by typing the information. When you add more line items, the template
data will be used for as long as your logged-in session is open.

You can edit the segment data and then copy it to the next purchase order
line item without copying the bibliographic information. Copying all the
distribution information saves you from selecting the destination,
collection, and fund for each segment in the copied line item.

If you are using Polaris Titles to Go, you can check a title’s availability at
your supplier’s site while remaining in the Purchase Order Line Item
workform. If the title is not found in your local database, Titles to Go uses
Web Services to bring back bibliographic and availability information from
the supplier. See “Using Polaris Titles to Go” on page 145.
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1. 2 g Add a purchase order line item

Follow these steps to add a purchase order line item to an existing purchase
order.

1. Open the Purchase Order workform.

E 2. Select View, Line Items from the menu bar.
Tip:

Click to display the line items view. The Line Items view appears.

Note:

If the purchase order was created with a template that has a default line
item, the order has one line item containing a distribution grid (segments),
but no bibliographic information. See “Create a purchase order using a
template or a blank workform” on page 110.

B New Purchase Order - 2 - Line Ttems - Polaris o] & =
File Edit View Links Tools Help

vo P .
NeHS-x< 8@ 2. ¢ EY
E HNumber: peer Status: Pending 4(30/2012
E Type:  Firm Order Lines: 1 Total: 0,00 Method  Purchase
(@ Line Items

“f Ty =i M m € el 2

)] DAV EECESE B S
1]
g Line... Title Author ISBN/ISSN Amount Orde... Recei.. Invoi.. Fund Status
[} 1 $0.00 3 [ ] [Multiple]  Pending
[l
&

For Help, press F1 2012 Fiction NUM

3. Do one of the following steps to create or complete the first line item.

* If the purchase order was created from a template and has a
default line item, double-click the line item to open the Purchase
Order Line Item workform.

* If the purchase order was created in a blank Purchase Order

workform or from a template without a line item, click O on the
line item toolbar or press CTRL+I.

The Purchase Order Line Item workform appears.
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[ Purchase Order Line Item - 183446 - General - Polaris EI = @
File Edit View Links Tools Help
h=Hs-X 4 &
E Orderno.:  April 14, 2012 peer Status: Pending 4{13/2012 Linero.: 1
..EJ., Description
el sojisoh: 0062069225 - [ Fnd | contralnumber: 891468 Tempiate: [~ (Mone)
Q
(= Title: Further interpretations of real-ife events : stories Author:  Moffett, Kevin, 1972-
-
~l Publisher: ~ Harper Perennial, Date: 2011 Edition:  1sted. ] Adert Display in PAC
L
Q Other no.: ¥ LCCN: 2011012898 Material type: lv Baok. ]
S § ah B§ | %
Q Unit price: §12.00 Discount rate {%a): 20 Discount price: £9.60 Line item total quantity: 3
w0
g
Her Segment | Quantity Destination Collection Fund Fiscal Year | Segment Stz Payment Status *
Q I 1 Community Library (Cobles Adult Fiction 2012 - Community Adult Fiction {| 2012 - Commu Pending Open |
e 2 1 Community Library (Cobles New items (new to the brai 2012 - Community General Fund 2012 - Commu Pending  Open
=1 3 1 Commurity Library {Cobles Young Adult Fiction 2012 - Community General Fund 2012 - Commu Pending  Open
o
z/' -

Orders {Charges), Totals

NUM

4. Enter the bibliographic information for the item, using one of the
following methods:

Tip: * Select an existing bibliographic record from the database -
To preview a bibliographic record
and the usage statistics for its
linked item records, right-click the

- If you know the ISBN for the bibliographic record, you can type it
in the ISBN box, and press ENTER. The bibliographic information is

record in the Find Tool results list automatically filled in if one exact match to the ISBN is found in
and select Preview. See “View the database.

circulation statistics for existing

titles” on page 75. Important:

The search is based on the ISBN currently in the ISBN box. To search for a
new bibliographic record, select (highlight) the existing ISBN and type a
new ISBN in the box before clicking Find.

- If you do not know the ISBN, click Find, and use the Find Tool to
search for and select an existing bibliographic record. When you
select the record in the Find Tool results, the information is
automatically filled in. You can enter or search for a 10-digit or 13-
digit ISBN. The ISBN comes from the 020 tag or 024 tag with a first
indicator of 3. The Other no (other number) field contains the UPC
number or other stock number that comes from the 024, 028, or 037
tags in the bibliographic record.

Note:

If you add a bibliographic record to a purchase order line item by searching
by anything other than ISBN or UPC, and the bibliographic record has
multiple ISBNs or UPCs, the most-recently added number will be used.
However, if you search by a specific ISBN or UPC, that number will be used
in the purchase order line item, whether or not it is the most-recently
added number. This ensures that the correct format of the title is ordered.
(The import profile must be set to retain the ISBN or UPC from the most
recent record so that it appears in the top of the list. See “Acquisitions
Bibs Import Profile” in the Polaris Cataloging Guide 4.1.)
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Tip:

If you do not sdect a template, the
brief bibliographic record that is
created will be coded as a book.

Tip:

Brief bibliographic records created
from Acquisitions automatically
display in the PAC if the
Acquisitions profile Display in PAC:
Brief bibliographic records
created in Acquisitions is set to
Yes in Polaris Administration.

Polaris Acquisitions Guide 4.1

* Search an external database using Z39.50 - If the title is not found
in your local Polaris database, click Find, enter the title information
on the General tab of the Find Tool, and select the remote
databases on the Databases tab. When you select a bibliographic
record in the search results, it is saved in the database, so you must
have the Acquisitions permission Create a bib record from acquisitions
and serials and the Cataloging permission Bibliographic records:
Create. For more information, see “Searching Remote Databases”
in the Polaris Basics Guide 4.1.

* Search for a record using Polaris Titles to Go - See “Using Polaris
Titles to Go” on page 145.

* Create a new bibliographic record from Acquisitions - Type the
bibliographic information in the appropriate fields in the
Description frame. If the title begins with an article (the, a, an), type
the title without the initial article.

To use a bibliographic template that already has MARC tags
defined, select a template in the Template box. This is especially
useful for creating bibliographic records for non-print material.
The bibliographic record that is created when you use a template
has the information from the template, such as the 008, 245 $h, and
the 006/007 tags, as well as the information you entered in the
purchase order line item. It also has an encoding level of 5 (partial
or preliminary). You can identify all the preliminary bibliographic
records created in Acquisitions using the Preliminary
Bibliographic Records report; see “ Acquisitions Reports” in the
Polaris Basics Guide 4.1.

See “Example - Bib Record Created from a PO Line Item” on
page 65.

Important:

You must create a bibliographic template in Cataloging with a name that
begins with on-order for the template to display in the Purchase Order
Line Item and Invoice Line Item workforms. See “Creating On-Order
Bibliographic Templates” on page 62.

To display the on-order item in the public access catalog, select Display
in PAC.

Select the Alert check box if the materials need to be processed quickly
or require special processing.

Note:

When the Alert box is checked, an alert icon |T appears next to the line
item in the Line Items view of the Purchase Order, and in the Find Tool
results list.

Select the material type in the Material type box if it is not already there.

Note:
The material type is copied to the line item if the purchase order was
created using a template with a default line item that contains a material

type.

Type a unit price in the Unit price box if a price is not already there.
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Tip:

You can enter digits up to four
places beyond the decimal point
for the discount rate. For example,
33.3333.

Tip:

If you have used a template to
create the purchase order, the
segment data from the template
(not from the previous line item) is
used to create the next line item if
you select Clear workform.

10.

11.

12.

13.

Ordering 121

If the discount information is not already entered from the purchase
order header, enter it using the rate or the discount price:

* To calculate the discount price automatically, type the rate in the
Discount rate % box if it is not already there. The rate is applied to the
unit price and the discounted price appears in the Discount price
box.

* To enter a specific discount price, type it in the Discount price box.
The discount rate (percentage) is calculated and appears in the
Discount rate % box.

If the distribution grid does not contain data, add all the segments for
this title according to the instructions in “Add purchase order line
item segments” on page 125.

To add supplier instructions for the line item, follow the steps in “Add
supplier instructions and notes for a purchase order line item” on
page 123.

Select File, Save to save the record.

Note:

If there are duplicate line items with the same ISBN (or bibliographic ID if
no ISBN is present), destination, collection, and fund on other purchase
orders, a message appears with a list of the purchase orders that contain
the duplicates. Select Yes to continue or No to return to the Purchase
Order Line Item workform.

Add more line items using one of the methods below, depending on
the information you want to copy from the existing purchase order
line item.

* Copy the segments, but not the bibliographic data - Press CTRL+N

orclick [0 on the Purchase Order Line Item workform. The
material type is also copied to the new line item if the profile Retain
Material type when copying line item segment data is set to Yes in Polaris
Administration. See “Retain material type in copied line items” in
the Polaris Technical Services Administration Guide 4.1.

* Copy the segments and the bibliographic data - Select File, New or
click the down arrow next to the new icon, and select Copy
workform.

* Create a new blank purchase order line item - Select File, New or
click the down arrow next to the new button, and select Clear
workform.

* Create a new purchase order line item using all the default data
from the template - Close the Purchase Order Line Item workform
and go to view 2 of the Purchase Order workform. Press CTRL+l or

click @ above the line items list. All the default line item data
from the purchase order template is used to create the new
purchase order line item. You can continue to add default line
items from the template as long as the Purchase Order workform
is open. If you close the purchase order and reopen it, the data
from the template is not used.

© 2012 Polaris Library Systems



122 Ordering

Py
\

ey
ry

Al L/--J ) A

Tip:

Press CTRL+N or click
the segment data.

to copy
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Copy a purchase order line item

When you copy a purchase order line item to create a new purchase order
line item on the same purchase order, you can copy all the data including
the bibliographic information and the distribution information (segments).
Or, you can copy all the segment data only and enter new bibliographic
information. You can also clear the purchase order line item workform and
create a new blank line item.

Follow these steps to copy a purchase order line item in the same purchase

order.
1.
2.

Open the Purchase Order workform - Line Items view.

Double-click a line item to open it in the Purchase Order Line Item
workform.

Select File, New or click the down arrow next to the New icon 9 @ .

A menu appears.

Select one of the following options to copy a purchase order line item:

Copy Segment Data - All the segments are copied to the next
purchase order line item, but none of the bibliographic data is
copied except the material type. The material type is copied along
with the segment data if the profile Retain material type when copying
segments is set to Yes in Polaris Administration. See “Retain
material type in copied line items” in the Polaris Technical Services
Administration Guide 4.1.

Clear Workform - None of the information from the purchase
order line item is copied. A new, blank Purchase Order Line Item
workform appears.

Copy Workform - All the bibliographic information, the material
type, and the segments are copied to the next purchase order line
item.

Important:

When you select Copy Workform, and click Find to search for a
bibliographic record, the search is based on the ISBN currently in the ISBN
box. To search for a new bibliographic record, select (highlight) the
existing ISBN and type a new ISBN in the box before clicking Find.

5. Change the bibliographic and segment data as needed.

6. Select File, Save, press CTRL+S or click to save the line item.
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A A Add supplier instructions and notes for a purchase
_u_u / order line item

Follow these steps to add any applicable supplier instructions or notes for
a purchase order line item.

1.

Tip:
Click to display the Instructions to
Supplier view.

Tip:

The Membership check box is
selected if there is a linked serial
holdings record with membership
indicated.

Tip: 9.

The public and non-public notes

Note:

The supplier instructions are not required for a purchase order line item,
but if any specific instructions apply to the title being ordered, you can
enter them on the Purchase Order Line Item workform - Instructions to
Supplier view. The claiming information is copied from the Purchase Order
workform, but you can change it on the Purchase Order Line Item

File Edit View Links Tools Help

i

Claim cycle: 2 30 daysafter istdaim
3 days after 2nd claim

Nen-public note:
4 days after 3rd claim
5 days after 4th daim
Cancel wait period
For Help, press F1 NUM

workform.
Open the Purchase Order Line Item workform - Instructions to
Supplier view.
[P New Purchase Order Line Item - 7 - Instructions To Supplier - Polaris EIE

h-=HS- EY

Order no.:  2012-2 peer Status: Pending 4/30/2012 Lineno.: 2

Instructions

Cataloging services: I ¥ | Confrmdate: [] (R

Backaorder: [ = | Quantity:

Naote:
Binding Title

Format: { vI Title ordered as:

Substitution: [ v] Rental return date: [ (B Membership
Claims Notes

Claim alert date: Maximum claims: Claim waiting period:

Public note:

2 120 days after release

=
2
[t
]
=
~
L
b
Pl
]
Q
0
1]
o
L
3
Q.

Select the cataloging services in the Cataloging services box.

Select the backorder instructions in the Backorder box, and type the
number of copies in the Quantity box.

Type the confirmation date in the Confirm date box.
Type a note that contains additional instructions in the Note box.

Select the binding format in the Format box and the second choice for
binding in the Substitution box.

If the material is a rental, type a return date in the Rental return date box.

Change the claim data if necessary. See “Add the claiming criteria for
a supplier” on page 50.

Type a public note in the Public note box.

are Copied toon-order line 'iternsy if l O. Type a note 11’1 the Non-public note bOX.

on-order items are created.

11. Select File, Save to save the line item.
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Adding PO Line Distribution Grid

For each title you order on the Purchase Order Line Item workform, you
must enter at least one line item segment that specifies the number of
copies, destination, collection, and fund. If the purchase order was created
with a template that has a default line item, the segment information is
already filled in for the first line item on the purchase order. The segment
specifies the destination, collection, and fund allocation for the individual
copies of the title. The destination and the fund allocation are required to
add a segment, but the collection is optional.

The default branch selected in the Destination box and the list of available
branches in the drop-down list are controlled by the Polaris Administration
profile Filter branches in line item segments. If the profile is set to Yes, the
default Destination is the same as the Ordered at branch on the Purchase
Order workform, and the available branches in the Destination list have the
same parent library as the Ordered at branch. If the profile is set to No, the
default Destination is the same as the user’s login branch, and the drop-down
list box displays all branches in the system. See “Filter destination branch
lists by parent library” in the Polaris Technical Services Administration Guide
4.1.

When you choose a fund for the line item segment, you can select the fund
from a list of available funds. The display of the funds is controlled by the
settings in the Acquisitions/Serials profile Acq fund droplist setup. See
“Specify how funds are displayed in Acquisitions” in the Polaris Technical
Services Administration Guide 4.1. In addition, the available funds depend on
the order type and payment method. See “Order Types, Payment Methods,
and Fund Types” on page 107.

Use the Orders and Charges tabbed pages on the bottom of the Purchase
Order Line Item workform to specify the order information and additional
charges related to the copies ordered in the segment. The Totals tabbed page
displays the totals for the segment.
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Tip:

If you used a purchase order
template with a default line item,
some segments may already
appear.
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Add purchase order line item segments

Follow these steps to add purchase order line item segments.

1.

Note:

For information on Polaris Administration profiles and parameters that
affect purchase order line item segments, see “Administration Settings
That Affect Line Item Segments” on page 126.

order line item” on page 118.

Open the Purchase Order Line Item workform. See “Add a purchase

[ Purchase Order Line ltemn - 189784 - General - Polaris EI [=]
File Edit View Links Tools Help
N =HE-X 3 & P
E Orderno.;  2012-2 peer Status:  Pending 4/30/2012 Lineno.: 1
8 Description
~ ISBNfISSN: 9780399158452 A ‘ Find | Control number: 839878 Template: {None)
QL
E: Title: The book of Jonas Author:  Dau, Stephen.
—
-] Publisher:  Blue Rider Press, Date: 2012 Edition: [ alert Display in PAC
L
Q Other no.: - LCCM: 2011047494 Material type: [v Book ]
S LY ] | %
Q Unit price: $12.00 Discount rate (%): 0 Discount price: §12.00 Line item total quantity: 1
0
Y]
_: ‘Segment || Quantity Destination Collection Fund Fiscal Year Segment Stz Payment Status| “
E E 1 1 Community Library {Cobles Adult Fiction 2012 - Community Adult Fiction {i 2012 - Commu Pending COpen
3
Z/' -
Orders {Charges}, Totals /
Waorking... MUM

2. Type the quantity of items to order in the Quantity box.

3. Select a destination branch in the Destination box.

4. Select a collection for the item in the Collection box.

5. Select a fund from the list, or click # and use the Find Tool to search
for and select a fund. To use multiple funds to pay for a segment, click
B4 to split the funds. For information on using more than one fund to
pay for a line item segment, see “Split funds for a purchase order line
item segment” on page 126.
The funds are allocated for this line item segment.

6. Type any charges associated with the segment. See “Add charges for
a purchase order line item segment” on page 127.

7. Click in the next segment line to add the next segment, and add or
change the segment information.

8. Select File, Save to save the segments.
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Administration Settings That Affect Line Item Segments

The following Polaris Administration settings affect line item segments:

If the Acquisitions parameter Copy last segment data to next segment is set
to Yes in Polaris Administration, the data from the previous segment is
copied to the new segment. See “Enable copy segment data to next
segment” in the Polaris Technical Services Administration Guide 4.1.

The Polaris Administration profile Filter branches in line item segments
controls which branch is selected as the default and the available
branches in the drop-down list. See “Filter destination branch lists by
parent library” in the Polaris Technical Services Administration Guide 4.1.

The Polaris Administration profile Acq fund droplist setup controls how
funds are displayed. See “Specify how funds are displayed in
Acquisitions” in the Polaris Technical Services Administration Guide 4.1.

Split funds for a purchase order line item segment

Follow these steps to allocate more than one fund for a purchase order line
item segment.

Open the Purchase Order Line Item workform.

Add a purchase order line item segment. See “ Add purchase order line
item segments” on page 125.

Select the Fund box on the line item segment for which you want to
allocate more than one fund.

Click 2 on the list toolbar.

The Split Funds dialog box appears.

Split Funds (=3

Funds: -] [CFne |

Percent allocation:

Unpaid: £100.00  Line item total: £100.00

Fund Fiscal Year Amount P...

ok | [ cancel ][ e

Select a fund using one of the following methods:
¢ Select the fund in the Funds box.
¢ (Click Find, and use the Find Tool to search for and select the fund.

The fund appears in the Funds box.

Note:

When you select more than one fund to pay for a line item segment, the
funds must be the same type. For example, you cannot select a deposit
account fund and a regular fund for the same line item segment.
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6. Type the percentage of the line item price that is to be paid by this fund
in the Percent allocation box.

7. Click Add.

The fund, fiscal year amount, and percentage for the fund you
allocated appear in the fund display.

8. Continue allocating funds by repeating steps 3-6 until the total
percentage is equal to 100.

Note:

To remove a fund from the Split Funds list, select the fund and click
Remove.

9. Click OK on the Split Fund dialog box.

The funds you selected are allocated for the line item segment.

10. Select File, Save.

a A Add charges for a purchase order line item segment

lu - Follow these steps to add the charges for a purchase order line item
segment.

1. Open the Purchase Order Line Item workform.

2. Addapurchase order line item segment. See “ Add purchase order line
item segments” on page 125.

3. Click the Charges tab on the Purchase Order Line Item workform.
The Charges tabbed page appears.

4. Add orchange cataloging, special handling, service, shipping, binding
format, and other charges in the appropriate boxes for the segment.

5. Select File, Save.

The charges are saved.

~ Copy line item segments within a line item

.u.“’ - Follow these steps to copy pending purchase order line item segments.

Note:

Both the purchase order line item and its segment must be pending in
order to copy a segment.

1. Open the Purchase Order Line Item workform.

2. Addapurchaseorder line item segment. See “ Add purchase order line
item segments” on page 125.

3. Select the line item segment to copy.

4. Click E as many times as you want to copy the segment.
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Tip:

If the Acquisitions parameter Copy
last segment data to next segment
is set to Yes in Polaris
Administration, the data from the
previous segment is automatically
copied to the next segment.

Tip:

You can search for a purchase order
and link to the funds from theFind
Tool results list without opening
the purchase order. Select the
purchase order in the results list,
right-click and selectLinks, Funds.
You can also link to the fund from
any linked list box that displays
purchase orders.

Tip:

You can also see the fund hierarchy
by right-clicking and selecting
Explore.

Polaris Acquisitions Guide 4.1

5. Change the quantity, destination, collection, fund, and charges as
necessary for each copied segment. The purchase order cannot be

saved if multiple segments have the same destination, collection, and
fund.

6.  Select File, Save.

The purchase order is saved with the copied segments.

View totals for a purchase order line item segment

Follow these steps to view the totals for a purchase order line item segment.
1. Open the Purchase Order Line Item workform.
2. Click the Totals tab at the bottom of the workform.

The Totals tabbed page displays the line item and segment totals.

View all funds for the purchase order

You can link from the Purchase Order workform to see all the funds used
in the purchase order. Each distinct fund is listed only once even if it was
used in multiple purchase order line item segments.

Follow these steps to view a list of all the funds used in a purchase order.
Open the Purchase Order workform.
2. Select Links, Funds from the Purchase Order menu.

If the purchase order is linked to only one fund, the Fund workform
appears. If the purchase order is linked to multiple funds, a linked list
box displays the funds used in the purchase order. This list includes
the funds used to pay for charges at the purchase order header level,
such as shipping for the whole order, and funds used to pay for the
materials at the purchase order line item segment level. Each linked
fund is listed only once.

& Purchase Order - 2012 peer: Linked Funds
File Edit Help

=S [EER 5
2 & X E7

Fund Name Altern...
2012 - Adult DVDs Fiction ADF
2012 - Community Adult Fiction CAF
2012 - Community General Fund CGF

Fund .. Status Total Allocated

$5,000.00
$25,000.00
$475,000.00

Encumbered
$0.00
50.00
50.00

Expended
50.00
515090
50.00

Free Balance
$5,000.00
$24,849.10
5475,000.00

Regular Open
Regular Open

Regular Open

3. To open a fund displayed in the Linked Funds box, double-click it or

right-click and select Open.

The Fund workform appears.
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Checking for Duplicate Copies

Tip:

You can set a Cataloging profile to
delete tags that are marked as
processed. See “Setting Utility to
Delete Bib Tags Marked with
Subfield 9” in the Polaris Technical
Services Administration Guide 4.1.

To prevent ordering unintentional duplicate copies of a title, you can check
purchase orders to see if there are duplicates of the same title with the same
ISBN (or bibliographic control number if no ISBN is present), destination,
collection and fund already on a purchase order. When you add new
purchase order line items manually, they are automatically checked for
duplicates when you save them. Checking for duplicates in purchase
orders also prevents unnecessary encumbrances if the title is already
ordered.

When you import records in Cataloging, you can use the Acquisitions Bibs
import profile, which is set up to reject any duplicate incoming
bibliographic records while retaining 970 order data. The 970 tags from the
rejected incoming duplicate are copied to the resident record, and the
resident record is added to the bibliographic record set specified in the
profile. See “ Acquisitions Bibs Import Profile” in the Polaris Cataloging
Guide 4.1. After the import is complete, the bibliographic records in the
record set are bulk-added to a purchase order.

To prevent the creation of duplicate line item segments, you can set the
Acquisitions parameter Bulk Add to PO: Mark 970 data as processed to Yes in
Polaris Administration. When this parameter is set to Yes, 970 tags are
marked with a $9 when the bibliographic record is added to a purchase
order. If the record is used again in a subsequent bulk-add process, the 970
tags marked with a $9 are not used to create line item segments.

Important:

Make sure records are bulk added to a purchase order soon after they are
imported so that other users do not add 970 tags to the same bibliographic
record before the existing tags are updated with the $9.
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Detect duplicate segments in purchase orders

Follow these steps to check a purchase order to see if there are duplicate
copies of the same title for the same ISBN (or Bib Control number if there

is no ISBN), destination, and collection on other purchase orders,
regardless of the status of the purchase order.

1.
Tip: 2.
Click l@ to check for duplicate
line item segments.

3.

Open the Purchase Order workform.

Select Tools, Check Duplicates.

If duplicates are detected, a dialog box lists them.

Duplicate Purchase Order Line tem Segments @
Title: ISBN/Bib # Li... Se... Destination Collection Ordered  #C *
100 days in photographs : pivotal events th... 978142620197... 794 1 Community ...  AdultNonfiction — 05/20/08 2
100 days in photographs : pivotal events th... 978142620197... 794 1 Community ...  Adult Nonfiction [ 2
100 great events that changed the world, f... 109686 124 1 y ... Adult Nonfiction 3
100 great events that changed the world, f... 109686 129 1 Adult Nonfiction 3
100 great events that changed the warld, f... 109686 124 1 Adult Nonfiction 3
100 years in photographs 0590228587 (p... 490 1 Adult Nonfiction 2
100 years in photographs 0520228587 (p... 480 1 ¥ ... Adult Nonfiction ] 2
1688 : a global history 039304744X 713 1 Community ...  Adult Nonfiction — 05/20/08 2 A
48 4 o clabal bk, AononATANY EPE P it Aoddb MomBotion AAMARS 0
« I 3

These line item segments are duplicates of segments on existing orders.
Select Print to preview or print duplicate purchase order lines.

l Print ] { Delete I l Close ] | Help ]

Do one of the following actions:
* Click Print to preview and print the report. The report shows the

purchase order line item segments that are duplicates and the
purchase orders on which they are found. It lists the destination,
collection, and fund for each duplicate purchase order line item
segment.

Important:

When you delete purchase order line item segments from the Duplicate
Purchase Order Line Item Segments dialog box, the purchase order line
item segments with the same title, destination, and collection are deleted
from the purchase order you are checking; the segments from other
purchase orders that are listed in the dialog box are not deleted.

Click Delete to delete all the duplicate purchase order line item
segments. This deletes all the duplicate segments on the purchase
order you are checking; it does not affect the segments listed in the
dialog box.

Select specific duplicate segments, and select Delete from the
context menu. The duplicate segments are deleted from the open
purchase order you are checking.

4. Click Close to close the dialog box and continue ordering,.
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Placing Holds from Purchase Orders
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Tip:

Click §/| to place a

bibliographic-level hold from a
purchase order line item.

If you have the Circulation permission to place a hold request, you can
place a bibliographic-level hold request from the Line Items view (view 2)
of the Purchase Order workform, the Purchase Order Line Item workform,
or a purchase order line item in the Find Tool results list. If you are placing
holds on bibliographic records without linked item records, a message
appears if the Hold option If no items are attached: Alert in Staff Client is
checked in Polaris Administration. See “Set Holds options: PAC, Item, First
Available Copy Requests” in the Polaris Patron Services Administration Guide

4.1.

Place a hold from a purchase order line item

Follow these steps to place a hold from a purchase order line item.

3.

Open the Purchase Order workform that contains the line item, or
open the Purchase Order Line Item workform.
Do one of the following steps:

* From the Line Items view of the Purchase Order workform, right-
click the line item and select Place Hold from the context menu.

¢ From the Purchase Order Line Item workform, select Tools, Place
Hold from the menu.

The Hold Request workform appears.

Pl Hold Request - New Request 1 - General =0 E=R="
File Edit View Links Tools Help
2? =
D=HSE- ik EP

Request
Status: Request date: Activation: 4[30/2012 (=R
Pickup: | Community Library (Cobleskil) (COB) ~ | Origin: Expiration: 5/10/2012 E-

This item only Borrow by mail Tracking:

Patron

Ba - \W\ Registered at:
Patron code:
Name:
Notification option:

Details
Title: Further interpretations of real-ife events : stories [ Find |
Author: Moffett, Kevin, 1972~ ISBN/ISSN: 9780062069221
Publisher: Harper Perennial, Date: 2011 Edition: isted.
Series: LOCN: 2011012898 Format: Book
Item barcode: Cal no.: Pages:
Volume: Issue: Serial copy:

For Help, press F1 NUM

Follow the steps in “Place single or consecutive hold requests” in the
Polaris Patron Services Guide 4.1.
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Releasing and Sending Purchase
Orders

After your library has verified all purchase order information (including
charges, destination, collection, fund allocations, and totals), the purchase
order is ready to be released. When you release a purchase order, Polaris
automatically does the following actions:

Note:
If the purchase order status is continuing, received, part received,
canceled, or closed, you cannot release the purchase order.

* Changes the status of the purchase order from pending to released
for a firm order.

* Changes the status from pending to continuing for a standing
order or subscription.

* Saves the purchase order number and suffix so they are read-only
and cannot be edited after release.

* Expends funds if the purchase order is prepaid or the payment
method is depository agreement.

* Creates an invoice with the same number as the purchase order if
the method is prepaid or depository agreement.

* Encumbers funds if the payment method is purchase. If the
purchase order is linked to a foreign supplier, the amount
encumbered in the linked fund is converted to the base currency
using the current exchange rate.

* Creates item records for the titles in the purchase order if the
purchase order type is firm, donation, or gift, and you have chosen
this option.

* Calculates the claim alert date for each purchase order line item if
you have opted to include claim information.
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Tip:

To change the Display in PAC
setting in the linked bibliographic
records, you must have the
permission Modify a bib record
from acquisitions and serials. See
“Administering Purchase Orders” in
the Polaris Technical Services
Administration Guide 4.1.

Tip:

Releasing the order does not
automatically send it via EDI;
select File, Send from the
Purchase Order workform. See
“Transmit a purchase order
electronically” on page 138.
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Release a purchase order

Follow these steps to release a purchase order.

1.

2.

Open the Purchase Order workform.

Select Tools, Release from the menu bar or click | i

The following message boxes may appear:

* Purchase order release alert - There are linked bibliographic
records without an ISBN, or with the Display in PAC box unchecked.
Click Display in PAC to check the box in the bibliographic record and

click Continue to release the purchase order, or click Cancel and edit
the line items before releasing the purchase order.

Purchase Order Release Alert [

The following lines are missing 15BN /I55N data or the bibliographic record's
‘Display In PAC' box is unchecked:

Line Mumber 29; I can hear it now, vol. II [sound recording]:

Missing ISBM/ISSN

Line Number 51; Harper encyclopedia of the modern warld : a concise
reference history from 1760 to the present.:

Missing ISBN/ISSN

Line Mumber 53; The World Book year book.:
Missing ISBN/ISSN

Line Number 54; The desperate years : a pictorial history of the thirties.:
Missing ISBN/ISSN -

Continue Check Display in PAC Cancel

Important:

If you order using EDI, a line item may be rejected by the supplier if it is
missing an ISBN/ISSN. Check your supplier’s requirements.

* This supplier accepts EDI orders - If the supplier linked to the
purchase order accepts EDI orders, a message reminds you to send
the order. Click OK to close the message box.

Polaris ==

@& Tv= supplier accepts EDl orders.
W' siter releasing the purchase order, select File, Send from the menu to
send the order via EDL

* This supplier cannot accept orders where the PO number
exceeds [X] characters. - If the supplier linked to the purchase
order has a limit on the length of the purchase order number
allowed for EDI orders, a message tells you to change the purchase
order number to be less than or equal to the supplier’s EDI
purchase order number maximum length.
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Tip:

Polaris attempts to match each
released line item segment with an
existing item template. See
“Creating On-Order Item
Templates” on page 66.

Polaris Acquisitions Guide 4.1

Polaris @

This supplier cannot accept orders where the PO number exceeds
¥ 13 characters. Change the PO number and select the Release
option again.

* Generate item records - If the purchase order is not a standing
order or subscription, a message asks if you want to generate item
records. Click Yes if you want the items to appear with the
circulation status On-Order in the public access catalog, click No if
you do not want to generate item records, or click Cancel to stop the
purchase order release. If you generate items, the purchase order
information is transferred to the Source and Acquisition view of
the Item Record workform. The invoice number is displayed on
this view when the invoice is paid. For more information, see
“Enter acquisitions information for an item record” on page 135.

Note:

When the purchase order is released and on-order items are generated, the
Unit price (list price) displayed in each of the purchase order line items is
copied to the on-order items, not the discount price.

Polaris ==

0 Do you want to generate on-order item records?

[ ve ][ Mo ][ Cancel

Important:

If this order is an enriched EDI order and you want the shelf-ready
materials to include the call number, you must generate item records.
Without a call number in the linked item record, no call number will be
pulled into the enriched EDI file. For more information, see “Enriched EDI
Orders and Shelf-Ready Items” on page 150.

The Payment Options dialog box appears if you did not choose to
cancel.

Payment Options

4

Options

[#]Pay on receipt of invoice

[ClPrepay Amount: 205350 [ cancel |
Help

Select Pay on receipt of invoice or Prepay on the Payment Options dialog
box.

If you chose Prepay, the Payment Options dialog box expands to
display the Payment Methods frame. You can select Check or Voucher,
type the check or voucher number, and select the date, but this
information is not required to prepay the order.
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Tip:

If the purchase order is linked to a
foreign supplier, the amounts
encumbered or expended are
converted to the base currency
according to the current exchange
rate, and the amounts are posted in
the linked funds in the base
currency.

Ordering 135

Payment Options
Options

Pay on receipt of invaice

7] Prepay Amount: $221.05 | cancel |

Payment Methods
Check

Number: | Date: 5/24/2012  [@~v
@ Voucher

Click oK on the Payment Options dialog box.

When the purchase order is released successfully, the following events
occur:

* The status of the order in the order status box changes from Pending
to Released (or Continuing if the order type is standing order or
subscription).

* The purchase order number and purchase order number suffix
become read-only and cannot be changed.

* The date of the release appears.

* If you selected the Pay on receipt of invoice check box, the
appropriate funds are encumbered.

* If you selected Prepaid, the appropriate funds are expended, and an
invoice is automatically created.

* If the purchase order has a payment method of depository
agreement, the appropriate funds are debited, and an invoice is
automatically created.

* If you chose to create item records upon release, the item records
are created with a circulation status of on-order. The List price in
the purchase order line items (not the discount price) is copied to
the on-order items.

* The status bar indicates that the order was released successfully.

Related Information

* Viewing fund transactions - Select Links, Funds from a released purchase

order to see all the funds linked to the purchase order. You can see the
encumbrances for the line items and for charges at the header level.

On order items cannot be created - If you try to generate item records,
but there is no template or it is missing required information, the Item
Record Create Error dialog box appears. Click No to cancel the release
operation. Create an item record template if none exists, or correct an
existing one in the Cataloging subsystem. See “Creating On-Order Item
Templates” on page 66. Click Yes to release the purchase order without
creating item records. You can create the item records when the items
are received.
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* Foreign currencies - If the linked supplier uses a currency other than
your base currency, the currency code appears next to Amount; for
example, Amount (USD) if your base currency is Canadian Dollars, and the
linked supplier uses U.S. dollars. If you need to change the exchange
rate, click Cancel and select Utilities, Update Currency Exchange Rate. You
must have the Polaris Acquisitions permission Adjust currency exchange
rate: Allow. See “Update the currency exchange rate for a foreign
currency” on page 54.

* Exceeding or adjusting encumbrance limits - If you selected Pay on

receipt of invoice, a dialog box appears if there is insufficient money in the
fund.

Folaris ==

'7"\] The free balance in fund(s) Adult Fictien will result in a negative
@ amount.

Do you want to continue?

OK ] [ Cancel

* Click OK to continue. The Overencumbrance List dialog box

appears.
Owerencumbrance List ==
Order / Fund Limits
Fund Name Fiscal Year Name Limit Amount Overencumbered
Adult Fiction CPHFY 2008 Fund £14,919.51
Adult Fiction CPHFY 2008 Order £38,518.65
P I »
Line Item Limits
Line numbe...  Fund Name Fiscal Year Name Amount Overencumbered

The funds listed above are over-encumbered, Select an appropriate action,

Continue ] lAdJusLFunds] { Cancel J l Help

* Click Continue to overencumber the funds and exceed the negative
free balance. You must have the permission Release order exceeding
fund encumbrance limits.

* Click Adjust Funds to adjust the fund limits in the fund record. See
“Adjust fund limits” on page 137. Then, you can release the
purchase order.
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* Exceeding or adjusting expenditure limits - If you selected Prepay, and
there is insufficient money in the fund or if the fund expenditure limits
will be exceeded, the Overexpenditure List dialog box appears.

Overexpenditure List (3]

Invoice f Fund Limits

Fund Name Fiscal Year Mame Limit Amount Overexpend *

Adult Fiction CPHFY 2003 Free Balance

Adult Fiction CPH FY 2008 Fund 514,881. -
] [ s

Line Item Limits

Line numbe...  Fund Name Fiscal Year Mame Amount Overexpended

These funds are over-expended or expenditure limits are exceeded.
Select an appropriate action.

Continue ] lAdJusLFundsI I Cancel ] { Help

* Click Continue and release the order. You must have the permission
Release order exceeding fund expenditure limits.

* Select a fund and click Adjust Funds to make changes in the fund.
See “Adjust fund limits” on page 137.

Adjust fund limits

lu - If you attempt to release a purchase order and there is an insufficient

amount of money in the fund, or encumbrance limits will be exceeded, a
dialog box appears. If you have the appropriate permissions set in Polaris
Administration, you can continue releasing the purchase order and
overencumber. Or, if you have permission to modify funds, you can adjust
the fund to allow the purchase order to be released.

Follow these steps to release a purchase order that will result in fund
overencumbrance.

1.  Open the Purchase Order workform.

2. Release the purchase order. See “Release a purchase order” on
page 133.

3. If the negative free balance warning message appears, click OK to
continue anyway.

If the encumbrance limits are exceeded, the Overencumbrance List
dialog box appears.

4. If the Overencumbrance List dialog box appears, choose one of the
following options:

* To continue even though it will exceed the encumbrance limits,
click Continue.

The purchase order is released.
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* To adjust the fund encumbrance limits or increase the fund
balance, click the Adjust Funds button, right-click the fund you want
to adjust, and select Open. The Fund workform appears. Change
the encumbrance limits or adjust the fund balance.

Note:

For information on changing encumbrance limits, see “Set fund
encumbrance/expenditure limits” on page 31. For information on adjusting
fund balances, see “Adjust fund balances manually” on page 40.

After adjusting the fund balance, release the purchase order again.

Transmit a purchase order electronically
i ].

lu u After a purchase order is released, you can send it electronically if the
supplier accepts purchase orders via Electronic Data Interchange (EDI).

Important:

To communicate with a supplier via EDI, you must first contact your Polaris
Site Manager or Implementation Manager to obtain a license, then contact
your supplier and get specific information to set up EDI ordering in Polaris.
See “EDI Ordering Setup Checklist” in the Polaris Technical Services
Administration Guide 4.1. Then, set up the supplier record with the
information you gathered. See “Enter the supplier’s EDI ordering data” on
page 45.

Follow these steps to send a purchase order to a supplier via Electronic
Data Interchange (EDI).

Important:

Check with your supplier to find out if ISBNs are required in purchase order
line items.

1. Open the Purchase Order workform.
2. Select File, Send.

The purchase order is sent electronically via EDI.

3. To see details about the file transmission, select View, Charges. The
Charges view displays the EDI file name, Date created, and Time created
boxes filled in.

Related Information

* Retransmitting a purchase order - If you get the EDI File Sent Warning
message that the purchase order was transmitted to the supplier, click
Continue to retransmit the purchase order, or click Cancel if you do not
want to retransmit the order.

* Enriched EDI Ordering overview - See “Enriched EDI Orders and
Shelf-Ready Items” on page 150.

* Setting up EDI ordering - To communicate with a supplier via EDI, you
must first contact your Polaris Site Manager or Implementation
Manager to obtain a license. Then contact the supplier and get specific
information to enter in Polaris. See “EDI Ordering Setup Checklist” in
the Polaris Technical Services Administration Guide 4.1.
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Entering EDI information in the Supplier record - Set up the supplier
record with the information you gathered from the supplier. See “Enter
the supplier’s EDI ordering data” on page 45.

Polaris EDIAgent - The Polaris EDIAgent is a SQL job that scans the
supplier’s file transfer protocol (FTP) server for files in the library’s
directory, retrieves the files, and saves them in the Polaris database. For
more information, see “ About the Polaris EDIAgent Job” in the Polaris
Technical Services Administration Guide 4.1.

Electronic Purchase Order Acknowledgment - After the supplier
receives the EDI purchase order, an electronic purchase order
acknowledgment is placed on the supplier’s FTP server. The Polaris
EDIAgent retrieves the file and saves it in a directory on the library’s
server. You can generate the Electronic Purchase Order
Acknowledgment from the Utilities menu. See “ Acquisitions Reports”
in the Polaris Basics Guide 4.1.

Receiving the EDI invoice - After the purchase order is received, the
supplier puts an invoice on their FTP server. The Polaris EDIAgent picks
up the file and uses the data in the invoice file to create one or more
invoice records in Polaris. For more information, see “Review automatic
EDI invoices” on page 198.

Print multiple purchase orders at once

Follow these steps to print one or multiple purchase orders from the Find

Tool results list or from a list view box that displays the orders.

1. Select one or multiple purchase orders in the list, right-click, and select
Print, Purchase Order, Sort By and choose a sort option.

) Purchase Orders - PO release date Find Tool =0 R
File Edit Tools Options Help
General | Sattings | Scoping | Branches | Collections | Databases |
Search
Objecti  [Purchase Orders -] Limitby: [omner - s.fa’;‘j‘ M“IdE
® Norml =
Search by: |PO release date = | Values: |Bolton Free Library (5OL) = @ Power
Burnt Hills - Town of Ballston Cnmn‘ ]
From: Y ymiz v Tor 524012 v Cambridge Public Library (CaM) /| ()SQL
Canajoharie Library (CAM)
Chester Public Library, Town of (CI Count Ok
Sortby:  |pOificimeRale hd Clfr Pk simagm pupte Lbrar. | L1 C0ut Ol
ity Library (Coblesldl) (€] e
Corinth's Free Lbrary (COR)

PO No. Suffix  Numb...

Print

Create

Total OrderTy.. PaymentMe.. Status  Date Supplier

5661 Firm Order Purchase Released  1/5/2012

T flcnon i oo Dok Received  4/30/2012
List View Received  4/30/2012

B

| T
»| Purchase Order » ISBM/ISSN
,

BAKER & TAYL...
BAKER & TAYL...
BAKER & TAYL...

sl Rals] ©

Links
Delete

Properties

Title |
Other No.

The purchase orders appear in the preview window.

=

2. Click the printer icon

to print the purchase orders.
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a2 A Print or e-mail a single purchase order

1 "N H
Z Follow these steps to print or e-mail a purchase order.

1.  Open the Purchase Order workform.
2. Select File, Print.

The menu selection expands.

I Purchase Order - 10325 - Line Items - Polaris ol @ |z
Edit View Links Tools Help
New... Chrl+N a ¥ ®
Open... Ctrl+0 E 1
Close Alt+Fe
Comm Status:  Released spaf012
Save Ctrls5
- [ . 19135 ]
Save As Template.. Lines: Total: Method  Purchase
Print 3 Current View Ctri+P
Delet Ctrl+D AV i\ Fj T =
‘ o 4P HEES e
Send List View CtrlaShift+ P
- — - Status
Properties F8 Purchase Drder v Sort By 3 ISBN/ISSN
Exit Russel, Kar... 978030725399... $2495 1 0 jiatie On Order
e Obreht, Tés.  S78038534383...  $25.00 1 o Other No. On Order
4 Further interpretations ofr...  Moffett, Kev... 9780062069221 §10.50 1 0 T On Order
5 Cityof Bohane Bary, Kevin,  O78155597608...  $10.50 1 o o On Order
6 Homesick Fenando,R... 978030795810...  $§23.00 1 0 0 On Order
7 The book of Jonss Dau, Stephen, 5780339158452 1050 1 o o On Order
8 Theageofmrades:anovel Walker,Kar... 978081299297...  §25.00 1 0 0 On Order
S Intheshsdowofthebanyan  Rster, Vad... STBI4SISSTFE..  SI0.50 1 o o On Order
10 The marriage plot Eugenides, J... 978037420305...  $10.50 1 0 0 On Order
11 Birds of s lesser paradise ... Bergman, M... 1451643357 (h. $2395 1 o o On Order
NUM
3. Select Purchase Order, and select a Sort By option.
BAKER & TAYLOR BOOKS - GLE
SAN: 1556150
‘Account Number: 0002
Att: Order Department 251 Mt Olive Church Road Commerce GA USA 19170
Purchase Order:  Adult Fiction Comm
Community Library (Cobleskil) Community Library (Cobleskill)
Ship To: PO Box 219 Bill To: PO Box 219
147 Barnerville Road 147 Barnerville Road
Cobleskill, NY 12043-0219 Cobleskill, NY 12043-0219
Date Orderes si24012
Tax Exemption No.
Total Amaunt. sto13s
Total Quantity Ordered: 880
Please supply the following item(s):
Gty ISBNASSN. Title/Author Line ID | Other No  |Material Typs Est Disc Rate| Unit Price
1 9730812992977 |The age of miracles - a 191232 Book 0.0000% $25.00 $25.00|
(alk. paper) novel | Walker, Karen
Thompson.
1 1451643357 Birds of a lesser paradise : 191235 Book 0.0000% $23.95 $23.95]
(hardeover) stories / Bergman, Megan
Mayhew.
1 9780399158452 |The book of Jonas / Dau. 191231 Book 0.0000% $10.50 310 Sj
Stephen.
1 9781555976088 |City of Bohane / Bamy. 191229 Book 0.0000% $10.50 $10.50|
(alk. paper) Kevin
1 9730062069221 |Further interpratations of 191228 Book 0.0000% $10.50 $10.50|
real-life events : stories |
Moffett, Kevin. 1972-
T 1550288081 [Goon squed  Bussley, [181225 Book vouo%|  §169
{bound) : Michele Martin
1 9780307958105 (Homesick [ Femando, 191230 Book 0.0000% $23.00
ardoover) Roshi
1 9781451657722 |In the shadow of the banyan | 191233 Book 0.0000% $10.50
| Ratner, Vaddey.
1 9780374203054 |The marnage plot / 191234 Book 0.0000% $10.50
ardoover - alk. |Eugenides, Jefirey.
paper)
1 9780307263995 (Swamplandia! / Russell, 191226 |0D00B95835 |Book 0.0000% $24.95|
:HRD Karen. 1981- 3
1 9780385343831 |The tiger's wife - anovel /  |191227 Book 0.0000% $25.00
(hbk. - acid-free |Obreht, Téa.
pps):
Items Subtotal: $191.35
Estimated Shipping/Handling" 30.00
Estimated Other Charges: $0.00
Tax Rate: 0.00 % Estimated Sales Tax: 50.00
TOTAL: $191.35
Page 48 of43 Report Printed: 524/2012 11:48 AM
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4. Print or e-mail the purchase order as follows:

* To print the purchase order, click @ and mail or fax the
purchase order to the supplier.

* To e-mail the purchase order, click and select Attach to e-mail.

BlH9C 2 v=2388 3R Untitled - Message (HTML) B 2
File Message Insert Options Format Text Review Mew Tab [ 0
J ggﬂ ) AttachFile ¥ Follow Up ~
0 pttach tem = | ¥ High Importance \
Address Check oom
= Book MNames | 2% Signature~ | § LowImportance
Clipboard & Basic Text Names Incude Tags L Zoom
fou ]| |
= o | |
Send
Subject | |
Attached: |ﬁ]PO [1).odf (355 KE| |

Fill out the From and To addresses in the e-mail, type a message,
and send the e-mail with the attached order to the supplier.
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Modifying PO Line Items’ Statuses

Status Changes

After a purchase order has been released and sent to the supplier, you may
get a response from the supplier indicating that some titles are not
available. You can enter the supplier responses for particular line items and
change the line items’ statuses.

If you sent the order via mail, e-mail, or fax, the response regarding your
order is sent back to your library. However, if your order was sent via EDI,
the supplier’s system automatically generates an acknowledgment file and
stores it in a specific directory on their server. The Polaris EDIAgent job
checks this directory periodically, captures any order acknowledgments
and invoices for the purchase orders your library sent, and stores this data
in the EDI table on the library’s server. You can generate the Electronic PO
Acknowledgment Report, which gathers data from the EDI table, and
record the responses from the report. See “Acquisitions Reports” in the
Polaris Basics Guide 4.1.

Note:

Most fields on the Purchase Order Line Item workform become read-only
once the purchase order line item reaches the following statuses:
Backordered, Exceptional Condition, Never Published, On Order, Out of
Print, Return Requested, or Returned.

The following table shows the statuses of line items or line item segments
on a firm, donation, or gift order, and the possible status changes that are
available.

Firm, Donation, and Gift Orders

Line Item/Segment Status PEESIR EiE IS Cheres

On Order « Backordered

Pending Claim « Exceptional condition
« Never published

« Not yet published

« Out of print

« Return Requested

e Returned
Backordered «On order

« Exceptional condition
« Never published

» Not yet published

« Out of Print

 Return Requested

* Returned
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Firm, Donation, and Gift Orders

Line Item/Segment Status

Possible Status Changes

Exceptional Condition

«On order

« Backordered
»Never published
*Not yet published
«Qut of print

« Return requested
*Returned

Never Published

«On Order

« Backordered

« Exceptional condition
« Not yet published
«Out of print

« Return requested

e Returned

Out of Print

«On Order

« Backordered

« Exceptional condition
«Never published

*Not yet published

« Return requested
*Returned

Returned

«On order

« Backordered

« Exceptional condition
*Never published

«Not yet published

« Out of print

« Return requested

Return Requested

«On order

« Backordered

« Exceptional condition
«Never published

«Not yet published

« Out of print
*Returned

Claimed

« Backordered

« Exceptional condition
*Never published

«Not yet published

« Qut of print

« Return requested

e Returned

Ordering 143
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The following table shows the statuses of line items or line item segments
on a standing order or subscription order, and the possible status changes
that are available.

Subscription and Standing Orders

Line Item/Segment Status el S (T

On Order » Backordered

» Never published
« Out of print
Pending Claim « Backordered

» Never published
«Out of Print
Backordered «On Order

« Never published
« Out of print
Never Published *On order

< Backordered

« Out of print
Out of Print «On order

« Backordered

» Never published

Claimed « Backordered
» Never published
« Out of print

Modify a purchase order line item’s status
ry

- .,
l - Follow these steps to record a supplier’s responses to purchase order
purchase order line items.

Note:
If the order was sent via EDI, the order acknowledgment is downloaded and
processed in the C:\Polaris Reports\EDIDone directory.

1. Open the Purchase Order Line Item workform.
2. Select Tools, Modify Status from the menu bar.

A menu of options appears. For a list of the possible status changes,
see “Status Changes” on page 142.
Note:

You cannot modify a status of Pending, Currently Received, Closed or
Canceled from the Tools menu.

3. Select one of the options from the list.

The status of the line item is changed.

4. To record more information regarding the status change, select View,
Instructions to Supplier and type a note in the Non-Public Note box.

Note:
If there is a claim record associated with the line item, the change in
status also appears on the Claim workform.
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Using Polaris Titles to Go

P Py Py
L4 m ] ny
5 4

. :; — : 1

Tip:

You must enter the entire ISBN
because the supplier cannot search
using a truncated number or
wildcards. The supplier may return
an error message if you do not
enter the complete ISBN.

Polaris Titles to Go is a separately-licensed feature that uses Web Services,
(XML-based technology capable of bridging any operating system,
hardware platform, or programming language) to link to a supplier’s
database and check a title’s availability. Polaris Titles to Go uses UTF-8
encoding to be consistent with the supplier’'s XML data.

When the link is made between Polaris and the supplier’s database, the
bibliographic information, availability, price, discount, edition, and
binding format are transferred from the supplier to the purchase order line
item record in Polaris. The availability (Available, Out-of-print, etc.) and
binding (Large Print, Hardcover, etc.) information appears in red at the bottom
of the Purchase Order Line Item workform. For information on setting up
Titles to Go with your suppliers, see “Enable Titles to Go for your
suppliers” in the Polaris Technical Services Administration Guide 4.1.

Add purchase order line items with Titles to Go

To use Titles to Go, the purchase order must be linked to a supplier that
accepts Titles to Go queries, and the supplier’'s SAN must match the SAN
in the Titles to Go profile in Polaris Administration. See “Enable Titles to
Go for your suppliers” in the Polaris Technical Services Administration Guide
4.1

Follow these steps to check availability and add line items using Polaris
Titles to Go.

1. Open the Purchase Order workform.

2. Add a new purchase order line item.

3. Type the entire ISBN in the ISBN box on the Purchase Order Line Item
workform, and press ENTER.

The system checks to see if the item is already owned by the library. If
the library owns a copy, the system returns the bibliographic data and
the control number. If the ISBN is not found at the library, and Titles
to Go is enabled for the supplier, the system does the following;:

* Compares the SAN in the supplier record (linked to the purchase
order) against the SAN in the Titles to Go profile.

* Launches the Titles to Go query if the SAN is correct and the
supplier is enabled in the profile.
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Tip:

If a discount already exists in the
purchase order line item, it will be
used instead of the one sent by the
supplier.

Tip:

You can use an on-order
bibliographic template with Titles
to Go.

5.

Polaris Acquisitions Guide 4.1

* Matches the ISBN you entered to the ISBN in the supplier’s
database (if the title is located) and brings in the bibliographic data
(title, author, publisher, edition, etc.), price, discount, binding
(large print, hardcover), and availability (available, out-of-print,
etc.). The availability and binding information appear in red in the

status bar on the Purchase Order Line Item workform. If no match

is found, an error message appears.

Note:

If a title is available from Ingram, the format of the item displays in red
along with the word Available, for example Paperback: Available. If the
title is not available from Ingram, the format of the item displays in red,

but the availability status is blank, for example, Paperback:

In addition, the price in the Unit price box is set to $0.00 in the Purchase
Order Line Item workform if the title is unavailable from Ingram.

[ Mew Purchase Order Line Item - 4 - General - Polaris EI = @
File Edit View Links Tools Help
h-=HSS- E?
E Orderno.:  TTG BWI Status:  Pending 612012 Lineno.: 1
L [ Y
U | oo 1451664125 ~ | And | control number: Template: ¥ (Nane) ]
Q
:: Title: In one persan : a novel Author:  Irving, John, 1942-
—
=l Publisher:  Simon & Schuster, 2012, Date: 2012 Edition: [ Alert [/ Displgy in PAC
L
Q Other no.: ¥ LCCN: Material type: |v (None)
S B o4) E§ |
Q \Unit price: §28.00 Discount rate (%) 40 Discount price: $16.80 Line item total quantity: J 1]
..,: Segment | Quantity Destination Collection Fund Fiscal Year Segment 5tz Payment Status
E 1 1 Community Library (Cobles {Mone) 2012 - Adult DVDs Fiction {ADF) 2012 - Commu Pending Open
N
i -
Orders {Charges) Totals /
TR - Trade Hardcover : Availa bIeJ NUM

Enter the quantity, destination, collection, and fund information for

the copies of the title.

Save the purchase order line item.

A brief bibliographic record is created and saved to the database.
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Importing and Ordering Processes

The following sections explain importing and ordering processes that
automatically create purchase orders or selections lists, and update on-
order items so they can circulate.

The Bulk Add Process for Purchase Orders and Selection Lists

When you import a supplier’s brief bibliographic records using the
Acquisition Bibs import profile (or a copy of this profile), the records are
gathered in the bibliographic record set specified in the profile. Then, you
open the record set and bulk-add the records to create a purchase order or
a selection list. Specific tags and subfields must be in the imported
bibliographic records for Polaris to create the line items and segments.

Important:

The import profile must be set up to retain 970 tags as well as 020 (ISBN)
and 024 (UPC) tags. See “Acquisitions Bibs Import Profile” in the Polaris
Cataloging Guide 4.1.

The following information in the 970 tag of the bibliographic record is used
to create each segment of the purchase order or selection list automatically:

Note:

The collection information, material type, and non-public note are not
required to create a segment. If the supplier includes copy-level
information in Sh, it is used in the creation of on-order items. See “ltem
Template Codes” on page 69.

Tip: * $1=location (must match the branch abbreviation in Polaris)
The subfields can be in any order in e $q = quantit
the 970 tag. =49 Y

e $f = fund (must match the fund name or fund alternative name for
an open fund in Polaris)

* $c = collection (must match the collection abbreviation in Polaris)
* $p = price
* $m = material type (must match the material type code in Polaris)

* $n =non-public note (cannot exceed 255 characters; if there is a
non-public note, it appears on the Instructions to Supplier view of
the Purchase Order Line Item workform)

The illustration shows how the 970 tags in the bulk added bibliographic
record are used to create purchase order line item segments.
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[ Purchase Order Line ltem - 157425 - General - Polaris [ollE@ =
File Edit View Links Tools Help

O-=da-x 3 % e

[E] Bibliographic Record 670170 - MARC2L - Polaris ===
File Edit View Links Tools Help Orderno.: 120 peer Status: Pending 11/12/2008 Lineno.: 12
= 5 N o E
el s-x ok 2 El 57 Description
ISBMN/ISSN: - [ __Fnd | Controlno.: 670170 Template:
. im0 = e = . Final v
Control rumber: & Owner [ al Libraries fsys) | recordstatus Title: Water [DVD] Author:
Titee: LA ] Diplay nPAC Publishers  20th Century Fox Home Entertz Date: 2006 Editon: Widescreen.  [JAlert [7]Display in PAC

Otherno.: 024543266143 - Loon: Material type:

Tag Ind Data -
7 TaForeign filmstzindia.f2lcsh

elodrama.z2lcsh

ehta, Deepa,1d1940-

¥ da B 53 [ % &

52099 Discount rate (%): 0 Discount price: $20.99 Line item total quantity: 10

Segn| Quant| Destination Collection Fund Fiscal Year =

{2020 s0FCen AVECAVISFocessed Nov 12 2008 2:38FM 1 :;:;:T;ﬁ‘:lih:: e —E:::::E: Cj;“ﬁ'gj‘:‘”;‘“;‘rf;“' 2“; FF:,ZR """
20.991FSARAMOVE SProcessed Nov 12 2008 2:38PM prnge ’ o : o o
essed Nov 12 2008 23 1 Mort Pleasant Branch Audiovisual Branch Audiovisual (Br AV 08
N I~ iy 1 Dusne Branch Audiovisual Branch Audiovisual (Br A~V 08
rocessed Nov 12 2008 2:38PM ; . o -
1 Hamiton Hil Branch Audiovisual Branch Audiovisual (Br AV 8
N ViaProcessed Nov 12 2008 2:38P 1 Mort Pleasart Branch cudiovisual Branch Audiovisual (Br AV SCP FY 2008
B TmM3EIMTPE015p20.995Br AVICAVIZProcessed Nov 12 2008 2:38F) L — — —

% |- Purchase Order Line Item

< » % Orders {Charges), Totals /

= = [« Bibliographic Record

press FL NUM

If a bulk-added bibliographic record contains more than one ISBN or UPC,
the purchase order line item displays the most-recently added ISBN
(020%a) at the top of the ISBN list (and its associated price from the 020$c in
the Price box), or the most-recently added UPC in the Other number box.

If a price is not in the MARC record’s 970 $p, the system checks for the price
in the following tags:

* 020 - If an ISBN is present in 020 $a, the corresponding 020 $c is
checked for a price. If both are found, the ISBN is copied to the
purchase order line item’s ISBN field, and the price is copied to the
purchase order line item’s Unit price field.

* 024 - If no price is found in the 020 $c, the system checks for a 024 $a
with a first indicator of 3, and if present, the corresponding 024 $c
is checked for a price (OCLC records place the 13-digit ISBN and
the accompanying price in the 024 tag, if the first indicator is a 3). If
both are found, the number in the 024 $a is copied to the purchase
order line item’s ISBN field, and the price is copied to the purchase
order line item’s Unit price field.

Note:

If the first indicator in the 024 $a is 1 or any number other than 3, the
number is copied to the purchase order line item’s Other number field. In
this case, the unit price is copied from the default value in the Bulk Add to
Purchase Order dialog.

If the price is not in the record, and the Acquisitions parameter Bulk Add to
PO: Replace Invalid Fields with Default Data is set to Yes in Polaris
Administration, the default price is used.

Any missing or invalid information is noted in the bulk add error report,
and you can edit the purchase order or selection list as needed.
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Administration Settings That Affect Bulk-Add Processing

The following parameters and profiles in Polaris Administration control
bulk add processing;:

Bulk add to PO: Add Alert to PO line item for multiple ISBNs - Adds an alert for
purchase order line items with multiple ISBNs. See “Set alert indicator
for bulk adding titles with multiple ISBNs” in the Polaris Technical
Services Administration Guide 4.1.

Bulk add to PO: Replace invalid fields with default data - Specifies defaults for
records bulk-added to purchase orders. See “Set bulk add to use default
data in purchase orders” in the Polaris Technical Services Administration

Guide 4.1.

Bulk Add to SL: Replace invalid fields with default data - Specifies default data
for records bulk-added to selection lists. See “Set bulk add to use default
data in selection lists” in the Polaris Technical Services Administration
Guide 4.1.

Bulk add to PO/SL: Mark 970 data as processed - Marks processed 970 tags so
they do not get used again. See “Mark 970 data as processed after bulk
adding titles” in the Polaris Technical Services Administration Guide 4.1.

Filter branches in line item segments - Filters destination branches. See
“Filtering Branches in Line Items” in the Polaris Technical Services
Administration Guide 4.1.

© 2012 Polaris Library Systems



150 Ordering Polaris Acquisitions Guide 4.1
Enriched EDI Orders and Shelf-Ready Items

If your library uses a supplier’s cataloging services so that materials arrive
shelf-ready, you can send enriched EDI orders so that the supplier can
return bibliographic records with embedded holdings data. When the
bibliographic records are imported using the Enriched EDI Order import
profile, the embedded holdings data is used to update on-order items to
shelf-ready items. Another method for creating shelf-ready items is to
allow the supplier to search the Polaris database and retrieve holdings
information. See “Shelf-Ready Items Using Z39.50” in the Polaris
Acquisitions Guide 4.1.

Enriched EDI Orders

An Enriched EDI order includes the following information for each
purchase order line item segment in the transmission:

* Title

* ISBN

* Bibliographic record control number (from Polaris)

* Purchase Order Line Item ID - Unique ID for the purchase order
line item, not the number that appears in the Purchase Order
workform

* Purchase Order Line Item Segment Number - Segment number as
it is displayed in the Purchase Order Line Item

* Quantity - Number of copies ordered for that location (collection
and branch)

¢ Unit - Basic unit of measurement

* Branch Code - The branch’s abbreviation exactly as defined in
Polaris

* Collection Code - The collection abbreviation exactly as defined in
Polaris

* Call Number - Call number in the linked bibliographic record.
Your supplier may or may not use call numbers.

When the supplier processes the Enriched EDI order, a file containing full
bibliographic records with embedded holdings data is produced. These
bibliographic records with embedded holdings data in the 949 tag (or
another tag you and your supplier have agreed upon) are imported into
Polaris. If the holdings data is in the 949 tag, you can use the Enriched EDI
Order profile (or a copy of the profile with the same settings, but named
according to the supplier) to import these records. This profile is set up so
that the existing item records are updated with the data in the 949 tag. See
“Polaris Read-Only Import Profiles” in the Polaris Cataloging Guide 4.1.
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Tip:

Polaris automatically moves the
holds placed at the bibliographic
level to the first volume only when
items were created and when the
bibliographic records are imported
using the Enriched EDI import
profile. If you send a non-enriched
EDI order and create items, the
holds remain at the bibliographic
level. In this case, you would need
to deactivate the holds at the
bibliographic level and place them
on linked items where the volume

information was entered manually.
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If the option Update linked PO line item to received is checked in the EDI Invoice
Defaults profile, the linked purchase order line items are received, and the
linked items either remain on-order, or they are updated to in-process as
soon as the EDI invoice is created in Polaris (depending on the item record
option selected in the profile). See “Set up EDI invoice defaults” in the
Polaris Technical Services Administration Guide 4.1.

You can wait until the shipment arrives to update the purchase order line
items. When the shipment arrives, use the Check-In Shelf-Ready Materials
workform to check in the shelf-ready item records and update the linked
purchase order line item segments in the same step. See “Check in new
shelf-ready items” in the Polaris Patron Services Guide 4.1.

Shelf-Ready Items Using Z39.50

If your library allows suppliers to search the Polaris database using Z39.50,
the supplier can provide shelf-ready item data in their bibliographic
records. When the supplier searches the Polaris database, the bibliographic
records are displayed with an 852 tag for every item record, whether it was
manually created or imported. If the item is linked to a purchase order line
item, the holdings data displays the linked purchase order line item ID
followed by the purchase order line item segment number in subfield e
($e). For information on setting up Polaris as a remote database for
suppliers to search, see “Offering the Polaris Database as a Remote Target”
in the Polaris Administration Guide 4.1.

Holds Requests for On-Order Multi-Volume Sets

If a patron places a hold on a new multi-volume set, such as on a television
series just released on DVD, the hold is placed at the bibliographic level for
the series title. Then, when the full bibliographic record is imported, the
embedded holdings create the shelf-ready item records for all the volumes
in the series, and the hold is automatically placed on the first volume.

When you order a new multi-volume set, you create a purchase order line
item for the entire series. You may order more than one copy of the series
for one branch, or you may order the series for several branches. When the
purchase order is released, and items are generated, one item record is
created per ordered quantity.

For example, if you order two copies of the television series, Downton
Abbey, Season 2, two item records are created. However, the supplier’s
shipment includes 6 DVDs - three DVDs for each copy of the series. In
addition to the physical shipment, the supplier provides a full
bibliographic record for the series with 949 tags representing each DVD.
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|E- Purchase Order Line Item - 191344 - General - Poiaris EI [=]
File Edit View Links Tools Help
D-@*HS-X 3 E9
E Order no.: k:nmm. 2012 - May 27 Status: Pending 5/27/2012 Line no.: 3
i Description
b ISBN/ISSN: 9781608836055 h Control number: 903621 Template: | ¥ (None)
8 | Title: Downton Abbey. Season 2 [videorecording] | Author:
i —
| Publisher: ~ P8BS Home Videa, Edition:  Original U.K. ed. [ alert Display in PAC
E Other no.; 841887016087 - Material type: [V (None) J
T ¥ HE S |
q-) Unit price: $16.00 Discount rate (%): Discount price: $16.00 Line item total quantity: 2
)]
iy} Segment Destination Collection Fund Fiscal Year Segment Sta Payment Status »
8 1 Community Library (Cobl Audiovisual 2012 - Adult DVDs Fiction {ADF 2012 - Commu Pending Open =
3
T -
A
B Orders
The record was saved successfully. NUM

When the full bibliographic record with embedded holdings is imported
using the Enriched EDI Orders profile, the two items are updated with the
appropriate shelf-ready item data. New item records are also created for
every other 949 tag that has both a purchase order line item segment ID in
$e (or other subfield) and a volume designation in $v.

Any holds that were placed at the bibliographic level for the on-order series
are moved to the item with the first (or lowest) volume number. This allows
patrons to place holds for a new series and then receive the first volume of

that series when it arrives.
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Receiving Orders

To accommodate various ordering and receiving workflows, Polaris offers
the following methods for receiving:

* Receive a complete order - The shipment arrives at the library, and it
matches the order exactly. All copies of all the titles ordered are
included in the shipment. See “Receive a whole order” on page 155.

* Receive an incomplete order - The shipment arrives at the library, but
the number of copies in the shipment does not match the number of
copies in the order. You can receive an incomplete order as follows:

* Receive all ordered copies of a title - See “Receive from the
purchase order or invoice line item” on page 157.

* Receive all copies of a title ordered for a specific destination and
collection - See “Receive a purchase order/invoice line item
segment” on page 161.

* Receive copies that arrived for a destination or collection, and
leave the other copies on-order. Splitting the receipt of a segment
can be done from a purchase order line item, but not from an
invoice line item. See “Receive a purchase order/invoice line item
segment” on page 161.

* Receive line items from the invoice via Rapid Receipt - The shipment
arrives at the library, and it contains materials that may have been
ordered on various purchase orders. Start from a blank Invoice
workform and pull in the matching purchase order line items, which
simultaneously adds the line items to the invoice and receives the linked
purchase order line items. See “Use Rapid Receipt to receive line items
from an invoice” on page 158.

* Receive from an approval plan or blanket order invoice - The shipment
arrives at the library for a blanket order or approval plan invoice that
has no linked purchase order. You can receive an approval plan or
blanket order invoice at the invoice line item segment level where you
can enter the quantity ordered and the quantity received. See “Receive
a purchase order/invoice line item segment” on page 161.

* Receive an EDI order automatically - To use this method, the Update
linked purchase order line items to received box must be selected on the EDI
Invoice Defaults profile in Polaris Administration. As soon as the Polaris
EDI invoice is automatically created from the supplier’s invoice file, the
linked purchase order line items are updated to a Received status. The
EDI Invoice Defaults profile can also be set to update the circulation status
of the linked on-order items. If you do not want partial shipment
invoices to be created automatically, you can select the Hold partial
shipments option. See “Set up EDI invoice defaults” in the Polaris
Technical Services Administration Guide 4.1.
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Tip:

Serials subscriptions or standing
orders are received in the Serials
subsystem. See “Checking In
Serials” in the Polaris Serials Guide
4.1.

Polaris Acquisitions Guide 4.1

Receive an EDI order from the invoice - If your library policy requires
the shipment of materials to be at the library before the order is received,
leave the Update linked PO line item to received box unchecked in the EDI
Invoice Defaults profile. See “Set up EDI invoice defaults” in the Polaris
Technical Services Administration Guide 4.1. The EDI invoice is still created
automatically, but the linked purchase order line items are not received
automatically. See “Receive line items from an invoice” on page 156.

Receive an EDI order from the Receive ASN Shipments workform -
This receiving method is available only if the supplier produces an
Advanced Shipping Notice (ASN) file (X12 transaction set 856) with
shipment, order, package, and item information. After the EDI order is
received and processed, the supplier outputs the ASN file to the
library’s directory on the supplier’s FTP server. The Polaris EDIAgent
utility scans this directory and retrieves the ASN file and loads the data
into Polaris. When the shipment arrives at the library, the carton has a
UCC-12 barcode label (with the supplier number, ASN number, and
carton number) affixed to the outside. The staff member opens the
Receive ASN Shipments workform and scans the barcode to bulk
receive the shipment. See “Receive using the Advanced Shipping Notice
(ASN)” on page 164.

Receive an Enriched EDI order from the Check In Shelf-Ready
materials workform - If your library sends enriched EDI orders,
circulation staff can receive shipments of shelf-ready items, which
updates the circulation status of the items so they can circulate and
receives the linked purchase order line item segments at the same time.
See “Checking In New Shelf-Ready Items” in the Polaris Patron Services
Guide 4.1.

This unit covers the following topics:

“Receive a whole order” on page 155

“Receive line items from a purchase order” on page 155

“Receive line items from an invoice” on page 156

“Receive from the purchase order or invoice line item” on page 157
“Use Rapid Receipt to receive line items from an invoice” on page 158
“Receive a purchase order line item from the Find Tool” on page 160
“Receive a purchase order/invoice line item segment” on page 161
“Undo receipt of a line item or line item segment” on page 162

“Print workslips for purchase order line items” on page 163

“Receive using the Advanced Shipping Notice (ASN)” on page 164

“Update on-order item records” on page 166
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1-2-3

Tip:
To keep your place in the list and
retain your sort order, select Edit,

Lock List View or click g . When
you update line items with the list
view locked, the changes do not
appear in the list view until you
uncheck the Lock List View option
or refresh the list. List view locked
is displayed in the status bar when
this option is on.

Click to refresh the list.

After you refresh the list, your
updates to the line items appear,
and the list view is resorted.

Receiving Orders 155

Receive a whole order

Follow these steps to receive an entire purchase order when the correct

quantity for each ordered title has arrived.

1. Open the Purchase Order workform for the delivered shipment.

2. Select Tools, Receive.

A message asks if you want to receive the entire order.

3. Click OK to confirm that you want to receive all copies of all line items

listed in the purchase order.

Order was received successfully appears in the status bar.

Receive line items from a purchase order

Follow these steps to receive one or more whole line items from the

Purchase Order workform.

Note:

You can receive line items from the Invoice workform if there are linked
purchase order line items. See “Receive line items from an invoice” on
page 156. If the invoice line items are not linked to a purchase order, you
must receive them at the segment level. See “Receive a purchase order/

invoice line item segment” on page 161.

1. Open the Purchase Order workform - Line Items view.

2. Select the line items you want to receive, right-click, and select Receive

from the context menu, or click | Sl .

File Edit View Links Tools Help

i e o s G sy fol @ ==

™ PO & A1 E
DEHE - X A2 @@ &
Number: peer Status: Released 4f30/2012
Type: - | lnes: 814 Totsl:  $22,095.93 Method | Purchase -]

Line Items

DAPREEOWNT 2| &

Line... Title Author ISBMN/ISSN Amount  Orde... Rece... Invoi.. Fund
Great disasters : catay AdultFic...

The year of the flying Adult Fic...
1945: year zero. Adult Fic...

Day by day : the forti Receive 63 : Adult Fic...

The watershed of two Adult Fic...

Day by day, the fifties| Adult Fic...

20th Century Adult Fic...
History-—remembered, Claim 3 3 5. Adult Fic...

The Horizon history of} Cancel 309 : Adult Fic...

The space-gods reves| Adult Fic...

Kant and the problem Adult Fic...

Art and act: on caused Print 3 5 Adult Fic. ..

Paul Harvey's The res Adult Fic...

14 Thelight and the glor Adult Fic...
The year of the horsel Adult Fic...
16  Practidng history : sel Adult Fic...
17  Plato's philosophy of Adult Fic...

Open
Place Hold

L
o
=
]
QL
0
1]
o
e
3
Q.

Undo Receipt
Copy To ...

]

Close

Links
Delete

Properties

Status =
On Order
On Order
On Order
On Order
On Order
On Order
On Order
On Order
On Order
On Order
On Order
On Order
On Order
On Order
On Order
On Order
On Order i

The order was released successfully.

NUM

A dialog box asks if you want to receive the selected lines.
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3. Click OK to receive the selected items.

If any items were claimed, the Line Items Receive Error(s) dialog box
appears.

4. If the Line Items Receive Error(s) dialog box appears, do one of the
following:
* Click Continue to continue receiving the line items you selected,
including those that were previously claimed.

* Click Cancel to cancel receiving.
Note:

If you receive a line item in error, you can unreceive it. See “Undo receipt
of a line item or line item segment” on page 162.

Receive line items from an invoice
[ }. /

.u.” - You can receive invoice line items from the Invoice workform for EDI and
non-EDI orders. If you do not want purchase order line items to be updated
to Received automatically when an EDI invoice is loaded into Polaris, make
sure the Update linked PO line item to Received check box in the EDI Invoice
Defaults profile is left unchecked. Then you can receive the line items in the
invoice when the actual shipment is received. See “Set up EDI invoice
defaults” in the Polaris Technical Services Administration Guide 4.1.

Follow these steps to receive one or more whole line items from the Invoice
workform.

Note:

You can receive line items from the Invoice workform if there are linked
purchase order line items. If the invoice is not linked to a purchase order,
you must receive at the invoice line item segment level. See “Receive a
purchase order/invoice line item segment” on page 161.

1. Open the Invoice workform-Line Items view.

2. Select the line items you want to receive, right-click, and select Receive

from the context menu, or click | Sl .
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Tip:
To keep your place in the list and
retain your sort order, select Edit,

Lock List View or click g . When
you update line items with the list
view locked, the changes do not
appear in the list view until you
uncheck the Lock List View option
or refresh the list. List view locked
is displayed in the status bar when
this option is on.

Click to refresh the list.

After you refresh the list, your
updates to the line items appear,
and the list view is resorted.

3.

Tip:

If you want to create on-order item
records and none were generated
when the purchase order was
released, select Tools, Create,
Item Records.
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=B R |

[F§ Invoice - 13214 - Line Items - Polaris
File Edit View Links Tools Help

DeHE X aGsbsl@@Rs & & @

Number: 2012-3 4f30f2012

Date: 4/30/2012 B~ Lines: 814 Total:  $22,095.93

Type: Regular ~  Status:  Open

Method: Purchase

Line Items
DFBERESE B S

POMNo. &.. Fund
Adult Fic...
Adult Fic...
Adult Fic....
Adult Fic...
Adult Fic...
Adult Fic...
Adult Fic...
Adult Fic...
Adult Fic...
Adult Fic...

Line... Title Author ISBN/ISSN Amount Recei.. Paid Payment... *

Great disasters : catas...

The year of the flying ...
1945: year zero.

Day by day : the forties,
The watershed of two ... R Pay
Day by day, the fifties Credit
20th Century.

History-remembered, ... L| Print
The Horizon history of ...
The space-gods reveal
Kant and the problem Links
Art and act: on cause: Delete
Paul Harvey's The res|
The light and the glory
The year of the horsel...
16  Practicing history : sele...

Receive

Create

TEEEETRqEH4E

Adult Fic...
. AdultFic...
. AdultFic... Open
. AdultFic... Open

PR, A

Properties

Foster, Gen...

FAT4191 : $6.95
Tuchman, B... 0334520856 : $16.50

47 Plebnte o I n.

N NN Jcccocococoocoocoo
N .)]c ccccocococoooao

b

AsamaaETa I inen

For Help, press FL NUM

A message asks if you want to receive the selected lines.

Click OK to receive the selected items.

Note:
If you are receiving invoice lines, and no item records were generated
when the purchase order was released, you can right-click the invoice line
and select Create, Item Records from the context menu. If no errors are
detected, the on-order item records are created.
The status of any linked purchase order line items is updated to
Received and the circulation status of any linked on-order items is

updated to In Process.

Receive from the purchase order or invoice line item

Follow these steps to receive a line item (all segments) from the Purchase
Order Line Item or Invoice Line Item workform.

Note:

You cannot receive an invoice line item on a Miscellaneous invoice using
this method. Type the quantity in the Quantity field on the segment to
receive an invoice line item for a miscellaneous invoice.

Open the Purchase Order Line Item or Invoice Line Item workform.
Select Tools, Receive from the menu bar.

A dialog box appears that asks if you want to receive the selected line
item.

Click OK to receive the line item.

The line item was received successfully appears in the status bar, and the
statuses of the linked on-order items are updated automatically to in-
process.
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Tip:

The purchase order line item ID is
the number that is sent to the
supplier on the printed purchase
order. If your supplier prints this
number on the packing slip or
printed invoice that comes with the
order, you can match up the
purchase order line items exactly.
Using the ISBN or the title may not
identify the correct purchase order
line item if the item was also
ordered on another purchase
order.
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Use Rapid Receipt to receive line items from an
invoice

Important:

The purchase order contains the purchase order line item ID number that
uniquely identifies each line item. If you want to use the Rapid Receipt
function, ask your supplier to include this number for each line item on the
packing slip that comes with the shipment. You can also enter the ISBN or
title for each line item, but the matching may not be as exact. If the
number of copies on the packing slip does not match the invoice line item,
you can enter an alert for the invoice line item.

Follow these steps to receive purchase order line items from an invoice.

1. Open the Invoice workform.

2. Select Tools, Rapid Receipt or click ﬁ on the Invoice workform.

3. The Rapid Receipt dialog box appears.

Rapid Receipt ==
Rapid Receipt
Find PO Line
PO line ID: | Discount price:
Qty ordered: Invoice line no.:
[Tl setinvoice line alert  Alert note:
Confirm PO Line
Title:
Authar: Save/Mext
ISBM/ISSM:
Clear
Other no.:
Supplier: Account no.:
PORNo.: e alert
Close Help

4. Type the purchase order line item ID number in the PO line ID box, type
the ISBN or ISSN in the ISBN/ISSN box, or type the title in the Title box.

5. Press ENTER or click Find.

* If one purchase order line item in the system exactly matches the
purchase order line item ID or the ISBN/ISSN you entered, the
dialog box is filled in automatically with the information from the
purchase order line item.

* If you entered an ISBN or ISSN, and there are multiple matching
purchase order line items, the Find Tool opens with the matching
purchase order line items displayed. You can select one, and the
dialog box will be filled in.
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Tip:

This is the discounted unit price,
not the total price of the line item.
The total price of the line item will
appear when the invoice line item
is created. You can make
adjustments, if necessary, in the
invoice line item.
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Note:

A message tells you the purchase order line item cannot be invoiced if it
was already copied to another invoice, or if it has a status of canceled,
claimed, closed, never published, pending, part received, pending
claimed, or returned. You can open the purchase order line item and check
the status or enter the number for the next purchase order line item.

* If no matching purchase order line item exists with the same
purchase order line item ID or ISBN/ISSN, the Find Tool opens
and you can search by a different number.

* If you entered a title, the Find Tool opens with the matching
purchase order line items displayed. You can select one title, and
the dialog box will be filled in.

If the printed invoice shows a different discount price from the
discount price in the matching purchase order line item, type the
discount price on the printed invoice in the Discount price box.

The invoice line item is added and the purchase order line item is
updated to Received in one step. If there are hold requests for the title,
and the Acquisitions profile Receiving line items: Warn if linked hold
requests is set to Yes in Polaris Administration, a message informs you
that there are holds.

When you have finished adding the line items, check the invoice line
items, and make any adjustments to the amounts so that they match
the amounts on your printed invoice. See “Make manual adjustments
to credits and discounts” on page 226.

Select the invoice line items in the Invoice workform - Line Items view,
right-click, and select Print Workslip.

The workslips are printed in alphabetical order by title without the
initial article. See “Print workslips for purchase order line items” on
page 163.
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Related Information

Here are some tips for resolving problems you may encounter:

* Number of copies do not match - If a matching purchase order line item
appears in the Rapid Receipt dialog box, but the number of copies does
not match the number of copies on the printed invoice, you have the
following choices:

* Select the Alert check box, and enter an alert note on the Rapid
Receipt dialog box. Then save the invoice line item. The alert icon
will appear next to the invoice line item to indicate that there is a
discrepancy that needs to be fixed.

* Click Clear to clear the Rapid Receipt dialog box, open the purchase
order line item, and receive the segments. See “Receive a purchase
order/invoice line item segment” on page 161.

* Undoing receipt - If you have received an invoice line item in error
using Rapid Receipt, you must link to the purchase order line item from
the invoice line item, and undo receipt before deleting the invoice line
item. If you delete the line item in the invoice, the purchase order line
item remains received, but there will be no link back to it. See “Undo
receipt of a line item or line item segment” on page 162.

* Adjust amounts on the invoice - After you have added and received all
the lines using Rapid Receipt, check the invoice to make sure that all
amounts match the printed invoice from the supplier. See the following
topics:

* “Add or change invoice header charges and credits” on page 206
* “Distribute charges on an open invoice” on page 222
* “Distribute credits/discounts on an open invoice” on page 225

* “Add a tax dollar amount on an invoice” on page 208

Receive a purchase order line item from the Find
_u_u /= Tool
Follow these steps to receive a purchase line order line item from the Find
Tool.

1. Use the Find Tool to search for the purchase order line item you want
to receive.

The purchase order line items that match the search criteria appear in
the Find Tool results list.

2. Select the purchase order line item, right-click and select Receive from
the context menu.
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Receive a purchase order/invoice line item segment
)

.u.“’ - You receive line items at the purchase order line item segment level when
some of the copies of a title are not included in the order. If you are
receiving copies that the supplier sent according to an approval plan or
blanket order, and the invoice is not linked to a purchase order, you receive
copies at the invoice line item segment level. Follow these steps to receive
a segment of a line item.

1. Open the Purchase Order Line Item or Invoice Line Item workform.

2. Click #F on the items toolbar.

The Line Item Segment Receiving dialog box appears.

Line Item Segment Receiving @
‘fou have chosen to receive the selected segments. The
status of the segments will now become ‘Received'. Copies
not received will remain 'On-Order',

Quantity ordered: 5

Enter the number of copies received

Quantity received: 5]

[ QK ] [Cancel] l Help ]

Note:

If you are receiving an invoice line item that is not linked to a purchase
order, the quantity ordered is 0 and you can enter an amount. If there is a
linked purchase order, you cannot change the quantity ordered.

3. Type the number of copies received in the Quantity received box.

Click OK to confirm that you want to receive the selected line item
segment. If you receive the total quantity of copies for the segment, the
segment’s status changes from on-order to received. If you receive less
than the total quantity of copies for the segment, the segment is split.
One segment shows the quantity received and the other shows the
quantity still on-order.

A message tells you the segment was received.

Related Information

If the invoice line item was added without a purchase order for an approval
plan or blanket order invoice, you can create item records from the invoice
line item after all segments in a line item are received. Receive all the
segments on the invoice line item, then select Tools, Create Item Record on the
Invoice Line Item workform.
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Tip:

For subscriptions or standing
orders, you must undo check in
from Serials. See “Uncheck in
issues or standing order parts” in
the Polaris Serials Guide 4.1.

Tip:

Click |@| on the Purchase Order

Line Item workform’s main toolbar
to unreceive a line item. Or click
this button on the segment toolbar
to unreceive a selected segment.

Polaris Acquisitions Guide 4.1
Undo receipt of a line item or line item segment

Use Undo Receipt when you accidently receive the title, but you expect to
receive it eventually. Undo receipt simply undoes the receipt action and
leaves the line item or segment with the status it had before receiving. Any
linked item records revert to a status of on-order and any holds remain.

You can undo receipt of line items or segments on purchase orders with
any payment method, but the unreceive action has no effect on fund
expenditures in prepaid purchase orders or those paid using a depository
account fund because the amount is already expended. If you undo receipt
of prepaid items, you must manually adjust the amount in the linked
funds.

If you decide not to order the items, use the cancel process. When you
cancel a line item or segment, the funds are disencumbered, on-order items
deleted, and, if you will not be reordering with another supplier, hold
requests will be cancelled. See “Canceling Orders” on page 175.

Follow these steps to undo receipt of a purchase order line item or line item
segment.

1. Select a received purchase order line item or line item segment from
one of the following locations:
* Find Tool results list - Select a line item.
* List box - Select a line item.
* Purchase Order workform, Line Items view - Select a line item.

* Purchase Order Line Items workform - Select a segment.

2. Right-click and select Undo Receipt from the context menu.

The status of the line item or line item segment reverts to what it was
before it was received. If it was claimed previously, the claiming
process resumes after you undo receipt. Any holds on the items
remain.
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A A A Print workslips for purchase order line items
A4 y

.h.“ﬁ‘“' The Polaris Administration parameter PO line item workslips: Print on-order
item data parameters specifies whether item data or segment data is printed
on the workslip. See “Specify whether on-order item data prints on POLI
workslips” in the Polaris Technical Services Administration Guide 4.1.

If the parameter is set to print item data, and there are item records linked
to the purchase order line item, the item number, call number, material
type, destination, and fund are printed on the bottom of the workslip for
each line item segment that has item data. The workslip includes a blank
line for any segments that do not have item data. If the purchase order line
item has no linked items, the segment information (quantity, destination,
collection, material type, location, and fund) is printed instead. However,
if the parameter is set to not print item data on workslips, only segment
data is printed even when on-order items are linked to the purchase order
line item.

The workslip also includes any notes entered for the purchase order line
item. The Rush/Alert check box is checked if the box is checked on the
Purchase Order Line Item workform. The Holds box is checked if there are
holds placed on the linked bibliographic record.

Follow these steps to print a workslip.

1. From the Line Items view of the Purchase Order or Invoice workform,
or from the Find Tool results list, select one or more purchase order
line items or invoice line items.

Note:
You can also print a workslip from the Purchase Order Line Iltem workform
by selecting File, Print, PO Line Item Workslip.

2. Right-click and select Print, PO Line Item Workslip, or click =

* If you selected multiple purchase order line items, they are printed
without opening the Preview window. Multiple workslips are
printed in title order, ignoring any initial articles.

* If you selected only one purchase order line item, the Processing
Workslip appears in the Report Preview window.

3. If the Preview window opens, click ™ to print the workslip, and

click |4 to close the Report Preview window.
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2 A A Receive using the Advanced Shipping Notice (ASN)
d iy ry
.H.“Z“ Follow these steps to receive shipments for which an ASN has been
received.
Note:

For more information on the ASN, see “Receiving Orders” on page 153.
1. Select Acquisitions, EDI Services, Receive ASN Shipments.

The Receive ASN Shipments workform appears.

2. To change the branch location selected in the Filter By Organization box,
select a different branch or select All.

3. Search for the purchase order line items using one of the following
methods:

* Select ASN tracking barcode, and scan the barcode located on the label
attached to the outside of the carton. Or, type the number that
displays under the barcode.

* Select Supplier SAN, and type the supplier’s SAN.

¢ Select ASN date range and select a from and to date.

4. Click Go.
B8 ASN Processing - ==
File View Help
&- 9
U') Search By Filter By
E () ASN tracking barcode: Organization:
Q - <All> -
E () Supplier SAN:
g— @ ASN date range: 7102011 ~ 413/2012 -
m Receive Shipment
2 Tracking Barcode Shipped Date  Supplier  Carrier =
U) 000003880822358... 1/12j2012 B&T (... UPSM
GI 000003880822358... 11zfa012 B&T (... UPSN
000003880822358... 1f12/2012 B&T (... UPSM
) 000003880822358... 112/2012 B&T (... UPSN
.E 000003880822354... 3/23/2012 B&T (... UPSN 0
Q
(] Tracking Barcode  Title Author ISBM/UPC Ordered Shipped Received/ASM... POLin... LineStatus PO Mum... PO Release
10} 0000038808... Onceaspy Footman... 039607... 3 3 0/o 138223 OnOrder  SAL3408  3/26/2012
Et 0000038808... Penguins. Peterson... 039527... 3 3 ofo 188224 OnOrder  SAL3408  3/26/2012
4| I | *
For Help, press FL MUM

The top section of the workform displays the shipment information in
the following columns:

® Tracking barcode
* Shipped date
® Supplier

* Carrier
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Tip:

If the line item cannot be found or
the quantity shipped is notequal to
the quantity ordered, an
exclamation mark appears next to
the tracking number.

Tip:

To link to the purchase order or
purchase order line item, select a
line item in the bottom portion of
the workform, right-click and
select Links.

Receiving Orders 165

Select a tracking barcode in the top section of the workform.

The line item information for the selected shipment appears in the
bottom section of the workform in the following columns:

e Tracking barcode

o Title

e Author

e ISBN/UPC

e Ordered (the quantity ordered)

« Shipped (the quantity shipped from the ASN)
¢ Received/ASN Received (the quantity received)
e PO LinelID

¢ Line Status

e PO Number

e PO Release (date)

Click Receive.

The line items are received. If the quantity shipped is less than the
quantity ordered, the corresponding number of copies are received in
the linked purchase order line item.

If the Polaris Administration Acquisitions profile Receiving line items:
Warn if linked hold requests is set to Yes, a message displays for titles that
have hold requests.

The Advanced Shipment Notification Log lists all ASN files loaded
into the system. For more information, see “ Acquisitions Reports” in
the Polaris Basics Guide 4.1.
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Update on-order item records

When you release a purchase order, you can create brief item records with
a status of On-Order. See “Releasing and Sending Purchase Orders” on
page 132. If on-order item records were created automatically when the
purchase order was released, they need to be updated with circulation data
and barcoded before they can be circulated.

* Update items using Item Bulk Change - If your library does not use
enriched orders, you can use the Item Bulk Change dialog box to assign
barcodes and call numbers to the linked on-order items. From the
purchase order, select Links, Item Records to open the linked list box. Then,
select the items, right-click and select Ad hoc Bulk Change from the context
menu to access the Item Bulk Change dialog box. For more information,
see “Bulk change item records” in the Polaris Cataloging Guide 4.1.

* Update items manually - Select Links, Item Records to open the linked list
box. Open the first item record in the linked list box, scan the barcode
and make other edits. Then, press CTRL+S to save the first record, and
press CTRL+E to go to the next record in the linked list box without
leaving the Item Record workform.

* Automatically receive EDI purchase order line items - When you send
orders via EDI, an EDI invoice file is retrieved from the supplier’s site,
and invoice records are created automatically in the Polaris database.
You can select Update linked purchase order line items on the EDI Invoice
Defaults profile, and opt to update the linked on-order items or leave
them on-order. See “Set up EDI invoice defaults” in the Polaris Technical
Services Administration Guide 4.1.

* Receiving shelf-ready items - If your library sends “enriched” EDI
orders, the supplier provides bibliographic records with embedded
holdings data. When the bibliographic records are imported, the
embedded holdings data update the on-order item records with
barcodes and other cataloging and circulation information, making
them shelf-ready. For more information, see “Enriched EDI Orders and
Shelf-Ready Items” in the Polaris Acquisitions Guide 4.1.

If you receive shelf-ready items as a result of Enriched EDI, you can use
the Check-In Shelf-Ready Materials workform to check in the on-order
items and receive the linked purchase order line item segments. See

“Check in new shelf-ready items” in the Polaris Patron Services Guide 4.1.
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Claiming

Claiming is the process of notifying the supplier that items were ordered
but not received as expected. For example, you might claim an item in the
following situations:

* The library was billed for an item it ordered but did not receive.

* The library did not receive an ordered item within a specified
period of time, and no notice arrived from the supplier warning
that the item would be late.

* The item was received damaged.

Tip: To claim an item, you set up the claiming information in the supplier
You can also claim serial issues or  record. See “Add the claiming criteria for a supplier” on page 50. This
standing order parts that were not . f H . ied t h d ine thi lier. Y dd
received as expected. For information is copied to purchase orders using this supplier. You can a
information on claiming serials more claiming intervals or change the claiming information on the

issues or parts, see “Claim issues/  Purchase Order workform. See “Add or change claiming information for
parts from the Claim Alert List” in an order” on page 115
the Polaris Serials Guide 4.1. pag ’

If an item has not been received in the specified amount of time after being
ordered, it appears on the Claim Alert List. An automatic nightly process
identifies purchase order line items that are eligible to be claimed.

Important:

You must set up claiming criteria in the Supplier record before items will
appear on the Claim Alert List. Items that already had a status of
Backordered or Returned before claiming was set up will not appear on
the Claim Alert List, since those items do not have a claim alert date.

When you claim an item for the first time from the Claim Alert List, it is
removed from the list, and a claim record is generated. The same item
appears on the Claim Alert List again if it still has not been received in the
specified time after the first claim was generated. This process continues
until the maximum number of claims have been generated. When you
claim anitem, a claim notice is generated and you can send the notice to the
supplier. You must set up the claiming notices with the message and
contact information in Polaris Administration. See “Set claim/cancellation
notice defaults” in the Polaris Technical Services Administration Guide 4.1.
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Tips:

Use the Organizations and Status
boxes to filter the Claim Alert List.
To expand the Claim Alert List
window, drag the lower right-hand
corner. To expand a column, drag
the border of a column header.

Polaris Acquisitions Guide 4.1
This unit covers the following topics:
* “Claim items from the Claim Alert List” on page 168
* “Claim all items on a purchase order” on page 169
* “Claim one or multiple line items” on page 169
* “Claim a single line item” on page 170
* “Claim a segment of a purchase order line item” on page 170
* “Stop a claim” on page 171
* “Cancel a title from the Claim Alert List” on page 171
* “View and enter an item’s claim information” on page 172

* “Print claim notices” on page 173

Claim items from the Claim Alert List

Important:

Items that already had a status of Backordered or Returned before
claiming was set up will not appear on the Claim Alert List, since those
items do not have a claim alert date.

Follow these steps to claim items that appear on the Claim Alert List.

1. Select Acquisitions, Claim Alert List from the Polaris Shortcut Bar.

The Claim Alert List appears.

Note:

The Claim Alert List shows purchase order line items that are eligible to be
claimed. If you start from the Serials menu, you will see the serials issues
or parts that are eligible to be claimed. You can also see the serials
information if you change the record type in the Claim Alert List.

] Claim Alert List - Claim Alert List o
File Edit View Tools Help
&- [ =0 K
Filters
+
.m Organizations: ICommumty Library {Cobleskill) (COB) * | Record type: Status:
~
) Claimable rems
—
Q: Alert Date Cycle/... Last Clai... Title ISBN/ISSN Quantity PO Mumber  Line... Supplier Acct # o
5/4/2012 1of2 5/3/2012 Umrao Jaan ... 465488950498 3 1216 4 411 VIDE... 234234333 | =
E 5/4/2012 0of2 Winged Migr... 1424846277 ;... 1 Peer 5 2 BAKER &... 0002
.r‘u- 5/4/2012 0of2 The dead [v... 9780805105247 1 Peer 5 11 BAKER &... 0002
(e 5/4/2012 0of2 - The Soprano... 9780783119366 1 Peer 5 12 BAKER &... 0002
U 5/4/2012 0of2 Four blind m... 9781586214050 1 Peer 5 13 BAKER &... 0002
= 5/4/2012 0of2 Peter Pan [v... 9780783286358 1 Peer 5 14 BAKER &... 0002
El 5/4/2012 0of2 Peter Pan [v... 978141700775... 1 Peer 5 27 BAKER &... 0002
5/4/2012 0of2 The Fighting... 9780792197089 1 Peer 5 23 BAKER &... 0002
5/4/2012 0of2 Appointing j... 9780802093813... 1 Peer 5 24 BAKER &... 0002
5/4/2012 0of2 Along came ... 9780792177449 1 Peer 5 28 BAKER &... 0002
5/4/2012 0of2 Maximum rid... 9781594830488 1 Peer 5 25 BAKER &... 0002
5/4/2012 0of2 James Patte... 1 Peer 5 26 BAKER &... 0002
5/4/2012 0of2 The Soprano... 9780783123790 1 Peer 5 10 BAKER &... 0002
5/4/2012 0of2 Chrysanth... 0439502349 : 1 Peer 5 7 BAKER &... 0002
5/4/2012 0of2 Citizen X [vi... 0783107846 1 Peer 5 8 BAKER &... 0002
5/4/2012 0of 2 Peter Pan [v... 9780783286372 1 Peer 5 20 BAKER &... 0002 bl

© 2012 Polaris Library Systems



Polaris Acquisitions Guide 4.1
Tip:

Click [=| on the menu bar to claim
all items, or click this icon in the

list bar to claim selected line
items.

\\
e/

Tip:
To keep your place in the list and
retain your sort order, select Edit,

Lock List View or click Q .When

you update line items with the list
view locked, the changes do not
appear in the list view until you
uncheck the Lock List View option
or refresh the list. List view locked
is displayed in the status bar when
this option is on.

Click

After you refresh the list, your
updates to the line items appear,
and the list view is resorted.

to refresh the list.

Claiming 169

Right-click the item or items for which you want to send a claim to the
supplier, and select Claim from the context menu. Or, select Tools, Claim
from the menu bar to claim all the items in the list. When you claim a
purchase order line item, segments that have a status of closed,
canceled, or received are not claimed.

A claim record is created for each item you selected. See “View and
enter an item’s claim information” on page 172.

Claim all items on a purchase order

Follow these steps to claim all items on a purchase order.

Open the Purchase Order workform.

Select Tools, Claim from the menu bar.

A message asks if you want to claim all items in the purchase order.
Click Yes.

Claim records are generated. See “View and enter an item’s claim
information” on page 172.

Claim one or multiple line items

Follow these steps to claim one or multiple items in a purchase order.

1.
2.

Open the Purchase Order workform - Line Items view.

Select the line or lines to claim.

Right-click, and select Claim from the context menu.

A message asks if you want to claim the items you selected.
Click Yes to continue claiming the item or items you selected.

Claim records are generated for the items claimed. See “View and
enter an item’s claim information” on page 172.
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2 A Claim a single line item
)

A )

-

.u.” - Follow these steps to claim a single purchase order line item.

Note:
When you are claiming a line item, any segments with a status of closed,
canceled, or received cannot be claimed.

1. Open the Purchase Order Line Item workform.
2. Select Tools, Claim from the menu bar.

A message asks if you want to claim the item.

3. Click Yes.

The Claim workform appears. You can use the Claim workform to
view an item’s claim history, enter a response from the supplier, or
specify why an item was claimed. See “View and enter an item’s claim
information” on page 172.

T A A Claim a segment of a purchase order line item
o }.

lu - If you order multiple copies of a title but you receive fewer than you
ordered, you can claim the copies that you did not receive. Follow these
steps to claim a segment of a purchase order line item.

1. Open the Purchase Order Line Item workform.

Tip: 2. Right-click the line item segment for which you received less than the

Select the segment, and click A total quantlty, and select Receive.

on the list toolbar. The Line Item Segment Receiving dialog box appears.

Line Item Segment Receiving ==
You have chosen to receive the selected segments, The
status of the segments will now become ‘Received'. Copies
not received will remain ‘On-Order’,

Quantity ordered: 5

Enter the number of copies received

Quantity received: [5]

[ Ok l [Cancel] l Help ]

Type the number of copies received in the Quantity received box.

Click OK to confirm that you want to receive the selected line item
segment. If you receive less than the total quantity of copies for the
segment, the segment is split. One segment shows the quantity
received and the other shows the quantity still on order.

5. Select Tools, Claim.
A message asks if you are sure you want to claim the items.
6. Click Yes.

The copies that were not received are claimed, and the Claim
workform appears.
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Claiming 171
Stop a claim

If you have claimed an item and decide not to initiate another claim for that

item, you can stop the claim process from the Purchase Order Line Item
workform. (You cannot stop a claim from the Claim Alert List or from the
Claim workform.) When you stop a claim, the transaction is posted in the
History view of the Claim workform. Follow these steps to stop a claim.

1. Open the Purchase Order Line Item workform.
2. Select Tools, Stop Claim.

The claiming process is stopped.

Cancel a title from the Claim Alert List

\\
e/

lu - You can cancel titles that appear on the Claim Alert List, or you can select
the Auto cancel option on the linked purchase order line item to cancel the

title automatically after the claiming cycle is over. Follow these steps to
cancel a title from the Claim Alert List.

Tip: 1. Select Acquisitions, Claim Alert List from the Polaris Shortcut Bar.

You can also cancel from the . .

purchase order, the purchase order The Claim Alert List appears.

line item, or the purchase order . ) . .

line item Segmenf_ 2. Use one of the following options to cancel titles from the Claim Alert
List:

¢ To cancel all the titles, select Tools, Cancel from the menu bar.

* To cancel multiple titles, select the title, right-click, and select
Cancel from the context menu.

* To cancel one title, right-click a specific title, and select Cancel from
the context menu.

A message asks if you want to cancel the selected titles.

3. Click Yes to cancel the titles.

Note:
For more information, see “Canceling Orders” on page 175.
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View and enter an item’s claim information

When an item has been claimed, a claim record is created. You can use the
claim record to view an item’s claim history, to enter a response from the
supplier, or to specify why the item was claimed. You can also enter notes
regarding the claim, print a claim notice, and include a reminder flag on the
claim alert list. Follow these steps to view an item’s claim history, and enter
claim information on the Claim workform.

1. Display the claim record in the Claim workform.

The Claim workform appears with the Claim History view displayed.

f Claim - 4487 - Claim History - Polaris ol B
File Edit View Links Help
FHS - E9

Claim For
Title: The dead [videorecording] Alert date: 6/26/2012

ISBN/ISSN: 9780805105247 Print on notice || Reminder

Supplier
Name: BAKER & TAYLOR BOOKS - GLE Account: 0002 Supplier SAN: 155-6150

Response: Library SAN:
Reason: _Itam[sj Never Received

Claim History

Date User Quantity Cycle Action
5/27/2012 6:45:54 PM peer 1 1 Claimed (Initial)

For Help, press F1

2. You can do the following tasks using the Claim workform:

* If you want a claim notice to be printed, select the Print on notice
check box. When this box is checked, a claim notice is
automatically generated for the item, and you can print the notice.
See “Print claim notices” on page 173.

* If you want a reminder flag to appear next to this item on the
Claim Alert List, select the Reminder check box. The flag indicates
that the item was claimed.

¢ If the supplier has responded to the claim, type the response from
the supplier in the Response box.

¢ Select the reason this item was claimed in the Reason box.

3. Select File, Save.
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N Print claim notices

la s |
1:_1 u\ﬂj You can print claim notices for the titles your library is claiming. Polaris
generates a notice for each supplier with one or more claimed titles. There
are two types of notices: the Initial claim notice that includes all the titles
being claimed for the first time, and the Claim notice that includes all the
titles already claimed. Follow these steps to generate claim notices for the
titles your library is claiming from suppliers.

Note:
To include claimed items for a particular supplier, the Claim notice check
box must be selected on the Supplier Record workform - Claims view.

1. Select Utilities, Reports and Notices on the Polaris Shortcut Bar.
The Polaris Reports dialog box appears.
2. Select Notices, Acquisitions, Claim Notices.

The Report Wizard dialog box appears.

Report Wizard - Claim Notice @
Parameters |

Orgainzations:

Chester Public Library. Town of (CHT) -
Clifton Park (CPHL) —
Clifton Park-Hafmoon Public Library (CPH) =
Cobleskill (COBL
Community Library (Cobleskill) (COE’
Corinth (CORL)
Corinth's Free Library (COR)
Digital Library (DL}

Digital Branch (DB) bl
Return Address:
Branch |

Start Date

| April 272012 12:0000AM _~ |
End Date

| May 272012 115959PM _~ |

Submit | Cancel

3. Select the organization(s) that sent the claim notices.

Select Branch, Library, or System in the Return Address box to specify
the address to use for the

4. Select dates in the Start Date and End Date boxes to specify the date range
for the claims.

5. Click Submit.

The Claim Notice appears in the Report Preview window.
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Claim Notice

Community Library (Cobleskil)

PO Box 210
147 Barnerville Road BAKER & TAYLOR BOOKS - GLE
Cobleskil, MY 12043-0219 Att: Order Department

261 Mt Olive Church Road
Commerce. GA 18170

Library Account Number: 0002

The following item(s) are overdue. Please deliver item(s) or respand to the contact listed below.

Contact Person:
Department:
Email address:

Phone number:

FO Number: Peer Release Date: 15/2012
ISBNASSN Title Author #of |Discount |Amount Reason
Copies | Price
780805105247 | The dead 1 5111  51.11|ltem(s) Never
[videorecording] Received

6. Click "™ to print the claim notice.

Related Information
* Claim messages and contact information - See “Set claim/cancellation
notice defaults” in the Polaris Technical Services Administration Guide 4.1.

* Claims Ready for Cancellation Report - See “ Acquisitions Reports” in
the Polaris Basics Guide 4.1.
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Canceling Orders

You can cancel a purchase order and all the line items contained within it,
multiple line items, a single line item, or selected line item segments. If you
are canceling an item that has been claimed, you can cancel the item from
the Claim Alert List.

You can also set up Polaris to automatically cancel items after all claims
have been generated. An overnight process identifies items that have been
claimed and should be automatically canceled based on the claim/
cancellation criteria on the individual purchase order line item. If all claims
have been generated and the Auto Cancel box is checked on the purchase
order line item, all segments with a status of Backordered, Exceptional
Condition, Never Published, Out of Print, Returned, Return Requested,
and Claimed will be changed to Canceled. The Claim workform is updated
with the date the item was canceled, the time, the user ID, and the quantity
for all segments changed to Canceled.

If you are canceling a line item that has one or more hold requests
associated with it (and no other items can fill the hold requests), a warning
message appears with the option to retain the holds or cancel them. You
can retain the holds if you intend to reorder the item from a different
supplier, or you can cancel the holds because you have decided not to
reorder. When you cancel a hold along with the line item, you can
automatically notify the patron that the hold request was canceled. See
“Request Pick-Up and Cancelled Request Notices” in the Polaris Patron
Services Administration Guide 4.1.

After an order is canceled, you can delete the whole order, or you can delete
specific line items. If there are titles you still want to order, you can copy
them to another purchase order. Any hold requests still linked to purchase
order line items are retained when they are copied.

This unit covers the following topics:

* “Cancel a whole order” on page 176

* “Cancel one or more whole line items” on page 177

* “Cancel a single line item from the PO Line Item” on page 178

* “Cancel a line item segment” on page 179

* “Print cancellation notices” on page 180

* “Delete a canceled purchase order” on page 182

* “Delete a canceled purchase order line item” on page 182

* “Copy lines/segments to another purchase order” on page 183
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Tip:

If a standing order or subscription
with a status of Continuing has
never been received, it can be
canceled. However, if any part or
issue has already been checked in
via Serials, the Cancel option is not
available.

Polaris Acquisitions Guide 4.1

Cancel a whole order

Follow these steps to cancel an entire purchase order when none of the
titles were supplied.

1.

3.

Open the Purchase Order workform for the purchase order with a
status of released, continuing, or prepaid.

Select Tools, Cancel from the menu bar.

A message asks if you are sure you want to cancel the purchase order.

Click Yes to confirm that you want to cancel the purchase order.

If there is a bibliographic-level hold placed on any purchase order line
item and the linked item is the only one that can satisfy the hold
request, a message appears.

The title : A dry leaf in the wind : 2 saga of pre-war Russia
has 1 hold requests associated with it,

The title : Estonia, Latvia & Lithuania
has 1 hold requests associated with it,

{..:.

Mo other items are available to satisfy these hold requests,
Do you want ko cancel the linked hald requests?

Yes ] I o ] I Cancel

If the cancel linked hold requests message appears, do one of the
following steps:

* To cancel the line item and its associated hold requests, click Yes.
* To cancel the line item and retain the hold requests, click No.

* To stop the cancellation of the line item and retain the hold
requests, click Cancel.

When the purchase order is canceled, Purchase Order Canceled Successfully
appears in the status bar, and the following events occur:

¢ TFunds are disencumbered.

* The status of the purchase order, line items, and segments is
changed to canceled.

¢ The linked on-order item records are deleted.

* The Display in PAC check box in the linked bibliographic record is
cleared (if there are no other linked records).

Note:

If the canceled order was prepaid, a credited status appears in the linked
invoice line items, an unexpend transaction occurs in any linked funds,
on-order items are deleted, and if checked, the Display in PAC check box
is cleared (if there are no other linked records).
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Tip:
To keep your place in the list and
retain your sort order, select Edit,

Lock List View or click Q . When
you update line items with the list
view locked, the changes do not
appear in the list view until you
uncheck the Lock List View option
or refresh the list. List view locked
is displayed in the status bar when
this option is on.

Click to refresh the list.

After you refresh the list, your
updates to the line items appear,
and the list view is resorted.
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Cancel one or more whole line items

You can cancel a single line item or multiple line items on a purchase order
without canceling the entire order. Purchase order line items can be
canceled if they have one of the following statuses:

*0On Order « Return requested
« Backordered e Returned

«Never published «Claimed

« Qut of print « Pending Claim

Follow these steps to cancel a specific line or multiple lines from the
Purchase Order workform.

1.
2.

Open the Purchase Order workform - Line Items view.

Select the line item or items to cancel.

Right-click, and select Cancel from the context menu or click @ in the
toolbar.

A dialog box appears.

Click Yes to confirm that you want to cancel the selected lines.

If there is a bibliographic-level hold placed on any purchase order line
item and the linked item is the only one that can satisfy the hold
request, a message appears.

i The title : & dry leaf in the wind ; a saga of pre-war Russia
y has 1 hold requests assaciated with it.
The title : Estonia, Latvia & Lithuania
has 1 hold requests associated with it.

Mo other items are available ko satisfy these hold requests,
Do you want to cancel the linked hold requests?

Yes ] [ o ] [ Cancel

If the cancel linked hold requests message appears, do one of the
following steps:

* To cancel the line item and its associated hold requests, click Yes.
* To cancel the line item and retain the hold requests, click No.

* To stop the cancellation of the line item and retain the hold
requests, click Cancel.
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Tip: @

Click to cancel the line item.
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When the line items are canceled, Purchase Order Lines Canceled Successfully
appears in the status bar, and the following events occur:

¢ Funds are disencumbered.
* The status of the line item and segments is changed to canceled.
¢ The linked on-order item records are deleted.

* Any hold requests are canceled or retained, depending on your
response to linked hold request message.

* The patrons’ records are updated with the canceled holds, if
applicable.

* The Display in PAC check box in the linked bibliographic record is
cleared (if there are no other linked records).

Note:

If the canceled order was prepaid, a credited status appears in the linked
invoice line items, an unexpend transaction occurs in any linked funds, on-
order items are deleted, and if checked, the Display in PAC check box is
cleared (if there are no other linked records).

Cancel a single line item from the PO Line Item

Follow these steps to cancel a line item on the Purchase Order Line Item

workform.
1. Open the Purchase Order Line Item workform.
2. Select Tools, Cancel.
A confirmation message appears.
3. Click Yes to confirm that you want to cancel the line item.
If the purchase order line item has hold requests associated with it that
cannot be satisfied by any other item, a message asks if you want to
cancel the linked hold requests.
i The title : Aat:ry IeDaF |Pet|1|z;v;n:s:sgcslaag: o‘z‘prelrwar Russia
\‘) Mo ather \t':amsza':algvaﬁlab\etto satisfyttﬁe hto'?dtl:equest.
Do you want to cancel the linked hold requests?
[ Yes ] [ Mo I [ Cancel
4. If the cancel linked hold requests message appears, do one of the

following steps:
* To cancel the line item and its associated hold requests, click Yes.
* To cancel the line item and retain the hold requests, click No.

* To stop the cancellation of the line item and retain the hold
requests, click Cancel.
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Cancel a line item segment

Follow these steps to cancel part of a purchase order line item.
1. Open the Purchase Order Line Item workform.

2. Right-click the segment to cancel, and select Cancel from the context
menu.

A message asks if you are sure you want to cancel the segment.
3. Click Yes to confirm that you want to cancel the segment.

The Line Item Segment Canceling dialog box appears.

Line Item Segment Canceling ==

You have chosen to cancel the selected lines/segments.
The status of the lines/segments will now become
‘Canceled'. Copies not canceled will remain 'On-Order',

Quantity ordered: 4
Enter the number of copies to cancel
Quantity to cancel: [4]
[ O l l Cancel I [ Help I

4. To cancel less than the quantity ordered, type a number in the Quantity

to cancel box that is less than the number in the Quantity ordered box.

5. Click OK to cancel the segment.

If you did not change the number in the Quantity to cancel box, the entire
segment is canceled.

If you typed a number less than the number in the Quantity ordered box,
the segment is split into two segments, one with a status of canceled
and one with the original status.

The linked funds are disencumbered for the items canceled.

© 2012 Polaris Library Systems



180 canceling Orders Polaris Acquisitions Guide 4.1

— Print cancellation notices
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You can print cancellation notices for the titles that your library is
cancelling from suppliers. Polaris generates a notice for each supplier with
one or more canceled titles.

Note:

The Cancel notice check box must be selected on the Supplier Record
workform - Claims view for that supplier. See “Set claim/cancellation
notice defaults” in the Polaris Technical Services Administration Guide
4.1.

Follow these steps to generate the cancellation notices for the titles your
library is cancelling from suppliers.

1. Select Utilities, Reports and Notices on the Polaris Shortcut Bar.
The Polaris Reports dialog box appears.

2. Select Notices, Acquisitions.
Double-click Cancellation Notices.

The Report Wizard dialog box appears.

Report Wizard - Claim Notice @
Parameters |

Orgainzations:

Chester Public Library, Town of (CHT)
Clifton Park (CPHL)

Clifton Park-Halfmoon Public Library (CPH)
Cobleskill (COBL.
Community Library (Cobleskill) (COB;
Corinth (CORL)
Corinth's Free Library (COR)
Digital Library (DL)

-

Digital Branch (DB) -
Return Address:
Branch ]

Start Date

| Apri 272012 120000AM -]
End Date

| May 272012 115959PM -]

Submit | Cancel |

Select the organization(s) that sent the notices.

5. Select Branch, Library, or System in the Return Address box to indicate
which organization’s address to use in the return address.

6. Select dates in the Start Date and End Date boxes to indicate the date
range for the cancellation notices.

7. Click Submit.

The Cancellation Notice appears in the preview window.

© 2012 Polaris Library Systems



Polaris Acquisitions Guide 4.1 Canceling Orders 181

Cancellation Notice

Schenectady County Public Library - Central
99 Clinton Street

Schenectady, NY 12305 BLACK CAT PRESS
PO BOX 1218

Attn: Me

FORKED RIVER, NJ 08731

Library Account Number: 12345678901234567

The following item(s) are currently outstanding. We wish to cancel these orders.

Purchase Order Number: SAL3611 Release Date: 4/24/2012
ISBN/ISSN Title Author # of Discount | Amount
Copies Price

9780070246249 Gregg shorthand Gregg, John Robert, 1867- 2 $21.95 $43.90
1648,

9780070246249 Gregg shorthand Gregg, John Robert, 1867- 2 $21.95 $43.90
1948.

9780070246249 Gregg shorthand Gregg, John Robert, 1867- 2 $21.95 $43.90
1948,

9780070246249 Gregg shorthand Gregg, John Robert, 1867- 2 $21.95 $43.90
1948.

8. Click ™ to print the cancellation notice.

Related Information

Setting up the cancellation message and contact information - See “Set
claim/ cancellation notice defaults” in the Polaris Technical Services
Administration Guide 4.1.
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Delete a canceled purchase order
)

A )

-

.u.” - Follow these steps to delete a canceled purchase order.

Note:
When you delete a canceled purchase order, all line items are deleted, but
the linked bibliographic records remain in the database.

1. Open the Purchase Order workform for the canceled order.

2. Select File, Delete or click | # |.
A message asks if you are sure you want to delete the purchase order.

3. (Click Yes to confirm that you want to delete the purchase order.

The purchase order is deleted and links to the supplier record,
invoices, claim records, funds, and selection lists are broken.

Note:
To delete a purchase order from the Find Tool, right-click the canceled
purchase order, and select Delete from the context menu.

Delete a canceled purchase order line item
9

lu u Follow these steps to delete a canceled purchase order line item.

Note:
When you delete canceled purchase order line items, the linked
bibliographic records remain in the database.

Tip: 1. Open the Purchase Order Line Item workform for the canceled line
You can also delete a purchase item.

order line item from the Line Items
view of the Purchase Order

workform. Select the line item, and 2. Select File, Delete or click | % |.

click |55¢ A message asks if you are sure you want to delete the purchase order
' line item.

3. Click Yes to confirm that you want to delete the purchase order line
item.

The purchase order line item is deleted and links to the supplier
record, invoices, claim records, funds, selection lists, and bibliographic
records are broken.

Note:
To delete a purchase order line item from the Find Tool, right-click the
canceled purchase order line item, and select Delete from the context
menu.
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Copy lines/segments to another purchase order

Follow these steps to copy purchase order line items or line item segments
to another purchase order.

Note:

When you cancel a purchase order line item, you have the option of
canceling the holds or retaining them. If you choose to cancel the holds,
the linked bibliographic record’s Display in PAC setting is cleared (if no
other item records are linked to the bibliographic record). If you choose to
retain the holds, the Display in PAC setting remains.

1. Select the purchase order line items or line item segments to copy to
another purchase order by one of the following methods:

Note:

You cannot copy lines if the purchase order has a payment method of
depository agreement.

* To copy all the lines, open the Purchase Order workform, and
select Tools, Copy Lines To.

* To copy selected lines, open the Purchase Order workform - Line
Items view, select the lines, right-click and select Copy To from the
context menu.

* To copy a single line, open the Purchase Order Line Item
workform, and select Tools, Copy To from the menu bar.

* To copy a segment, open the Purchase Order Line Item workform,
right-click a segment, and select Copy To from the context menu.

The Copy Lines To dialog box appears.

Copy Lines To ==
@ Purchase Order
[Elnew

Destination: Find

OK l | Cancel J ‘ Help J

2. Click Purchase Order.
3. To copy the lines to a new purchase order, follow these steps:
a) Select the New check box.
b) Type a number for the new purchase order in the Destination box.

The New Purchase Order dialog box appears.
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MNew Purchase Crder ==

PO number: | | Suffix:

Owner: [Communlty Library {(Cobleskil) (CCB) ']

Order type: IF\rm Order V]

Payment: Purchase

Suppier;  BAKER &TAYLOR BOOKS - GLE

OK ] [ Cancel ] [ Help ]

c) Click ok.
The lines are copied to the new purchase order.

Note:

An error message appears if you attempt to copy a line or lines that are not
linked to a bibliographic record because the bibliographic record was
deleted.

4. To copy the lines to an existing purchase order, follow these steps:

a) Type the purchase order number in the Destination box, or click Find and
use the Find Tool to search for and select the purchase order.

If Polaris detects that the purchase order number you entered matches
more than one purchase order, a dialog box appears asking you to
choose one of the purchase orders matching the number.

b) If the Choose Purchase Order dialog box appears, select the
appropriate purchase order.

c) Click OK to submit your settings.

The lines are copied to the purchase order you selected.
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Closing Orders

Tip:

Click C%ﬁ on the toolbar.

Tip:

When searching for a purchase
order, you can limit by Order Type
and select Standing Order or

Subscription.

You can close a Firm, Donation or Gift purchase order that has a status of
Cancelled, Received or PartRec (partially received). When you close a
purchase order with header charges and/ or purchase order line items that
are received, but not yet paid, the amounts are disencumbered. You can
also close specific purchase order line items for serial subscriptions or serial
standing orders.

This unit covers the following topics:
* “Close a purchase order” on page 185

* “Close line items on a standing or subscription order” on page 185

Close a purchase order

Follow these steps to close a purchase order.

Important:
If the purchase order is cancelled and you want to delete it later, do not
close it. Only Cancelled orders can be deleted.

Open the Purchase Order workform.

2. Select Tools, Close from the menu bar on the Purchase Order workform.
A message asks if you want to close the order.

3. Click Yes to confirm that you want to close the purchase order.

Purchase order closed successfully appears in the status bar.

Close line items on a standing or subscription order

Follow these steps to close all line items or specific line items on a standing
order or subscription purchase order.

1. Display a subscription order or standing order in the Purchase Order
workform.

2. Select the line items you want to close, and click % .
A message asks if you want to close the line items.
Click Yes to confirm that you want to close the line items.

If the Update Serial Holdings Record Statuses dialog box appears,
select a status to apply to the linked serial holdings records, or select
No status change to leave the serial holdings record as it is, and click OK.

The serial holdings record is updated with the status you chose.
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An invoice in Polaris is an itemized list of the materials shipped to the
library, including any services provided by the supplier. It includes titles,
quantities, funds, prices, and other applicable charges. There are various
options for invoicing in Polaris:

* Regular (paid upon receipt) - Purchase order line items are copied to
create invoice line items. Encumbrance transactions are posted in each
linked fund until the invoice is paid and the expenditures are posted.
The payment method can be Depository Agreement, Free, or Purchase.

* Prepaid - If you select prepay when the purchase order is released,
Polaris automatically creates a prepaid invoice, and the funds are
immediately expended.

* Prepaid with a deposit account fund - An invoice is also created
automatically when you release a purchase order with a deposit account
fund. The linked funds are debited, and no encumbrances are
transacted.

* Approval plan and Blanket order -Under an approval plan or blanket
order, the supplier sends specific types of material, but the individual
titles are not known until they are received. For example, your supplier
sends your library the latest releases from the most popular adult fiction
authors. There is no difference in Polaris between Blanket orders and
Approval plans. However, some libraries may wish to use the Blanket
order type for items that cannot be returned to the supplier.

Select either of these order types on the Invoice workform to track the
automatic shipment of titles under a specific program the supplier
offers. You can enter the plan information in the Plan box on the Supplier
workform.

When the shipment arrives, you add the line items for the titles and
segments for the number of copies. The titles are checked for duplicates
on existing firm orders, allowing you to decide whether to keep copies
of titles that were already ordered. Then you receive the copies at the
segment level where you add the number of copies that arrived for each
title in the shipment. For more information, see “Add an invoice line
unlinked to a purchase order line” on page 209 and “Receive a purchase
order/invoice line item segment” on page 161.

With blanket orders and approval plans, funds are not encumbered,
since there is no purchase order, and they are expended when the
invoice is paid. You can track the expenditures for items paid for using
these order types with the Items by Approval Plan and Items by Blanket
Plan reports. See “ Acquisitions Reports” in the Polaris Basics Guide 4.1.
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Tip:

If no matching purchase order line
item can be found, or if the
matching purchase order line item
has an incorrect status, a red
exclamation point icon appears
next to the invoice line item in the
Find Tool results list and in the Line
Items view of the Invoice
workform. Check the e-mail log if
you see this icon.
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Miscellaneous - This invoice type can be used to account for charges
other than for materials; to link to other invoices to make adjustments
after the invoice is paid; or to indicate a lump payment to a serial
supplier for all your subscription renewals. Line items on miscellaneous
invoices are not linked to bibliographic records or purchase order line
items. The payment method for miscellaneous invoices is always
Purchase.

Rapid Receipt - You can start with a new invoice, pull in multiple line
items from various purchase orders, and receive them in one step. See
“Use Rapid Receipt to receive line items from an invoice” on page 158.

Invoices for serials - You can create an invoice without a purchase order
to pay for subscriptions. See “Add an invoice line linked to a
subscription” on page 215.

Linked invoices - You can link an invoice to one or more invoices to
account for debits or credits to invoices that have been paid and keep a
clear audit trail. See “Linking Invoices” on page 218.

EDI Invoices - If you send orders using electronic data interchange

(EDI), the electronic invoice file is created automatically when the order
is filled, and it is sent to your library’s “out” directory on the supplier’s
FTP server. The EDIAgent retrieves the invoice file and loads it into the
Polaris database, creating an invoice with the suffix EDI. However, if the
ASN Shipments option is selected in the supplier record, EDI invoices are

not created automatically.

If the Hold partial shipment invoices is selected in the EDI Invoice Defaults
profile in Polaris Administration, invoices are created automatically
from the supplier’s invoice data only when all line items have a quantity
sent matching the quantity ordered. The EDI invoice reflects the
contents of the actual shipment and may contain line items (titles) that
were ordered via various EDI purchase order transactions.

* EDIinvoice line items linked to purchase order line items -When
the EDI invoice is created, the invoice line items are automatically
linked to purchase order lines, if there is a matching purchase
order line item. You can set the EDI Invoice Defaults profile to update
the linked purchase order line item to received as soon as the
invoice is saved in the Polaris database, or you can choose not to
automatically receive the purchase order line item, and receive
later when the shipment arrives. See “Set up EDI invoice defaults”
in the Polaris Technical Services Administration Guide 4.1.

* No matching purchase order line item - Polaris searches for a
matching ISBN in the database, and if one is found, the invoice line
item is created from the title information in the bibliographic
record and the information in the EDI Invoice Defaults profile. If
no matching bibliographic record is found, the invoice line item is
created using all the information in the EDI Invoice Defaults
profile. If the default information is used to create an invoice line
item, it appears on the error log, so you can update the invoice line
item with accurate information. See “Set up EDI invoice defaults”
in the Polaris Technical Services Administration Guide 4.1.
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* Matching purchase order line item has an incorrect status -If a

matching purchase order line item is found, but it has an incorrect
status, such as cancelled, it cannot be linked to the purchase order
line item, but the information from the purchase order line item is
used to create the invoice line item, and an error is listed on the
log. For more information on the EDI invoice e-mail log, see “The
EDI Invoice E-mail Log” on page 203.

EDI invoice line items where quantity sent is not equal to
quantity ordered - You can select the Hold partial shipment option in
the Polaris Administration profile EDI Invoice Defaults to prevent EDI
invoices from being generated automatically if the quantity sent
on any of the line items in the invoice does not match the quantity
ordered on the corresponding purchase order line item. See “Set
up EDI invoice defaults” in the Polaris Technical Services
Administration Guide 4.1. If you select the Hold partial shipment
invoices option, you can use the Process EDI Invoices workform to
generate the invoices. See “Process EDI invoices for partial
shipments” on page 201.

Note:
For information on standard invoice reports, see “Acquisitions Reports” in
the Polaris Basics Guide 4.1.

This unit covers the following topics:
* “Creating Invoices” on page 190
* “Adding Invoice Line Items” on page 209

* “Linking Invoices” on page 218
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Creating Invoices

With orders that are paid upon receipt, use one of the following methods
to create invoices:

Copy all line items or selected line items from the Purchase Order
workform to an invoice.

Link a purchase order to an invoice.

Copy lines or segments of lines from the Purchase Order Line Item
workform to an invoice.

Copy an existing invoice from the Invoice workform.

Create a new invoice from the Shortcut Bar without a purchase
order.

Create a new invoice using Rapid Receipt.

Set up an EDI invoice profile and create an EDI invoice
automatically.

Copy multiple line items to an invoice

Follow these steps to create an invoice by copying purchase order lines
from the Purchase Order workform. You can copy all the purchase order

lines from any view of the Purchase Order workform, or you can select
specific line items to copy from the Line Items view. The purchase order
must be released in order to copy lines to an invoice.

Note:
You can also copy purchase order lines to an existing invoice.

1.  Open the Purchase Order workform.

2. Choose one of the following options:

To copy all the line items, select Tools, Copy Lines To from the menu
bar.

To copy only selected line items, right-click the line items on the
Line Items view, and select Copy To from the context menu.

The Copy Lines To dialog box appears.

Copy Lines To ==
(@ Purchase Order
@ Invoice
[FlMew
Destination: Find

[ oK l [ Cancel I [ Help ]
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3. Click Invoice, select the New check box, and click OK.

The New Invoice dialog box appears.

New Invoice (=23l
Invoice na.: Suffix:
Invoice date:  5/23/2012 (=04
Owner: | Community Library (Cobleskl) (COB) -
Invoice type: lREguIar -]
Payment: Purchase
Supplier: BAKER & TAYLOR BOOKS - GLE

oK ] I Cancel ] I Help ]

4. Do the following steps to complete the New Invoice dialog box:

a) Type the number of the invoice in the Invoice No. box. It can be up to 30
characters.

Tip: b) If your library uses a suffix to identify invoices, type a suffix in the

You can search for invoices by Suffix box. It can be up to 8 characters.
invoice number suffix.

c) If you want a different date than the present date to appear on the
invoice, type the date in the Invoice Date box or click the calendar icon

and select the date. See “Using Date Pickers” in the Polaris Basics Guide
4.1.

d) To select a different library, change the library in the Owner box. The
default library that appears in this box is the library in the purchase
order source record.

€) To select a different supplier, click Find. Search for and select the
supplier of your choice from the results list.

5. Click OK to submit your settings.
Copy Completed Successfully appears in the status bar.

Note:

If the lines have already been copied to an invoice, you are alerted and the
operation fails. Exception: Standing order or subscription lines can be
copied to multiple invoices.

6. Use the Find Tool to search for and select the invoice.

The invoice you created appears in the Invoice workform and contains
all the line items copied from the purchase order.

Important:

The charges, sales tax, and discount rate are not copied to the new invoice
when you copy the line items.
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Tip:

You can copy purchase order line
items from different purchase
orders to the same invoice.

Polaris Acquisitions Guide 4.1
Link from a purchase order to create an invoice

Follow these steps to create an invoice for items received as part of an
order.

Open the Purchase Order workform.

2. Select Tools, Create Invoice.

The Invoice workform appears with the following information from
the purchase order:

* The General view contains the same library, supplier, and fund
information as the General view of the Purchase Order workform.

* If there are header charges in the Purchase Order workform, they
display on the General view and the Charges view of the Invoice
workform.

Important:
When you link a purchase order to an invoice, the line items are not
automatically copied to the new invoice.

3. Type the number for the invoice in the Invoice number box.
Select File, Save to save the new invoice.

The invoice is saved and linked to the purchase order.

Copy a single line item or specific segments to an
invoice

Follow these steps to create a new invoice by copying a purchase order line
item or line item segments.

1. Open the Purchase Order Line Item workform.

Select Tools, Copy To from the menu to copy the line item, or select the
segments, right-click and select Copy To from the context menu.

Important:
If you are selecting multiple segments, you must put the cursor in the
Segment Number column.

The Copy Lines To dialog box appears.

Copy Lines To ==

") Purchase Order

@) Invoice

[ tew

Destination:

Find

[ o

]

[ Cancel ] [

Help I
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3. Click Invoice, select the New check box, and click OK.

The New Invoice dialog box appears.

MNew Invoice @
Invoice no.: Suffin:
Invoice date:  5/29/2012 (=R
Owner: lCommunity Library (Cobleskill) (COB) ']
Invoice type: lREgu\ar v]
Payment: Purchase
Supplier: BAKER & TAYLOR BOOKS - GLE

OK ] l Cancel ] l Help ]

4. Do the following steps to complete the New Invoice dialog box:

a) Type the number of the invoice in the Invoice No. box. It can be up to 30

characters.
Tip: b) If your library uses a suffix to identify invoices, type a suffix in the
You can search for invoices by Suffix box. It can be up to 8 characters.

invoice number suffix.
c) To select a different library, change the library in the Owner box.

d) To select a different supplier, click Find and search for a different
supplier.

€) Click OK to submit your settings.
Copy Completed Successfully appears in the status bar.

Note:

If the lines have already been copied to an invoice, you are alerted and the
operation fails. Exception: Standing order and subscription lines can be
copied to multiple invoices.

5. Use the Find Tool to search for and select the invoice.

The invoice you created appears in the Invoice workform and contains
the line item or segments copied from the purchase order.
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2 A Copy an invoice to create a new invoice
)

A )

-

Follow these steps to create a new invoice by copying an existing invoice.

1. Open the Invoice workform.
2. Select File, New.

The New Invoice dialog box appears.

3. Select one of the following options:

* Copy Existing Workform to copy the information to a new invoice
workform.

* Clear Workform to clear the contents of the workform and reset any
default data.

4. Click OK to continue the process.

The Invoice workform appears with the same number as the invoice
you copied.
Note:
All invoice workform information is copied except for invoice line items,
payment history, check and/or voucher date and number, invoice status

(the new status is Open), and invoice status date (the new status date is
today’s date).

5. Type a different number for the invoice in the Invoice no box.

Select File, Save to save the new invoice.
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Tip:

You can also create an invoice
containing line items from multple
purchase orders. See “Add invoice
lines using Rapid Receipt” on

page 211.

Tip:

You can change the invoice number
and number suffix until theinvoice
is paid.
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Create an invoice without a purchase order

You can create an invoice without a purchase order for blanket orders,
approval plans, or miscellaneous invoices. Follow these steps to create a
new invoice from the Polaris Shortcut Bar.

1. Select File, New from the Shortcut Bar.
The New dialog box appears.

2. Select Invoice in the Objects list, and click OK.

The Invoice workform appears with the following default
information:

* Date - today’s date

e Type - Regular

+ Payment method - Purchase

¢ Invoice status - Open

* Paid by (Library) - library where user logged in

[F§ New Invoice - 1 - General - Polaris E = @
File Edit View Links Tools Help
NeHS-< &% R
8 number: || Type: [Reguor =] Status:  Gpen 4/30/2012
6 Date:  #/30/2012 O Lnes: Total: Method: [ Purchase ]
> General
t: Paid By Supplier
RN iame: [Community Lbrary (Coblesidl) (COB) x| Hame:
D SAM: : SAM: :
= Plan: Account:
Em Invaice
Transmission method: { w | EDI filename:
Closing alert date: ] @ Receiptdate: [ [ shppeddate:  [] E)
Terms: (@ Due date: (] = General note: -

days

Header Charges

Type: s ————-- At $.00  Fund: (2012 - Adult DVDs Fiction (2012~ +| [ Find |
Charge Type Amount  Fund Fiscal Year -m:-

NUM

For Help, press F1

Type a number (up to 30 characters) in the Number box.

To add anumber suffix, type it in the box to the right of the Number box.
The suffix can be up to 8 characters.

5. (Click Find next to the Supplier box, and search for and select the supplier
using the Find Tool.

Select File, Save to save the invoice.

7. Complete the Invoice workform. See “Add or change invoice header
charges and credits” on page 206.

8. Add the invoice line items (titles). See “Add an invoice line unlinked
to a purchase order line” on page 209.
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Create a miscellaneous invoice
)

l ny J') )
Note:

If you need to distribute charges, use another type of order such as an
approval plan order. You cannot distribute charges on a miscellaneous
invoice.

You can use miscellaneous invoices to track library expenditures or credits
that are not directly linked to specific bibliographic records. When you
enter an invoice line item in a miscellaneous invoice, you do not search for
and select a bibliographic record. Instead, you type a description of the
charge or credit in the Title box, but no brief bibliographic record is created.

Miscellaneous invoices do not require a link to a supplier record. You can
create a miscellaneous invoice that has charges at the header level but no

line items.
Tip: Follow these steps to create a miscellaneous invoice.
You can search for miscellaneous
invoices in the Find Tool by 1. Select File, New from the Shortcut Bar.

selecting Type in the Limit by box
and Miscellaneous in the Value
box. 2

The New dialog box appears.

Select Invoice in the Objects list, and click OK.

The Invoice workform appears.

3. Type the number for the invoice in the Invoice number box.
Select Miscellaneous in the Type box.

Note:

You do not need to link to a supplier record when the invoice type is
Miscellaneous, but you will receive a message when you save the invoice
without a supplier.

5. (Optional) To link to a supplier record, click Find next to the Supplier
box and search for a supplier.

6. To enter header charges for a miscellaneous invoice, do the following
steps:

Tip: a) On the Invoice workform-General view (view 1), in the Header
If you enter a charge incorrectly,
select it in the list and click

23:0"9’ thenre-enteritand click  p) Type an amount in the Amount box.

Charges section, select the charge type in the Charge type box.

c) Select a fund in the Fund box, or if the fund is not in the list, click Find
and search for and select the fund using the Polaris Find Tool.

d) Click Add to add the charge type, amount, and fund to the list of
charges.
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7. To add line items to a miscellaneous invoice, do the following steps:

a) Select View, Line Items or click |E .

The Line Items view appears.

Tip: . .
Press CTRL+I to add a new line b) Click 3 on the items toolbar.
item. . .
c) The Invoice Line Item workform appears.
d) In the Title box, type a description for the service or materials being
purchased.
Note:
When the invoice type is Miscellaneous, the Find Tool is unavailable
because a miscellaneous invoice line item is not linked to a bibliographic
record. When you enter title information in the miscellaneous invoice line
item, no brief bibliographic record is created.
e) Type a price for the service or materials in the Unit price box.
f) Type a quantity for the segment in the Quantity box. Unlike regular
invoices, you do not need to receive the quantity to pay or credit it.
g) Select the library that is receiving the service or materials in the
Destination box.
Tip: , . h) Select a fund in the Fund box, or click # to search for the fund.
The display of the funds is
controlled by the settings in the Note:
Acquisitions/Serials profile Acq ’
fund droplist setup. See “Specify To pay for or credit the segment using more than one fund, click Ed, and

how funds are displayed in
Acquisitions” in the Polaris
Technical Services Administration
Guide 4.1. i) Add more line item segments, if necessary.

follow the instructions in “Split funds for a purchase order line item
segment” on page 126.

J) Select File, Save to save the invoice line item to the invoice record.

8. Select File, Save to save the invoice.

If you have not selected a supplier, a message box appears.

9. Click Yes to save the miscellaneous invoice without a supplier or click
No and use the Find Tool to select a supplier. Then, save the
miscellaneous invoice.

10. Select Pay or Credit to post the expenditure or unexpenditure
transaction in the linked fund or funds.

Related Information

* “Paying Invoices” on page 229
* “Crediting Invoices” on page 243

* “Fund Transactions” on page 28
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Review automatic EDI invoices

EDI invoices are created automatically in Polaris using data retrieved from
the supplier’s FIP server, and an e-mail notifies you that the invoice is
available. You can search for EDI invoices by the invoice number suffix
EDI. For more information about the invoice log contents, see “The EDI

Invoice E-mail Log” on page 203.

Important:

To deal separately with EDI invoices where the quantity sent does not
equal the quantity ordered, select the Hold partial shipment invoices
option on the EDI Invoice Defaults profile. See “Set up EDI invoice defaults”
in the Polaris Technical Services Administration Guide 4.1. Then you can
generate them using the Process EDI Invoices workform. See “Process EDI

invoices for partial shipments” on page 201.
Follow these steps to open and review automatic EDI invoices.

1. Select Acquisitions, Invoices from the Polaris Shortcut Bar.

The Find Tool appears with Invoices selected in the Object box.

2. Select Invoice number suffix in the Search by box, and type EDI in the For
box.

Note:
You can also limit by the invoice number suffix, EDI. For example, you can

search by invoice date range and limit by the EDI suffix. You can select a
sort by option to sort the results list before it appears. For example, you
could search by the number suffix EDI, limit by supplier, type Baker*, and
sort by owner to list the Baker & Taylor EDI invoices sorted by the owning

branch.
The automatically-created EDI invoices appear in the results.

5 Invoices - Invoice date Find Tool =N R ==
File Edit Tools Options Help
General | Settings | Scoping | Branches | Coliections | Databases |
Search
Object:  [Invoices =] Limitby: [Invoice number suffix 7| s
© Normal —
Search by: |Invoice date w | value:  EDI *) Power
New Search
From: 11 22011+ Tor 5292012 = D5 ;]
Sortby:  [Inveice Date = [Elcountonly Seay
Help
InvoiceNo.  Suffix  Numb... Total Type  PaymentM.. Status  Date Supplier Cwner
BTSAL31S2  EDI 3 $91.85 Regular Purchase Open  12/16/2011 Baker & Taylor  SAL
3020439 EDI 3 §13155 Regular Purchase Open  5/2/2012  WhitchotsInc, ST
— e R T

3. Double-click to open the invoice in the Invoice workform.

The EDI filename and the date the order was shipped are displayed in
the workform (if the supplier includes this information).
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[E§ Invoice - 7325 - General - Polaris
File Edit Vien Links Tools Help

-
DeEa-x & 8
[{FB Number: 3012595531 EDL
O El
ol Date:  10/24/2003 B Lines:| 7
o
R el
[ ey Paid By
Bl e (Bancroft Public Library (sdlem) (5LM)  ~
D SAN: 312-4142
£ Flzn:

Invoice

days

Header Charges

Type | Reor

Total:  $130.67

Supplier
Name:  5aker and Taylar-

SAN: 155-6150

Account:

Transmission methad: EDI filename:  QUT13F050284895.INT
Closing alert date: (=] B Receptdate: ] B

Terms: @ Duedate: [0 [ Generalnote:

Status: Open

Method

SLM

Shipped date:

10/24/2007

Charge type: ~  Amount:  $0.00 Fund: |ASPlevel 1 (ASPFY) v
Charge Type Amount  Fund Fiscal Year

10f25/2007

Remove

For Help, press FL

NUM

4. Select View, Line Items to see the line items in the invoice.

Note:
If there are invoice line items with errors that prevented them from linking
to purchase order line items, a red exclamation point icon appears next to
the invoice line items. The icon alsoappears in the Find Tool results list for
EDI invoice line items that have errors.

[E8 Invoice - 2005 - Line Items - Polaris El”éir @
File Edit View Links Toolz Help
o % [E P

CezEa-% & B % g
Number- 2017508301 EDI Type & Status:  Open 7/30/2008
Date: 7/ 92008 B~ Lnes: 2 Total: $37.95 Method ase
Line Items

0 | & X | &

Ling... Tide Authar ISBN/ISSN Amount Re.. Paid POMo... Fund Pay...
LIS Jane Goodal : the ...  Peterson, Dale. 0395854059 : $20.58 1 1 SCP3&67 SCP Gift... Open
t 2 Salasgift:mymot.. Krschrer, Ann, 0743289382 §15.00 1 1 SCP367 SCP Gift..,  Open

NUM

Important:
Correct any errors before paying the invoice.

5. Check your e-mail for messages regarding EDI invoice transmissions.
The e-mail message is a detailed log of the invoices that the EDIAgent
picked up from the supplier’s site. The log lists any bibliographic-level
holds placed on the items, and any errors in the invoice. See “The EDI
Invoice E-mail Log” on page 203.
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If an invoice line item is listed with a red exclamation point because it
was not linked to a purchase order line item, you can manually link to
the purchase order line item by doing the following steps:

a) On the Invoice Line Item workform, select View, Additional Information.
The Additional Information view appears.

b) Click the Find button.
The Find Tool appears with Purchase Order Line Item selected.

C) Search for and select the appropriate purchase order line item.

Any information in the Invoice Line Item workform is overwritten
with the information from the purchase order line item you selected.

Related Information

Setting up EDI ordering - To communicate with a supplier via EDI, you
must first contact the supplier and get specific information to enter in
Polaris. See “EDI Ordering Setup Checklist” in the Polaris Technical
Services Administration Guide 4.1.

Entering EDI information in the Supplier record - Set up the supplier
record with the information you gathered from the supplier. See “Enter
the supplier’s EDI ordering data” on page 45.

Polaris EDIAgent - The Polaris EDIAgent is an SQL job that scans the
library’s directory on the supplier’s FTP server. When it finds files, they
are retrieved and used to create the purchase order acknowledgment
and EDI invoice. If the supplier provides an Advanced Shipping Notice
(ASN), it is also retrieved by the EDIAgent. For more information, see
“About the Polaris EDIAgent Job” in the Polaris Technical Services
Administration Guide 4.1.

Electronic Purchase Order Acknowledgment - After the supplier
receives the EDI purchase order, an electronic purchase order
acknowledgment is placed on the supplier’s FTP server. The Polaris
EDIAgent retrieves the file and saves it in a local directory. You can
generate the Electronic Purchase Order Acknowledgment from the
Utilities menu. See “ Acquisitions Reports” in the Polaris Basics Guide 4.1.

Processing partial shipment EDI invoices - If your library has selected
the Hold partial shipment invoices option in the EDI Invoice defaults profile,
you can generate EDI invoices with invoice line items where the
quantity sent does not match the quantity ordered. See “Process EDI
invoices for partial shipments” on page 201.

© 2012 Polaris Library Systems



Polaris Acquisitions Guide 4.1

Tip:

You can wait to process partial
shipment invoices if the supplier
indicates the remainder of the
order will be shipped eventually.
When the supplier is able to
complete the order and sends the
EDI invoice file, the completed EDI
invoice is created automatically in
Polaris.

Invoicing 201
Process EDI invoices for partial shipments

Use the Process EDI Invoices workform if your library has selected the Hold
partial shipment invoices option in the EDI Invoice Defaults profile in Polaris
Administration. When the option to hold partial shipments is selected, the
raw EDI invoice data from the supplier does not automatically create EDI
invoice records in Polaris if the quantity sent and the quantity ordered do
not match for at least one title on the invoice. If all quantities sent match all
quantities ordered for all titles, the supplier’s EDI invoice data is saved
automatically as an EDI invoice record in Polaris.

Note:
You must have the permission Process EDI Invoices: Allow set at the
system level to select EDI invoices to process.

Follow these steps to generate an EDI invoice where the quantities sent do
not equal the quantities ordered.

1. Select Acquisitions, EDI Services, Process EDI Invoices from the Polaris
Shortcut Bar, click [E], or press ALT+A+E.

The Process EDI Invoices workform appears.

[E] Process ED Invoices - i@@
File View Help
=ME T
S h B
kil Filter By
@) Invoice number: Organization: | Community Library {Cobleskil) +
Supplier SAN:
Invoice date range: 5/29/2012 Ta: 5/29/2012 \Ggo]

Unprocessed Invoices

Invoice Date  Number Shipped Supplier SAN  Owner  Lines Amount EDI File

0
M)
2
&)
>
=
—
Q
Ly
n
0
b]
S
il
Q.

F.g.r.);'éip.’.;;y:e.s.sh“ - “Ur.ec.ér.d.(sj — o

2. Enter the search criteria for the invoice as follows:
* Enter the invoice number (maximum of 30 characters).
* Enter the supplier's SAN (maximum of 7 characters).
* Enter an invoice date range by selecting dates in the From and To
boxes.

3. Tofilter the invoices by branch, select a branch in the Organization box.
Select All to see all partially received EDI invoices in your library
system.
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4. Click oo

The ungenerated invoice or invoices that meet your search criteria are
listed.

5. To see the purchase order line items linked to this invoice, right-click
an invoice in the list, and select Purchase Order Line Items from the
context menu.

A box lists the linked purchase order line items. At least one of the
purchase order line items listed has a number of copies sent less than
the number of copies ordered. You can open a purchase order line item
in its workform by double-clicking on it.

Note:
If the invoice is linked to only one purchase order line item, the Purchase
Order Line Item workform appears.

6. Select the invoice or invoices in the list, right-click and select Generate
selected invoices.

The invoices you selected are generated, and they no longer appear in
the list. If the Update linked PO line items check box is checked in the EDI
Invoice Defaults profile in Polaris Administration, the linked purchase
order line items are updated to Received, and any segments that could
not be received are set to On-Order. The linked item records are either
updated to in-process or remain on-order, depending on the setting in
the profile. If the Update linked PO line items check box is not checked, the
purchase order line items remain unreceived. See “Set up EDI invoice
defaults” in the Polaris Technical Services Administration Guide 4.1.

7. Use the Find Tool to search for and select the generated EDI invoice.

If the line items are not received automatically, you can receive them
from the invoice or purchase order. See “Receiving Orders” on
page 153.

Partial Shipments

If you hold EDI invoices for partial shipments, you can set up your
distribution profiles at your supplier’s site so the 970 tags are created first
for the branches where you need the full number of copies ordered. Then
you can receive the full number of copies for the busiest branches and split
receipt for branches that can wait for the full number of copies to arrive. For
more information, see “Creating Purchase Orders” on page 106.
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The EDI Invoice E-mail Log

When Polaris attempts to create EDI invoices from data retrieved from
suppliers, a separate log file is created for each supplier’s invoice data. For
each invoice, the log file indicates whether the invoice was created and lists
details regarding any line items that had errors. These log files are saved in
the same directory as the EDINew and EDIDone folders with the following
name:

EDIInvoiceResults_(Supplier name).(Org abbreviation).log.

Examples:
EDIlInvoiceResults_Baker_And_Taylor.STl.log
EDlInvoiceResults_Ingram.STl.log.

Tip: These logs are e-mailed to the addresses in the EDI Invoice Defaults profile
The holds information in the log  with the subject line EDIInvoiceResults. The organization abbreviation also

hel joritize th . . . . . . . . .
;?2 c eis?n:,o;f %:zgr;zfs theat have appears in the subject line of the e-mail. The e-mail log lists invoice line

holds if you have enabled the items that were generated, line items with errors, and line items with
Update linked PO lines to bibliographic-level holds placed on the titles.

Received setting in the EDI Invoice

Defaults profile. (When the The following types of messages appear in the e-mail log that is sent to the

urchase order line items are . . . . .
Eeceived automatically, users do  addresses in the EDI Invoice Defaults profile with the subject line

not see the message that appears  EDlInvoiceResults:

h u iving line it .
xiti”h”;f‘:j”s”)a y receiving fine items * Begin processing EDI 810 file: OUT1704022533.INT - This message
indicates the processing of the EDI file was started.

* Invoice #3014384848 may not have been created. Contact your Polaris
support representative for assistance. - This message indicates that
there were problems with the invoice. Open the invoice and check
the invoice line items against the messages in the e-mail log.

* Inv#3014384848 has invalid IT101(s). Could not match an IT101/IT111 with
a PO# in the system. Inv#3014384848 suffix=EDI was created. - The
invoice was created, but there were problems with some of the
invoice line items that did not match up with a purchase order.

* Invoice #3014384848 Suffix = EDI, was created. - Each invoice line item
in the invoice has a matching purchase order line item in the
Polaris database, and the invoice line items are linked to the
purchase order line items.

® The SA Profile defaults were used to create INLI# 5 on Inv #3014384848. -
An unlinked invoice line item is created using default data in the
EDI Invoice Defaults profile because no matching purchase order
line item was found. If a bibliographic record with a matching
ISBN and title is found in the Polaris database, it is used for the
title of the invoice line item. If no matching ISBN or title is found,

the title is the default title in the profile, for example, No matching PO
line item was found.
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The POLI# 5 on PO#BetterBooksPO1 is not linked to INLI# 4 on Inv#
3014384848 Suffix = EDI because it has the wrong status. An unlinked INLI
was created. - An invoice line item is created using information
from the matching purchase order line item, but the invoice line
item cannot be linked to the purchase order line item because the
purchase order line item has a status that prevents it from being
linked.

INLI #1 on Inv #3014384848 Suffix = EDI, has 16 linked holds. - The EDI
invoice line item has bibliographic-level holds.

Invoice #3014384848 Suffix = EDI was created. - The invoice was
created, but check the messages for individual invoice line items
that may have problems.

The POLI# 5 on PO#BetterBooksPOL is not linked to INLI# 6 on INV#
3014384848 Suffix = EDI because the quantity sent did not equal what was
ordered. An unlinked INLI was created. - This message appears when
the Hold partial shipment option is not selected in the EDI Invoice
Defaults profile. When an invoice line item indicates that the
quantity sent does not equal the quantity ordered, the invoice line
item is created using information from the matching purchase
order line item, but it cannot be linked to the purchase order line
item because the quantities do not match.

EDI Inv# X Suffix= EDI has not been generated because Invoice line item

quantity sent does not equal the PO line item total quantity ordered and EDI
invoicing is set to hold partial shipment invoices. These PO lines are partials:

[POLI ID X, POLI ID Y] - This message appears when the Hold partial
shipment invoices option is selected on the EDI Invoice Defaults
profile, and the EDI invoice indicates that for at least one line item,
the quantity shipped does not equal the quantity ordered.

Note:
To see the linked purchase order line item, use the Find Tool to search for
it by the purchase order line item ID.

End processing EDI 810 file: OUT1704022533.INT - The log indicates that
the processing for the EDI invoice file was completed.
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Add general information to an invoice
o } /

.u.“’ - Follow these steps to enter general information on an invoice other than
one generated via EDL

Note:
The invoice already includes some information if you created it by copying
or linking from a purchase order or from another invoice.

1. Open the Invoice workform.

2. Define the optional shipment information as follows:

* Specify how the invoice was transmitted in the Transmission method
box.

* To specify a closing alert date, select the Closing Alert Date check box
and select a date.

* If you track the date your library expects the shipment to arrive,
click Due date and type a date to specify the due date.

* In the Shipped date box, type the date that the shipment was
shipped by the supplier.

* In the Receipt date box, type the date that the shipment or supplier’s
invoice was received at the library.

* Type any comments or special conditions about the shipment or
invoice in the General note box.

3. To enter or change header charges and funds for the invoice as a
whole, such as shipping charges, follow the instructions in “Add or
change invoice header charges and credits” on page 206.

Note:

If shipping and other charges are paid by various branches, assign funds at
at the line item segment level and distribute the charges. See “Distribute
charges on an open invoice” on page 222.

Select File, Save.

If applicable, add or change the charges and discount rates on the
Charges view of the Invoice workform by following the instructions in
“Add or change invoice header charges and credits” on page 206.

6. Add the invoice line items by following the instructions in “Adding
Invoice Line Items” on page 209.

Note:

Most fields in the invoice become read-only once the invoice reaches the
following statuses: Paid, PartPaid, or Credited. Fields in prepaid invoices
are also restricted.
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Tip:

Only one charge entry with one
amount and one fund can be added
for each charge type. For example,
if you added a charge for
Cataloging, the charge type of
Cataloging no longer appears in the
Charge Type list. If you need to
split a charge so that two funds are
used to pay for a charge, use the
Other charge type.

Polaris Acquisitions Guide 4.1

Add or change invoice header charges and credits

Header charges are the charges from the supplier that are not associated
with any specific line item, such as shipping or cataloging charges for the
whole order. They are posted against distinct funds and are not distributed
across line item segments. You can enter header charges in the Purchase
Order workform, but the exact amount is often not known until the invoice
is received.

Follow these steps to enter or change header charges (or credits) that are

associated with the entire invoice.

Note:
If the invoice is prepaid, you must create a linked invoice to adjust header
charges. See “Link an invoice to another invoice” on page 218.

1. Open the Invoice workform.

[F3 New Invoice - 1 - General - Polaris [ = (el
File Edit View Links Tools Help
NEHE X 8% SE & K
8 Number: | Type: [Reguar | Stats:  Open 4/30/2012
6 Date: 4/30/2012 B~ Lines: Total: Method: | ¥ Purchase ]
Rl Gereral
(o Paid By Supplier
=~ Mame: | Community Library (Cobleskill) (COB) vI Name:
I:l SAN: : SAN: :
E Plan: Account:
=} Invoice
Transmission method: :] EDI filename:
Closing alert date: ] B Receiptdate: ] [ shippeddate: [ @h
Terms: @ Due date: ] [ER General note:

days

Header Charges

Charge Type Amount Fund Fiscal Year

ForHalp, press F1 NUM

2. Toadd each header charge, or a header credit, do the following in the
Header Charges section on the Invoice workform - General view:

a) Select a charge type in the Charge Type box. To enter a credit, select the
charge type Credit.
Note:
To change the charge type of Other to a more specific name, you can
rename it using the Acq/Serials parameter Other charge type description.

See “Rename the purchase order and invoice header Other charge type” in
the Polaris Technical Services Administration Guide 4.1.

b) Type a dollar amount for the charge or credit in the Amount box.
) Select a fund to use for the header charge or credit in the Fund box. If

the fund does not appear in the Fund list box, click Find to search for
and select it using the Polaris Find Tool.
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d) Click Add to add the charge type, amount, and fund to the list box.

Note:
If you need to remove or change a charge type, select it in the list box and
click Remove.

3. Select File, Save to save the record.

Note:
Complete the invoice by following the steps in “Adding Invoice Line Items”
on page 209.

Related Information

* Charges view of the Invoice workform - When you enter header
charges and credits on the General view of the Invoice workform, they
are displayed in the Charges view, but they cannot be changed there.

[E§ Invoice - 13215 - Charges - Polaris || E @
File Edit View Links Tools Help
I I3 %1 F
NeHsS X a% R g R
Number: 2012-4 Type: Status:  Open 4/30/2012
Date:  4/30/2012 O~ lnes: 0 Total:  $145.80 Method: | = Purchase ]
Payments
Line Ttem Subtotals Rate (%)
Materials: £0.00 Discount applied: 0
Charges and credits: £0.00 Sales tax: 8
Header Charges Check
: $50.00
Cataloging services: Number:
Special handling: £0.00
Service: $0.00 b
Shipping: $35.00
Other charges: 0.0 Voucher
Credits: (50.00) briize
Totals Date:
Sales tax: §10.80
Unpaid: £145.80 Credit Card
Credited: (50.00) Hame:
Paid: $0.00 L=
Grand total: $145.80 Eoes
The record was saved successfully. NUM

* Linked Funds - Select Link, Funds to open the list of funds linked to the
invoice. When the invoice is paid, the header charges and credits are
posted in the funds selected for the header charges on the General view
of the Invoice workform.
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Add a tax dollar amount on an invoice

Follow these steps to enter a dollar amount for the tax on the invoice.

Important:

All segments on the invoice must be received before you can enter a tax
dollar amount for the invoice. Also, any charges, credits, or discounts must
be distributed before the tax.

1. Open the Invoice workform.

2. Receive any items that have not already been received.

3. C(lick |ﬂ| on the Invoice toolbar.
The distribute tax dialog box appears.

Distribute Sales Tax @
Enter the sales tax amount:

Amount: | £14.00

4. Enter the dollar amount to add to the invoice.

The dollar amount is converted to a rate (percentage), any other tax
rate or amount is overwritten, and the rate is applied to all the items.

5. If there is a discrepancy between the amount you entered when you
distributed the tax and the amount in the sales tax total, adjust the tax
on a line item segment to modify the total tax.

& Invoice Line Item - 155094 - General - Polaris [ &

File Edit View Links Tools Help

E Invoice no.:  2012-3 Status:  Open 4/30/2012 Lineno.: 7

.EJ., Description

o ISBN/ISSN: 0839360757 (ib. bdg.) - | Fnd | Controlnumber: 894282  Template:

)

c Title: 20th Century edited by A.J. P. Taylor and J. M. Roberts, revis  Author: Taylor, A. 1. P. 1906-

m—

~ Publisher:  Purnell Reference Books Date: 1981 Edition:  revised edition Display in PAC

D pr—— : ial type:

0 er na.: v LCCN: 73027424 Material type: | Book

e

g | x

= Invoice line item totals: §22.50 $0.00 $0.25 $0.00 §22.75
o] Invoice line item total credited: ($0.00) ($0.00) ($0.00) ($0.00) ($0.00)
D Invoice line item totl paid: $0.00 $0.00 $0.00 ($0.00) $0.00
5

Segmen{ Quantil Destination Collection Fund Subtotal | Charges | SalesTax  Jcredits & Dis Total Segmer, *
1 1 Community Library (¢ {None) AdultFiction (AF  $22.50 $0.00 $0.00 s22.75 ||

Y Grders) Chorgel T )

For Help, press F1 NUM

The total tax on the Invoice workform - Charges view will match the
amount you distributed.

6. Select File, Save.
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Adding Invoice Line Items

Invoice lines can be added to an invoice whether or not they are linked to
a purchase order. If a line item is linked to a purchase order, all the
applicable information within the order is automatically copied to the
invoice. You can change this information or enter new data on the Invoice
Line Item workform. If a line item is not linked to a purchase order, you
enter all the line item information following the procedures in this section.
You can create invoice line items from the Invoice Line Item workform or
by using Rapid Receipt on the Invoice workform. When you use Rapid
Receipt from the Invoice workform, the invoice line items are added and
the linked purchase order line items are received in one step. See “Use
Rapid Receipt to receive line items from an invoice” on page 158.

< A A Add an invoice line unlinked to a purchase order line
[} ] L‘.-’ /
lu u\j Follow these steps to add an invoice line that is not linked to a purchase
order line.
Note:

Refer to “Creating Invoices” on page 190 for instructions to create and
display a new invoice if the invoice does not exist in Polaris.

1. Open the Invoice workform.
2. Select View, Line Items.
The Line Items view appears.
Tip:

Press CTRL+I to add a new line
item.

3. Click @ on the items toolbar.

The Invoice Line Item workform appears.

‘€7 New Invoice Line Item - 1 - General - Polaris \EI = @
File Edit View Links Tools Help
E Invoice no.:  2012-3 Status:  Open 4{30/2012 Lineno.: 815
L pre—
= ISBN/ISSN: » [ Fnd | Control number: Template: ‘v (None)
o]
:: Title: Author:
—
~l Publisher: Date: Edition: ] Display in PAC
8 Other no.: - LCCN: Material type: [ (None) ]
o
>
£
L]
D Unit price: Discount rate (3&): 0 Discount price: Line item total quantity: 1]
Segment Quantit] Destination Collection Fund Fiscal Year | Payment 5{ Status Date -
£y 1 0 Community Library (Coble {None) 2012 - Adult DVDs Fiction {ADF) 2012 - Commi Cpen 4/30/2012

Orders {Charges Totals /

The operaticon failed. NUM
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Tip:

You can preview a bibliographic
record in the Find Tool results list
by right-clicking the record and
selecting Preview. To preview
subsequent records in the results
list, keep the Preview window
open, select the first record, and
press the down arrow key on your
keyboard.

Tip:

If you do not find the title in your
Polaris database, you can search
external databases using 739.50.
For more information, see
“Searching Remote Databases” in
the Polaris Basics Guide 4.1.

Tip:

If there is an alert note, an X
appears in the Alert column on the
Invoice workform - Line ltems view.
An exclamation point also appears
in the Find Tool results list for
invoice line items with alerts.

Polaris Acquisitions Guide 4.1

4. Enter the bibliographic information for the invoice line item, using one
of the following methods:

* Select an existing bibliographic record from the database - If you
know the ISBN of the bibliographic record, you can type it in the
ISBN box and press ENTER. The bibliographic information is
automatically filled in if one exact match to the ISBN is found in
the database. If you do not know the ISBN, click Find, and use the
Find Tool to search for and select an existing bibliographic record.
When you select the record in the Find Tool results, the
information is automatically filled in.

* Create a new bibliographic record from Acquisitions - Type the
bibliographic information in the appropriate fields in the
Description frame of the workform. If you are ordering non-print
materials, you can select a template in the Template box. Upon
saving the new bibliographic record, the leader, 006, and 007 are
automatically placed in the record. This allows you to create brief
non-print bibliographic records, instead of automatically
generating a “book” bibliographic record, and then manually
updating each non-print title to be ordered. If you do not select a
template, the brief bibliographic record that is created will be for a
book.

Important:

You must create a bibliographic template in Cataloging with a name that
begins with on-order for the template to display in the Invoice Line Item
workform. See “Creating On-Order Bibliographic Templates” on page 62.

5. Add the invoice line item segment information. See “Add segment
information for an invoice line” on page 213.

6. Select View, Additional Information.

The Additional Information view appears.

7. Type additional instructions, if applicable, in the following boxes:
¢ Shipped date
e Alert Note

8. Select File, Save to save the invoice line item to the invoice record.

Note:

If you add a line item to an invoice with an invoice type of Approval or
Blanket, the system checks for duplicate line items in invoices and
purchase orders. If a duplicate is found with the same bibliographic ID,
collection, destination, and fund, a message appears.

Related Information

If you are not using Rapid Receipt, and an invoice line item is not linked to
a purchase order, you must receive the line item at the segment level - See
“Receive a purchase order/invoice line item segment” on page 161.
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Add invoice lines using Rapid Receipt

Important:

The printed purchase order contains the purchase order line item ID
number that uniquely identifies each line item. If you want to use the
Rapid Receipt function, ask your supplier to include this number for each
line item on the packing slip that comes with the shipment. You can also
enter the ISBN or title for each line item, but the matching may not be as
exact.

You can create a new blank invoice, and use Rapid Receipt to find the
purchase order line item that matches the number on your supplier’s
packing slip. When you pull in the information from the purchase order
line item, each invoice line item is created automatically, and the line item
is also received.

Follow these steps to receive purchase order line items from an invoice.

1. Open the Invoice workform - Line Items view.

[E§ Invoice - 9059 - Line ltems - Polaris o] = =)
File Edit View Links Tools Help

o o B e F
DEEae-x && S o P

Number- 230 Type Status:  Open 2/20/2008

Date:  2/20/2005 B Lies: 0 Total: | $0.00 Method [+ Puchase |

Line Items

Line... Title Author ISBM/ISSN Amount Re... Paid POMo.... Fund Pay...

For Help, press F1 NUM

2. Select Tools, Rapid Receipt or click ﬁ on the Invoice workform.

3. The Rapid Receipt dialog box appears.
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Rapid Receipt ==

Rapid Receipt
Find PO Line

POlnemD: || Discount price:

Qty ordered: Invoice line no.:

[Tl setinvoice line alert  Alert note:

Confirm PO Line
Tite:
Author:

ISBN/ISSN:

Clear
Other no.:
Supplier: Account na.:

POno.:

Close Help

Type the purchase order line item ID number in the PO line ID box, type
the ISBN or ISSN in the ISBN/ISSN box, or type the title in the Title box.

Press ENTER or click Find.
If there is an exact match, the title details appear under Confirm PO Line.
Click Save/Next.

The invoice line item is added and the purchase order line item is
updated to Received in one step.

Enter the next PO line ID on the Rapid Receipt dialog box.

The invoice line item is added and the purchase order line item is
updated to Received in one step. For more information, see “Use
Rapid Receipt to receive line items from an invoice” on page 158.
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Tip:

You can distribute charges and
credits/discounts among invoice
line item segments, and then make
slight adjustments to individual
segments. See “Distribute charges
on an open invoice” on page 222
and “Distribute credits/discounts
on an open invoice” on page 225.

Invoicing 213

Add segment information for an invoice line

Follow these steps to add a segment that is not linked to a purchase order
line item.

Open the Invoice Line Item workform.
To change the default destination, select a branch in the Destination box.
Select a fund in the Fund box, or click Find to search for and select a

fund. To pay for the segment with more than one fund, click Eg, and
follow the instructions in “Split funds for a purchase order line item
segment” on page 126.

4. If there are any charges associated with the individual segment, click
the Charges tab, and type the dollar amount in the appropriate charges
box.

5. If there are any credits or discounts associated with the individual
segment, click the Totals tab, and type the dollar amount in the Credits
& Discounts box.

6. Continue adding segments for the invoice line item by repeating steps
1-5.

7. Select File, Save to save the invoice.

Related Information

The following Acquisitions/Serials profiles in Polaris Administration
control the display of data in segments:

Filter branches in line item segments - Specifies the default branch and the
available branches in the drop-down list. See “Filter destination branch
lists by parent library” in the Polaris Technical Services Administration
Guide 4.1.

Acq fund droplist setup - Controls how funds display. See “Specify how
funds are displayed in Acquisitions” in the Polaris Technical Services
Administration Guide 4.1.
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Tip:
Press CTRL+I to add a new line
item.

Polaris Acquisitions Guide 4.1
Add an invoice line linked to a purchase order line

Follow these steps to add an invoice line that is linked to a purchase order
line.

Open the Invoice workform.
2. Select View, Line Items.

The Line Items view appears.

3. Click |1 above the list of line items.
The Invoice Line Item workform appears.

4. Select View, Additional Information.

The Additional Information view appears.

5. (Click Find in the Purchase Order section, and use the Find Tool to
search for the existing purchase order line item.

The Find Tool Results list appears.

6. Select the on-order, received, part received or currently received
purchase order line item to which you want to link this new invoice
line item.

The information from the linked purchase order line item (including
all segments) is copied to the new invoice line item. You can copy a
purchase order line to an invoice line only once, except in the case of
standing orders or subscriptions, which can be linked to multiple
invoices.

Related Information

Standing Orders - If you want the invoice line item to accurately reflect
payment for a distinct standing order part, link to the purchase order line
item and click Find in the Description section of the Invoice Line Item
workform. Then search for and select the bibliographic record for the
Standing Order part. For more information, see “Enter order data for a
serial holdings record” in the Polaris Serials Guide 4.1.
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a A Add an invoice line linked to a subscription

.\ I’_‘_ )
) | ry
] y

.u.” - Follow these steps to add an invoice line when you want to pay for a
subscription for which there is no purchase order.

Note:

If the invoice line item is not already linked to an active purchase order
line item, you can link one or more subscriptions that are not linked to a
purchase order. A separate invoice line item segment is created for each
serial holdings record with a unique combination of destination and
collection. If the serial holdings record is linked to a subscription record,
the unit price and the fund in the subscription record are copied to the
invoice line item.

1. Select File, New, Invoice.

The Invoice workform appears.

Type a number for the invoice in the Invoice number box.

Click Find next to the Supplier Name box, and select a supplier.

Save the invoice.

i & W N

Select View, Line Items.

The Line Items view appears.

6. Click @ above the line items list.

The Invoice Line Item workform appears.

7. Select View, Additional Information to display the Additional Information
view.

8. C(lick Find in the Subscription frame.

#f Invoice Line Item - 156465 - Additional Information - Polaris o] @ |
File Edit View Links Tools Help
= 1 A

h=HS- X & E?

E Invoice no.:  Subseription peer Status: Open 5/29/2012 Lineno.: 1
=

Pl Purchase Order Subscription

(13} Order no.: Membership

=

-

= Line no.: [ |

B Find Fins

3} { J

L

e

o]

~ Payment Instructions

= hipped date: [

— Check number: Shipped date:  [] [0

Date: [ Alert note
“oucher number:
Date:

For Help, press F1 NUM

The Find Tool appears with Serial Holdings in the Object box.
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Tip: 9. Search for and select the serial holdings records you want to link to the
To multi-select serial holdings invoice line item.

records, right-click, and choose

Select from the context menu. All The invoice line item is created with a separate segment for each serial
selected serial holdings records holdings record you selected.

must be linked to the same
bibliographic record.

‘& Invoice Line Item - 156465 - General - Polaris \EI = @
File Edit View Links Tools Help
s o
h=HS X o4 &9
E Invoice no.:  ubscription peer Status:  Open 5/29/2012 Lineno.: 1
L -
b I5BN/ISSN: - Controlnumber: 342763 Template:
Q
: Title: The New Yorker. Author:
—
~ Publisher: Date: 1973 Edition: Display in PAC
8 Other no.: - LCCM: Material type: [~ (one) ]
—
= i g A x
=
b
I:‘ Unit price: £200.00 Discount rate (%) 0 Discount price: 200,00 Line item total quantity: 1
Segment Quantit Destination Callection Fund Fiscal Year | PaymentSi Status Date o
1 1_Community Library {Coble Magazines 2012 - Community General Func 2012 - Commi Open 59012 | L

10. Save the invoice line item.

A A A Copy an invoice line item
] } | L‘.-’ ]
lu u\j Follow these steps to copy an invoice line item in the same invoice.
Tip: 1. Open the Invoice Line Item workform.

Press CTRL+N or click (3 on the 2. Select File, New.

toolbar to copy an invoice line 3. Select one of the following options to copy an invoice line item:
item.

* Clear Workform - None of the information from the invoice line
item is copied. A new, blank Invoice Line Item workform appears.

* Copy Existing Workform - All the bibliographic information, the
material type, and the segments are copied to the new invoice line
item.

Important:

When you select Copy Existing Workform, and click Find on the new line
item to search for another bibliographic record, the search is based on the
ISBN currently in the ISBN box on the new line item. To search for a new
bibliographic record, select (highlight) the existing ISBN and type a new
ISBN in the box before clicking Find.

4. Change the bibliographic or segment data and save the copied line
item.
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< A A View all funds for the invoice
o }. /

.u.“’ - You can link from the Invoice workform to see all the funds used in the
invoice. Each distinct fund is listed only once even if it was used in multiple
invoice line item segments.

Follow these steps to view a list of all the funds used in an invoice.

Tip: 1. Open the Invoice workform.
You can search for an invoice and ]
link to the funds from the FindTool 2.  Select Links, Funds.

results list without opening the . ..
invoice. Select the invoice in the If the invoice is linked to only one fund, the Fund workform appears.

results list, right-click and select If the invoice is linked to multiple funds, a linked list box displays the
Links, Funds. You can also link funds used in the invoice. This list includes the funds used to pay for
from any linked list box that . . ..
. L charges at the invoice header level, such as shipping for the whole
displays invoices. ) . . o
order, and funds used to pay for the materials at the invoice line item
segment level. Each linked fund is listed only once.

BEJ 1nvoice - 2012 - 3 : Linked Funds [E=3ESR T

- 9

Fund Name Alterna.. Fund.. Status  Total Allo.. Encumbered Expended Free Balan
2012 - Community General Fund ~ CGF Regul... Open $475,000.00 $0.00 50,00 §475,000,
Adult Fiction AF Regul.. Open $176,000.00 $68,636.36 $21,773.46 $85,590,

< m b

For Help, press F1 2 records NUM

3. Toopen a fund displayed in the Linked Funds box, double-click it or
right-click and select Open.

The Fund workform appears.

Note:
You can also see the fund hierarchy by right-clicking and selecting Explore.
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Linking Invoices

When you need to make changes to an invoice, you can link another invoice
to the original invoice to account for debits or credits. You can link an
unlimited number of invoices together regardless of their status or type. If
an invoice is linked to another invoice, a message appears in the status bar
on the Invoice workform. You can link an invoice to an existing invoice or
you can create a new linked invoice. When you create a new linked invoice,
the default type is Miscellaneous, but you can change the invoice type. To
post credits to the header charges for a prepaid invoice, you must use a
miscellaneous invoice.

Note:

Linking invoices is a method for tracking additional transactions to the
original invoice. If you make modifications to one invoice, or print the
invoice voucher, the changes do not affect the other invoices linked to it.

Link an invoice to another invoice

e/

4 M
Follow these steps to link an invoice to another invoice.

1. Open the Invoice workform.

[F§ Invoice - 13214 - Line Items - Polaris EI'EI

File Edit View Links Tools Help

N2HE-X &3 isdn s @ ®]s &

Number: 2012-3 Type: |Regular Status:  Open 4/30/2012
Date: 4f30/2012 Ev  Llnes: 814 Total: $22,182.86 Method: Purchase
Line Items

ODNENSE 7 &

Line... Title Author ISBN/ISSN Amount Recei... Paid PO MNo. &.. Fund Payment... *
1  Greatdisasters : catas... 1 1]
2 The year of the flying ...  Foster, Gen... 0684151820 : §6.95 1 1] 2012-3... AdultFic... Open
3 1945: year zero, Lukacs, Joh... 0335115024 : 396 1 a 012-3... AdultFic... Open
4 Day by day : the forties.  Leonard, Th... 0871963752: §75.05 1 1] 012-3... AdultFic... Open
5 The watershed of two ...  Romein, Jan... 0819550264 : §2502 1 1] 012-3... AdultFic... Open
[ Day by day, the fifties Merritt, Jeff... 0871963333 : $55.04 1 a 012-3... AdultFic... Open
7 20th Century Taylor, A, 1.... 0839380797 (ib... §22.51 1 1] 012-3... AdultFic... Open
8 History-remembered, ... Lewis, Berna... 0691035474 : §6.95 1 1] 012-3... AdultFic... Open
g The Horizon history of ... Davidson, M... 0070154309 : §27.52 1 1] 012-3... AdultFic... Open
10  The space-gods reveal... Story, Ronald.  0080141417: §7.96 1 1] 012-3... AdultFic... Open
11 Kantand the problem ...  Galston, Willi... 0226230446 : §12.01 1 a 012-3... AdultFic... Open
12 Artand act: on causes... Gay, Peter, ... 0064332439 : §1501 1 a 012-3... AdultFic... Open
13 PaulHarvey's Therest... Harvey, Pau... 0385127685: §7.96 1 1] 012-3... AdultFic... Open
14 The light and the glory Marshall, Pe... 0800708865 @ £9.96 1 1] 012-3... AdultFic... Open
15  The year of the horsel...  Foster, Gen... 0584141981 : §6.95 1 1] 012-3... AdultFic... Open
16  Practidng history @ sele... Tuchman, B... 0394520866 : §16.51 1 1] 012-3... AdultFic... Open -
17 Rlabete mhilssneke s fh n : no1A119ET9 /e éner 4 a nain 3 A di in Ancn

For Help, press F1 NUM

2. Select Tools, Link Invoice from the menu or click |/™ |.

The Link Invoices dialog box appears.
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Link Invoices ==
@ Invoice
[CInew
Invoice: Find
CK ] | Cancel J | Help J

3. Link to a new or existing invoice as follows:
To link the invoice to a new invoice, click New.

The New Linked Invoice dialog box appears.

MNew Invoice @
Invoice no.: | | Suffix:
Invoice date:  4/30/2012 [Eg
Owner: lCumrnunity Library {Cobleskill) (COB) vl
Invoice type: lM\scaIIanEous v]
Payment:  [purchase -]
Supplier: BAKER & TAYLOR BOOKS - GLE Find

[ [o]4 ] l Cancel J l Help |

Type the number and number suffix in the Invoice no and Suffix
boxes.

The Invoice date defaults to the present date, but you can click on
the calendar icon and change the date. See “Using Date Pickers” in
the Polaris Basics Guide 4.1.

Select the library branch in the Owner box.

Select the invoice type in the Invoice type box.

Select the payment method in the Payment box.

The supplier for the new linked invoice is the same as the supplier

in the invoice you are linking from. To select a different supplier,
click Find and search for the supplier using the Find Tool.

Note:
To link to a miscellaneous invoice that does not have a supplier, you must
first create the miscellaneous invoice and then link to it.

Click OK to complete the link.
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Tip:

If you know the number of the
invoice you want to link to, type
the number in the Invoice box and
press ENTER.
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Tip:

You can search for linked invoices
using the Limit by option Linked
invoices, and selecting Yes as the
value.
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Tips:

Invoices that are linked to other
invoices have Linked invoices in
the status bar.

il

You can search for linked invoices
using the Limit by option Linked
invoices, and selecting Yes as the
value.
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To link to an existing invoice, click Find.

The Find Tool appears.

* Search for the existing invoice, and select it.
The Linked Invoices dialog box appears with the invoice you
selected in the Destination box.

* Click OK to complete the link.

The Invoice workform for the original invoice appears with the
message Link completed successfully in the status bar. The Linked invoices
note remains in the status bar for any invoice that is linked to other
invoices.

To go to the new or existing invoice to which you linked the original
invoice, click Links, Invoices.

View a linked invoice

Follow these steps to see linked invoices.

1.

Open the Invoice workform.

Note:
Invoices that are linked to other invoices have Linked invoices in the
status bar.

Select Links, Invoices.

If only one invoice is linked, it appears in the Invoice workform. If
there are multiple linked invoices, they are listed in the Linked
Invoices dialog box.

Unlink a linked invoice

Follow these steps to unlink an invoice that is linked to another invoice.

1.

2.

Open the Invoice workform.

Click or select Tools, Unlink Invoice.

¢ If there is only one invoice linked to the invoice you have open,
Unlink completed successful appears in the bottom status bar of the
Invoice workform.

* If there are multiple invoices linked to the invoice, a dialog box
appears that lists the linked invoices.

Select the invoice or invoices to unlink from the invoice you have
open, and click OK.

The message Unlink completed successfully appears in the bottom status
bar of the Invoice workform.
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Distributing/Adjusting Invoice
Charges/Credits

You can distribute charges, credits, and discounts across multiple line
items and segments within an invoice. Distributing charges is useful for
libraries that do not use a centralized fund to pay for the charges on the
invoice. For example, the supplier charges a certain amount for shipping
the entire order, but each branch has its own fund from which it pays
shipping charges. You can distribute the shipping charges equally among
all the line items’ segments within the invoice. Similarly, a discount or
credit can be applied to all the invoice lines.

You may find that your paper invoice from the supplier does not match the
invoice in Polaris. In this case, you can adjust the amount of a charge or
credit on an individual segment of the open Polaris invoice by typing the
amount in the appropriate box on the Charges tabbed page of the invoice
line item segment.

When distributing charges or credits, Polaris treats prepaid and open
invoices differently. Since prepaid invoices have transactions already
posted to linked funds, distributing charges or credits across a prepaid
invoice causes fund adjustments. With open invoices, the funds have not
been expended, so no funds are adjusted.

This unit covers the following topics:
* “Distributing Charges” on page 222
* “Distributing Credits & Discounts” on page 225
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Distributing Charges
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You can distribute charges equally among the line item segments in the
invoice. If the invoice is open, the funds are not affected. If the invoice is
prepaid, adjustments are made to the funds in the invoice line item

segments.

Distribute charges on an open invoice

Charges must be distributed one type at a time.

Follow these steps to distribute charges on an open invoice.

1. Open the Invoice workform.

2. Select Tools, Distribute, Charges from the menu bar.

The Distribute Charges dialog box appears.

Distribute Charges
Type
7) Cataloging services @ Shipping
7 Spedal handling 7) Binding format
) Service ") Other charges

Action

@ Overwrite existing charge

) Add to existing charge
Distribute

(@) Evenly across line item segments

7 Based on total quantity received

Mote:

Amount:

OK l I Cancel ] |

Help

o Cataloging services

¢ Special handling
* Service

» Shipping

o Binding format

e Other

Select one of the following Action options:

For all the options on the Distribute Charges dialog box to be active, all the
lines on the invoice must have been received.

Indicate the charge type by selecting one of the following options:

* Overwrite existing charge to replace the charge already entered in the
line item, or if no charge was previously entered.

* Add to existing charge to add the charge to the charges already

entered.
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5. Choose one of the following Distribute options:

* Select Evenly across line item segments to distribute the same charge
amount to all the line segments for the invoice.

* Select Based on total quantity received to apply the charges based on
the quantity received in each segment.

6. Type the amount to distribute in the Amount box, and click OK.

A message asks you to confirm that you want to distribute the charges.

7. Click OK to confirm that you want to distribute the charges.
The following events occur:
* Charges distributed successfully appears in the status bar.
* Any linked funds are updated.

* The Charges view of the Invoice workform shows the subtotals for
all line item charges and credits in the Charges and Credits box.

* The Charges tabbed page in each invoice line item segment shows
the amount of the charge that was distributed to the individual

segment.
A A A Make manual adjustments to charges
[ ] | ¥ ) /
.M.‘_EAH When you distribute charges automatically following the instructions in

“Distribute charges on an open invoice” on page 222, the amount may not
be distributed evenly among the segments, and you may need to make

slight adjustments. For example, the shipping charge is $10.00 and there are
3 segments. The shipping charge that appears in each segment is $3.33, for
a total of $9.99. You need to adjust one segment’s shipping charge to $3.34.

Follow these steps to make manual adjustments to charges on an invoice.
1. Open the Invoice Line Item workform

2. Select the Charges tab, and select the charge you want to adjust.

12 Invoice Line Item - 156414 - General - Polaris E = @l
File Edit View Links Tools Help
DeH&E-X St E?

Invoice no.:  AdultFic4For Comm Status: Open 5/24/2012 Line no.: 1

Description

ISBN/ISSH: 1550288091 (bound) : - Find Control number: 531153 Template: |~
Title: Goon squad Author: Bossley, Michele Martin.

Publisher:  J. Lorimer, Date: 2002 Edition: Display in PAC

Other no.: > Lcom: Material type: |¥_Book 1

Line item charges total: $5.00

=
-
—
Q
=
-~
8
S
A
]

Segment| Destination Fund Cataloging | Special Handl| Service | Shipping | Binding Forr| Other charge Subtotal | =
1 Community Library (Co 2012 - Community [52.30 $2.70  $0.00 £0.00 $0.00 £0.00 $5.00 =

3. Type the adjusted charge, and save the invoice line item.
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Distribute charges on a prepaid invoice

sz Follow these steps to distribute charges among line item segments on a
prepaid invoice.

1. Open the Invoice workform for the prepaid invoice.
2. Choose Tools, Distribute Charges from the menu bar.

The Distribute Charges dialog box appears.
3. Select a charge type.

Choose one of the following Action options:

* Select Add to an existing charge to add the charge to the charges
already entered.

* Select Overwrite existing charge to replace any previous charge
already entered in the line item, or if no charge was entered.

5. Choose one of the following Distribute options:

* Select Evenly across line segments to distribute the charge amount
equally among all the line segments for the invoice.

* Select Based on total quantity received to apply the charges based on
the quantity received.

If needed, type a note in the Note box.
7. Type the amount to distribute in the Amount box, and click OK.
The Record Check/Voucher Data dialog box appears.
8. Select Check or Voucher.
9. To record the check or voucher number, type it in the Number box.
10. To change the due date, type it the Date box or select it in the calendar.
11. Click OK to submit your settings.

A message informs you that the action cannot be undone.

12. Click OK to confirm that you want to distribute the charges.
The following events occur:
* Charges distributed successfully appears in the status bar.
* Any linked funds are updated.

* The Charges view of the Invoice workform shows the subtotals for
all line item charges and credits in the Charges and Credits box.

* The Charges tabbed page in each invoice line item segment shows
the amount of the charge that was distributed to the individual
segment.

Related Information

If you need to make slight adjustments to the charges, see “Make manual
adjustments to charges” on page 223.
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Distributing Credits & Discounts

You can distribute credit or discount dollar amounts among invoice line
item segments, or you can distribute discount rates (percentages) among
invoice line items. If you enter a credit or discount dollar amount, you can
specify whether you want it equally distributed across all segments or
according to the quantity received. If you enter a discount rate, this
percentage is applied to all line items equally.

Distribute credits/discounts on an open invoice

.h. z’”‘\)’ Follow these steps to distribute credits or discounts among the line item
segments on an open invoice.

Note:
Credits and discounts must be distributed one at a time.

1. Open the Invoice workform.
2. Select Tools, Distribute Credits/Discounts from the menu bar.

The Distribute Credits/Discounts dialog box appears.

Distribute Credits/Discounts @
Type
@ Credit/Discount (5)
7 Discount (%)
Action
@) Overwrite existing valug
7 Adjust existing value
Distribute
“) Evenly across line item segments
@) Based on total quantity received

Mote:

Amount:

OK ] I Cancel I I Help

3. Select one of the following credit/discount types:

* (Credit/Discount($) to distribute a credit or discount dollar amount,
and go to step 4.

* Discount (%) to distribute a discount rate across all line item
segments equally. Then, go to step 7.

Note:
If you choose to distribute a discount percentage, the options under Action

and Distribute are disabled. Simply type the percentage amount, and click
OK.

© 2012 Polaris Library Systems



226 Distributing/Adjusting Invoice Charges/Credits

4.
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If you selected Credit/Discount($) in the previous step, select one of the
following Action options:

* Overwrite existing value to replace the existing credit or discount.

* Adjust existing value to add the amount to the existing credit or
discount.

Select one of the following Distribute options:

* Evenly across line item segments to distribute the credit or discount
evenly across all line item segments.

* Based on total quantity received to apply the credits or discounts
based on the total quantity in the segments.

Type any applicable notes in the Note box.

Type the credit/discount dollar amount or the discount percentage to
distribute in the Amount box, and click OK.

A message informs you that the action cannot be undone.

Click OK to confirm that you want to distribute the credits and
discounts.

The following events occur when you distribute the credit or discount:
* Credits distributed successfully appears in the status bar.
* Any linked funds are updated.

* The Charges view of the Invoice workform shows the subtotals for
all line item charges and credits in the Charges and Credits box.

* The Totals tabbed page in each invoice line item segment shows
the amount of the credits and discounts that was distributed to the
individual segment.

Make manual adjustments to credits and discounts

When you distribute credits/discounts automatically by following the
instructions in “Distribute credits/discounts on an open invoice” on
page 225, the amount may not be evenly distributed among the segments.
For example, the credit/discount is $10.00 and there are 3 segments with
the amount of $3.33 in each segment. You need to adjust one segment’s
credit/discount to $3.34 to get the total $10.00.

Follow these steps to make manual adjustments to credits or discounts.

1.

Open the Invoice Line Item workform.
Select the Totals tab of the segment you want to adjust.
Select the credit and discounts box.

The amount is highlighted.

Type the adjusted credit/discount, and save the line item.
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Distribute credits/discounts on a prepaid invoice

sz Follow these steps to distribute credits or discounts among line item
segments on a prepaid invoice.

Open the Invoice workform for the prepaid invoice.
2. Select Tools, Distribute Credits/Discounts from the menu bar.

The Distribute Credits/Discounts dialog box appears.

3. Select one of the following credit/discount types:
* Credit/Discounts($) to distribute a credit or discount dollar amount,
and go to step 4.

* Discount (%) to distribute a discount rate across all segments equally,
and go to step 6.

Note:

If you choose to distribute a discount percentage, the options under Action
and Distribute are unavailable. Simply type any notes you want to include,
type the percentage amount, and click OK.

4. If you selected Credit/Discounts($) in the previous step, select one of the
following Action options:
* Overwrite existing value to replace the existing credit or discount.
* Adjust existing value to add the amount to the existing credit or
discount.
5. Select one of the following Distribute options:

* Evenly across line item segments to distribute the credit or discount
evenly across all line item segments.

* Based on total quantity received to apply the credits or discounts
based on the total quantity in the segments.

Type any applicable notes in the Notes box.

7. Type the credit/discount dollar amount or the discount percentage
that you want to distribute in the Amount box, and click OK.

The Record Check/Voucher Data dialog appears.

Record Check/Voucher Data @

An expenditure or unexpend transaction equal
to the amount of the adjustment will be posted
to the linked funds.

Type: O Check @) Voucher
Number:
Date: 2/20/200% [Ehd

Amount: §25.00

OK ] | Cancel I | Help

8. Select Check or Voucher.

9. If needed, type the check or voucher number in the Number box.

© 2012 Polaris Library Systems



228 Distributing/Adjusting Invoice Charges/Credits Polaris Acquisitions Guide 4.1

10.
11.

12.

To change the date, type it in the Date box or select it from the calendar.
Click OK to submit your settings.

A message informs you that the action cannot be undone.

Click OK to confirm that you want to distribute the credit or discount.

The following events occur:
* Credits distributed successfully appears in the status bar.

* The Charges view of the Invoice workform shows the subtotals for
all line item charges and credits in the Charges and Credits box.

* The Totals tabbed page in each invoice line item segment shows
the amount credited or discounted for each segment in the Credits &
Discounts column.

Note:

In some cases, the amount cannot be distributed evenly among the
segments, so you may need to adjust the credits or discounts for an
individual segment. For example, the credit is $10.00 and there are 3
segments. The credit that appears in each segment is $3.33, for a total of
$9.99. You need to adjust one segment’s credits to $3.34. If you need to
adjust the amount of credits or discounts for a segment on a prepaid
invoice, you can right-click the segment, and select Adjust Credits. See
“Adjust invoice line item segment credits and discounts” on page 242.
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Paying Invoices

After invoice line items have been added and charges have been
distributed, open invoices with a payment method of purchase are ready to
be paid in Polaris. You can pay an entire invoice, individual line items on
an invoice, or segments within an invoice line item.

You can print vouchers in Polaris and send them to your financial
department so that the appropriate funds can be expended. The voucher
shows the supplier and the total of each fund used on the invoice. When
you print vouchers, you can select a summary voucher or a full voucher.
Both the summary and full vouchers show the totals for each fund used in
the invoice and the grand total for all funds used in the invoice, but the full
voucher also shows details for each invoice line item. You can print
multiple vouchers at once or print (or e-mail) a single voucher.

If you paid an invoice in error, you can undo the payment, which reverses
the expenditures in any linked funds, re-encumbers the amounts in the
linked funds (if the invoice line item segment is linked to a purchase order
line item segment) and resets the invoice to an “open” status. You can undo
payments for a whole invoice with a payment method of purchase and an
invoice type of regular, approval plan, blanket order or miscellaneous. You
cannot undo payments for individual line items or line item segments.

This unit covers the following topics:

* “Pay an entire invoice” on page 230

* “Pay one or multiple lines on an invoice” on page 232
* “Pay an invoice line item segment” on page 233

* “View the invoice charges” on page 234

* “Undo the invoice payment” on page 235

* “View the invoice payment history” on page 236

* “Modify the payment history” on page 236

* “Print one or multiple vouchers” on page 237

* “Print or e-mail a voucher from the Invoice workform” on page 237
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Click to pay the entire invoice.
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Pay an entire invoice
Follow these steps to pay an entire invoice that has a status of open and a
payment method of purchase.

Note:

Miscellaneous invoices can be paid if there are no line items and the
charges are only at the header level. They can also be paid if there are
unreceived line items. For all other types of invoices, all the line items
must be received before the Pay option is available.

1. Open the Invoice workform.

2. Select Tools, Pay from the menu bar.

The Check/Voucher dialog box appears. Voucher is selected by default.
Select Check to pay by check.

Check / Voucher
You have chosen to pay the entire invoice, Linked funds will be expended and the payment status of
all ling items and segments will become ‘Paid’.|
Amount: $191.35
HNumber: Check @ Voucher
Date: 5/24/2012 B~
[k ] [ ] [ Heb

If the linked supplier uses a currency other than your base currency, the
currency code appears next to Amount; for example, Amount (CAD) if your
base currency is U.S. dollars, but the supplier uses Canadian dollars. If you
need to change the exchange rate, click Cancel and select Utilities,
Update Currency Exchange Rate. You must have the Polaris Acquisitions
permission Adjust currency exchange rate: Allow. See “Update the
currency exchange rate for a foreign currency” on page 54.

Check / Voucher [zl

‘You have chosen to pay the entire invoice. Linked funds will be expended and the payment status of
all line items and segments will become 'Paid'.

Amound (CAD): $150.90 Eabe; 2.0000 Updated: E,’m/zuuu:sa:uﬂ

Number: | Check @ Youcher

Date: 5/29/2012 B-

[ OK l ‘ Cancel ‘ | Help

3. Ifnecessary, type the voucher or check number in the Number box. You
can enter up to 30 characters to identify the check or voucher.

4. To enter a different date, type the date in the Date box, or select it from
the calendar.
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Tip:

If the invoice is linked to a foreign
supplier, the amounts
disencumbered and expended are
converted to the base currency
(according to the current exchange
rate), and the amounts are posted
in the linked funds in the base
currency.
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5. Click OK.

If the invoice can be paid without exceeding the fund limits, the
message The invoice was paid successfully appears in the status bar, and
the following events occur:

* The status of the invoice changes from Open to Paid. The lines also
have a status of Paid.

* The invoice number and number suffix become read-only and
cannot be edited.

* All linked funds are disencumbered and expended if there is a
linked purchase order. If there is no purchase order, the linked
funds are expended.

* The check or voucher information appears in the Check or Voucher
tields on the Charges view.

* The payment appears on the Payment History view. See “View the
invoice payment history” on page 236.

If the fund’s free balance or expenditure limits will be exceeded, the
Overexpenditures List dialog box appears.

Overexpenditure List ==

Invoice / Fund Limits

Fund Name Fiscal Year Name Limit Amount Overexpended
Adult Fiction 2010 Free Balance

Adult Fiction 2010 Fund §7,645.37
Adult Fiction 2010 Invoice §7,645.37

Line Ttem Limits

Line Number Fund Name Fiscal Year Name Amount Overexpended

These funds are over-expended or expenditure limits are exceeded.
Select an appropriate action.

Contiue | [AdustFunds] [ cancel ] [ hep

If the Overexpenditures List dialog box appears, do one of the
following:

* Click Adjust Funds - Then select the Fund, right-click and select
Open from the context menu. The Fund workform opens and you
can modify the fund if you have the permission Modify fund.

* Click Continue - Continue paying the invoice and override the
expenditure limits. You must have the permission Invoice: Pay
invoice exceeding fund expenditure limits. This permission allows you
to exceed the fund expenditure limits and the free balance.

Related Information

“Print one or multiple vouchers” on page 237
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Click to pay the lines you selected.
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Pay one or multiple lines on an invoice

If you do not want to pay the entire invoice with one check or voucher, you
can split up the invoice and select only the lines that you want to pay with
a single check or voucher. When you pay for a line item, you pay for the
total quantity received for the line item. To pay for less than the total
received for the line item, you can pay for segments of the line item on the

Invoice Line Item workform. See “Pay an invoice line item segment” on
page 233.

Follow these steps to pay one or multiple line items on an invoice.

1.

Open the Invoice workform.

Note:
You can also pay for single line items from the Invoice Line Item workform.

Select View, Line Items.

The Line Items view appears.

Select a line item, or select multiple line items by pressing the CTRL key
while selecting the lines.

Select Tools, Pay to pay the selected items.

The Check/Voucher dialog box appears. Voucher is selected by default.
Select Check to pay by check.

Check / Voucher
You have chosen to pay the entire invoice, Linked funds will be expended and the payment status of
all line items and segments will become *Paid".|
Amount: $191.35
Mumber: TiCheck (@) Voucher
Date: 5/24/2012 @~
| —— T

If the linked supplier uses a currency other than your base currency, the
currency code appears next to Amount; for example, Amount (CAD) if
your base currency is US Dollars, and the supplier’s currency is in Canadian
dollars. If you need to change the exchange rate, click Cancel and select
Utilities, Update Currency Exchange Rate. You must have the Polaris
Acquisitions permission Adjust currency exchange rate: Allow. See
“Update the currency exchange rate for a foreign currency” on page 54.

Check / Voucher =2

You have chosen to pay the entire invoice. Linked funds will be expended and the payment status of
all line items and segments will become Paid'.

Amount (CAD): $110.03 Rate: 2.0000 Updated: 8/10/2011 11:38:47 AM

Number: 129 “iCheck @ Voucher

Date: 5/24/2012 B-

[ ok | [ canel | [ Heb
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Tip:

Select the segment and click |@
on the items list toolbar.

Tip:
Voucher is selected by default.
Select Check to pay by check.
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5. If necessary, type the voucher or check number in the Number box.

To enter a different date from today’s date, type it in the Date box, or
select it from the calendar.

7. Click oK.

The invoice lines were paid successfully appears in the status bar, and the

following events occur:

* The status of the whole invoice changes from open to part paid.

* The payment statuses of the selected lines change from open to
paid.

* The invoice status changes from open to paid if the line being paid
is the last open line on the invoice.

* The linked funds are expended.

Related Information

“Print one or multiple vouchers” on page 237

Pay an invoice line item segment

If you received less than the total number of copies of a line item on an
invoice, you can pay for just the portion you received by paying the line
item segment. Follow these steps to pay for an invoice line item segment.

1. Open the Invoice Line Item workform.

2. Right-click the segment and select Pay.
The Segment Payment/Credit dialog box appears.

Segment Payment / Credit ==
You have chasen to pay for the selected segments.
If the number of copies to be paid is equal to the number received, cick 'O,
If you want to make a partial payment, enter the number of copies to be paid.
The segment will be spit and the remaining copies wil be unaffected,
Quantity

Quantity

Enter the quantity to pay: g

ok | [ cael | [ Heb

3. If the quantity you are paying for is less than the total quantity
ordered, type the quantity in the Enter the quantity to pay box.

4. Click oK.
The Check/Voucher dialog box appears.
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"Check / Voucher -

You have chosen to pay the entire invoice, Linked funds will be expended and the payment status of
all ling items and segments will become ‘Paid’.|

Amount: $191.35

Number: Check (@ Voucher

Date: 5/24/2012 [k

[k ] [Lcancal ] [__beb

Note:

If the linked supplier uses a currency other than your base currency, the
currency code appears next to Amount; for example, Amount (CAD) if
your base currency is US Dollars, and the supplier’s currency is in Canadian
dollars. If you need to change the exchange rate, click Cancel and select
Utilities, Update Currency Exchange Rate. You must have the Polaris
Acquisitions permission Adjust currency exchange rate: Allow. See
“Update the currency exchange rate for a foreign currency” on page 54.

5. Type the voucher or check number in the Number box.

To enter a different pay date, type or select a date in the Date box.

6. Click oK.

The total segment is paid if you paid the total quantity. If you paid an
amount less than the total quantity, the segment is split, and the
unpaid portion appears in a separate segment in the line.

View the invoice charges
ry

lu - You can view all the charges included in an invoice on the Charges view of
the Invoice workform. The Charges view includes information on
payments, discounts, checks, and vouchers. Follow these steps to view the
charges on an invoice.

1. Open the Invoice workform.
2. Select View, Charges.

The Charges view of the Invoice workform displays the charges for
materials and services. It also displays the total sales tax amount; the
total amount of the payments made; total pending payments; total
credits; discount and sales tax rates; the check number and date; and
the voucher number and date.

Note:

If the invoice is linked to a foreign supplier, the currency code is displayed
next to the amount; for example, Grand total (USD) for a Canadian library
ordering from a United States supplier.
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Tip:

If a fund for any of the invoice line
item segments or a header fund is
closed, a message tells you that
transactions cannot be posted
against closed funds. If another
user has the fund record or any line
items open, a message tells you
that the action will be canceled.

Undo the invoice payment
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If you paid an invoice in error, you can undo the payment, which reverses
the expenditures in any linked funds, and re-encumbers the amounts (if the
invoice line item segment is linked to a purchase order line item segment.
You can repay the invoice after making corrections, and generate a new
voucher for the correct payment. Follow these steps to undo an invoice
payment.

1.

2.

Open the Invoice workform for the paid invoice.

Select Tools, Undo Payment, click
combination Alt+T+N.

i

or press the shortcut key

|E§ Ivoice - 1018 - Line Items - Polaris EI =
File Edit View Links [Tools| Help
== =R Rapid Receipt WA E o Ep
Distribute 4
Number- | 47250 Adjust Charges Ipd Type: | Regular - Status: Paid 12/10/2010
Date:  11/18/! g 121 Total: $1,070.35 Method: ~ Purchase
Undo Payment J
Line Ttems Credit
Link Invoice 5 =3
Unlink Invoice
cererres oo ISSN Amo... Re.. Paid PO MNo... Fund Pay... =

RN ST SRR

The alchemist's ...
Alpha, Brave, Ch...
Always rememb...
Amazing you : g...
Amber Brown w...

Anacaona, Golde...

Angelina Ballerin...
Apple-y ever after
Atticus of Rome ...
Australia

Bathtub blues

The Berenstain ...
The best is yet t...
Bones and the bi...
Bones and the c...
Bones and the d...
Cam Jansen : th...

Jarvis, Robi...
Demarest, C...
Russo, Mari...

Saltz, Gail.

Danziger, P...

Danticat, Ed...
Holabird, Ka...
Mason, Jane...
Denenberg, ...
Donaldson, ...
McMullan, K...
Berenstain, ...
Mazer, Anne.

Adler, David...
Adler, David...
Adler, David...
Adler, David...

158717257...
068986928...
068986920...
052547389...
039922900...

04309499062

158485757...
043969814...
043952453...
082254718...
031660001...

0060583401

043948282...
067005947...
067005939...
067005948...
014250114...

$10.50
$10.50
£9.94
$9.37
£7.05
$11.07
$3.62
$7.05
$19.96
£9.94
$9.94
$4.19
$8.79
$8.79
£8.79
$3.04

e = T T S U S

e T T U S

BUR38 ...
BUR38 ...
BUR3S ...
BUR38 ...
BUR3S ...
BUR38 ...
BUR38 ...
BUR38 ...
BUR38 ...
BUR3S ...
BUR38 ...
BUR3S ...
BUR3S ...
BUR38 ...
BUR3S ...
BUR38 ...

.. Juvenil...

Juvenil...
Juvenil...
Juvenil...
Juvenil...
Juvenil...
Juvenil...
Juvenil...
Juvenil...
Juvenil...
Juvenil...
Juvenil...
Juvenil...
Juvenil...
Juvenil...
Juvenil...
Juvenil...

Paid
Faid
Paid
Paid
Paid
Paid
Faid
Paid
Faid
Paid
Paid
Paid
Paid
Faid
Paid
Paid

11

Undo Payment

NUM

When you undo a payment, the following message appears: You have

chosen to undo payment against this invoice. All linked fund transactions will be

reversed and the invoice re-opened. Continue? If you click Yes to continue,
the undo payment process begins.

For every invoice line item segment in the invoice and any header
charges, the following transactions are posted in the linked fund:

* Unexpend - The transaction type is unexpend, and the note
identifies the line item and segment payment that was reversed:
Line [x], Seg [y] payment was reversed. For unexpend transactions for
header charges, the note indicates the type of header charge: Invoice

header charges: [type of charge]

* Encumbrance - If there is a linked purchase order line item segment,

the fund amount is re-encumbered.

© 2012 Polaris Library Systems



236 Paying Invoices Polaris Acquisitions Guide 4.1

A A View the invoice payment history

A )

-

.u.” - You can view the payment history for an invoice on the Payment History
view of the Invoice workform. It shows the payment date, amount, check
or voucher number, the user’s name, payment status, and any notes.
Follow these steps to view the payment history for an invoice.

Note:

You can change the check/voucher number and the date. See “Modify the
payment history” on page 236.

1. Open the Invoice workform.
2. Select View, Payment History.

The Payment History view of the Invoice workform appears.

A A A Modify the payment history

lu u Follow these steps to add or change the check number, voucher number, or
date on the invoice payment history.

1. Open the Invoice workform.
2. Select View, Payment History.

The Payment History view appears.

3. Right-click the line for which you want to modify the check/voucher
number, and select Modify Payment History.

The Modify Check/Voucher Number dialog box appears.

Modify Check / Voucher Number ==l
CiCheck @ Voucher
Number: | FEER
Date: 3/30/2012 B~

[ ok ] [ cand | [ hep |

If you pay by check, select Check. Voucher is selected as the default.
Type the check or voucher number in the Number box.

If the voucher or check date is different than today’s date, select a date
in the Date box.

7. Click OK.

The payment information is updated.
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Tip:

You can print vouchers to be sent
to your financial department
whether the payment method is
Check or Voucher.
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Print one or multiple vouchers

Follow these steps to print one or multiple vouchers from the Polaris Find
Tool.

1. From the Find Tool results list, or from a list view box that displays
invoices, select one or multiple paid, prepaid, credited, or partially
paid invoices.

2. Right-click and select Print Invoice Voucher (Summary) or Invoice Voucher
(Full).
Note:
If any of the selected invoices have more than one voucher, or if any have
a status of Open, you will be blocked from printing them in batch. To print
more than one voucher for a single invoice, select only that invoice.
The vouchers appear in the preview window where you can print
them all at once.

Print or e-mail a voucher from the Invoice workform

Follow these steps to print a voucher from the Invoice workform.
1. Open the Invoice workform for the paid invoice.

2. Select File, Print, Invoice Voucher (Summary), or Invoice Voucher (Full).

Note:

If more than one voucher is associated with the invoice, the vouchers
display in a list box. Be sure to select the voucher that appears at the top
of the list because the voucher(s) below it could be for payments that were
later reversed.

The invoice voucher appears in the preview window. If you selected
Invoice Voucher (Summary), the voucher displays only the fund totals and
the grand totals. If you selected Invoice Voucher (Full), each line item is
displayed.

Note:

If the supplier uses a currency other than the base currency, the currency

code appears on the invoice voucher; for example, CAD if Canadian Dollars
is not your library’s base currency.
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3. Click
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Check/Voucher No.:
Date:

Supplier:
Supplier Alt. Name:
Contact Person:

120
5/24/2012

BAKER & TAYLOR BOOKS - GLE

BAT_GLE

<ng name entered>

FUND ALLOCATIONS

Address: P.O. Box 277930
ATLANTA GA 30384
Library Account No.: 0002
SUMMARY
Invoice No.: Adult Fiction
Invoice Date: 512412012
Payment Due:
Total Quantity: 11

‘F\scal Year ‘Fund |Fund Extemal Name ‘ Total Amaunt‘
‘zum - Community ‘zmz - Community Adult Fiction | ‘ $191 35‘
Check/Voucher Total: $191.35
DETAILS FOR INVOICE
ISBNASSN Title Qty |PO/Line Seg Ne. Fund(s) Amount
1550288091 Goon squad 1 |Adult Fiction 2012 - Community $16.95
(bound) Comm /1 Adult Fiction
978030726399 |Swamplandia! 1 |Adult Fiction 2012 - Community $24.95
5:HRD Comm /1 Adult Fiction
978038534383 | The tiger's wife - a novel 1 |Adult Fiction 2012 - Community $25.00
1 (hbk. : acid- Comm /1 Adult Fiction
free paper)
978006206322 |Further interpretations of real-ife 1 |Adult Fiction 2012 - Community $1050
1 events - stories Comm /1 Adult Fiction
978155597608 | City of Bohane 1 |Adult Fiction 2012 - Community $10.50
8 (akk. paper} Comm /1 Adult Fiction
978030795810 |Homesick 1 |Adult Fiction 2012 - Community $23.00
5 (hardcover) Comm /1 Adult Fiction
978039915845 | The book of Jonas 1 |Adult Fiction 2012 - Community $10.50
2 omm /1 Adult Fiction
978081299297 | The age of miracles : a novel 1 |Adult Fiction 2012 - Community $25.00
7 (akk. paper) Comm /1 Adult Fiction
978145165772 |In the shadow of the banyan 1 |Adult Fiction 2012 - Community $10.50
2 (e-bock) Comm /1 Adult Fiction
978037420305 |The marriage plot 1 |Adult Fiction 2012 - Community $10.50
4 (hardcover : Comm /1 Adult Fiction
alk. paper)
1451643357 Birds of a lesser paradise : stories 1 |Adult Fiction 2012 - Community $23.95
(hardcover) Comm /1 Adult Fiction

Line Item Total:

$191.35

Al

to print the voucher or click

to e-mail the report.
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Adjusting Prepaid Invoices

You can adjust invoice charges for the invoice for specific line item
segments on an invoice. In addition, you can adjust the discount or unit
price on a line item or the credits for line item segments on a prepaid
invoice.

Important:

If the prepaid invoice has charges at the header level, you must link
another invoice to it to adjust the charges or post credits. See “Link an
invoice to another invoice” on page 218.

This unit covers the following topics:

* “Adjust line item discount/unit price on a prepaid invoice” on page 239
* “Adjust line item segment charges on a prepaid invoice” on page 240

* “Adjust invoice line item segment credits and discounts” on page 242

2 A A Adjust line item discount/unit price on a prepaid
lu Zh invoice

For prepaid invoices, you can adjust the unit price or discount at the line
item level, and charges at the line item segment level. Follow these steps to
adjust the discount or unit price for a prepaid invoice line item.

1. Open the Invoice Line Item workform for the prepaid line.
2. Select Tools, Adjust from the menu.

The Adjust Line Item dialog box appears.

Adjust Line Item @
Type
@) Discount {5%)

Unit Price

Note:

Amaount:

CK ] ‘ Cancel ‘ | Help

Note:
Each time the Adjust Line Item dialog box is used for a prepaid invoice, it
affects the invoice, its line item segments, and all linked funds. A fund
transaction is posted for the amount of the adjustment in every fund linked
to the invoice line item segments.
3. Choose one of the following Type options:
* To adjust the discount, select Discount (%).

* To adjust the unit price, select Unit Price.
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Tip: m
Click after selecting the segment.

Polaris Acquisitions Guide 4.1

To add a note, type it in the Note field. This note appears on the
Payment History view of the Invoice workform.

In the Amount box, type the percentage if you are adjusting the
discount, or a dollar amount if you are adjusting the unit price.

Click OK to submit your settings.

If you are adjusting the unit price, the Record Check/Voucher Data
dialog box appears with the adjustment amount.

If the Record Check/Voucher Data dialog box appears, enter the check
or voucher number if you are sending or receiving a check for the
adjustment, and click OK to complete the adjustment.

The adjustment is made to the unit price or discount, the transaction is
posted on the Fund workform, and on the Invoice workform-Payment
History view.

Adjust line item segment charges on a prepaid
invoice

Follow these steps to adjust charges on a prepaid invoice line item segment.

1.
2.

Open the Invoice Line Item workform for the prepaid line item.

Right-click the segment for which you want to adjust charges, and
select Adjust Charges from the context menu.

The Adjust Charges dialog box appears.

Adjust Charges ==

Type

") Cataloging services @ Shipping

*) Spedial handling () Binding format
I Service ) Other

Action
@ Overwrite existing charge

) Add to existing charge

Nate:

Amount:

ok ] [ cancel | [ reb

Select one of the following Type options:
* Shipping charges for charges for shipping the copies in the segment.

* Cataloging services for charges associated with cataloging services
for the segment.

* Special handling for any special handling charges associated with the
line item segment.

* Service for any additional charge associated with the purchase of
the items in this segment.

* Binding format for any charge associated with binding that applies to
the line item segment.

* Other for any miscellaneous charges included in this segment.
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4. Select an Action option:
* Overwrite existing charge if the charge replaces any previous charge.

* Add to existing charge if the charge is added to the previous charges.

5. If necessary, type a note in the Note box. The note appears on the
Payment History view of the Invoice workform.

Type the amount you would like to adjust in the Amount box.
7. Click OK to submit your settings.
The Record Check/Voucher Data dialog box appears.

Record Check/Voucher Data ==

An expenditure or unexpend transaction equal
to the amount of the adjustment will be posted
to the linked funds.

Type: (O Check @ vVoucher
Number:
Date: 5/13/2010 B

Amount: £35.00

OK ] [ Cancel ] [ Help ]

Click Check or Voucher to indicate the payment method.
9. If needed, type a check or voucher number in the Number box.

10. To enter a different date, type a date in the Date box or select it from the
calendar.

Note:
If the number in the Amount box is not what you expected, you can cancel
the operation and change the adjustment.

11. Click OK to submit your settings.

A message asks you to confirm the transaction.

12. Click OK to confirm the amount.

When the adjustment is completed, the message Charges adjusted
successfully appears in the status bar of the Invoice Line Item workform.
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Tip: |§_|

Click after selecting the segment.
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Adjust invoice line item segment credits and
discounts

Follow these steps to adjust invoice credits and discounts for prepaid
invoice line item segments.

Open the Invoice Line Item workform for the prepaid line.

2. Right-click the segment for which you want to adjust credits or
discounts, and select Adjust Credits from the context menu.

The Adjust Amount Credited/Discounted dialog box appears.

Adjust Amount Credited/Discounted ==
Action
1@ Overwrite existing value
7 Adjust existing value

Mote:

Amount:

QK ll Cancel ]{ Help

3. Select one of the following options:

* Overwrite existing value to change the amount credited/ discounted
to the amount you specify.

* Adjust existing value to change the amount you specify to the amount
credited/ discounted.

To include a note, type it in the Note box.
Type the amount to credit or discount in the Amount box.

Click OK to submit your settings.
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Crediting Invoices

After an invoice has been paid or prepaid, it may need to be credited fully
or partially because your library has received a refund or credit. You can
credit an entire invoice, multiple lines within an invoice, a single line item,
and segments within a line item. To post a credit to a fund record that is
unlinked to any purchase order line item, you can credit a miscellaneous
invoice that has not been paid.

This unit covers the following topics:
* “Crediting Whole Invoices” on page 244

* “Crediting Invoice Line Items/Segments” on page 245
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Crediting Whole Invoices

You can credit an entire paid, prepaid, or miscellaneous invoice. When you
credit an entire invoice, the status of the invoice changes from paid to
credited, the transaction appears in the Payment History view of the
Invoice workform, and an unexpend transaction appears in the funds
linked to each line item segment and the funds linked to any invoice header

charges.
< A A Credit an entire invoice
.h.““%”{)’ Follow these steps to credit an entire invoice.

1. Open the Invoice workform for the paid or prepaid invoice.
2. Select Tools, Credit from the menu bar.

The Check/Voucher dialog box appears.

Check / Voucher [

You have chosen to credit the entire invoice. Linked funds will be disencumbered/junexpended and the
payment status of all line items and segments will become 'Credited'.

Amount: £150.50

Number: | Check @ Youcher

Date: 5/29/2012 B

[ 0K l ‘ Cancel ‘ | Help

3. Click Check or Voucher to specify the method of payment.

If necessary, type the supplier’s check or voucher number in the
Number box.

5. Click oK.

When the credit process is completed, the message The invoice was
credited successfully appears in the status bar.
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Crediting Invoice Line Items/
Segments

You can credit individual line items while leaving the rest of the invoice
paid or partially paid. Or, you can credit segments of a line item, leaving
the other segments paid. When crediting a single segment of a line, you can
credit less than the number ordered and received. This causes a split in the
invoice line item segment. One segment remains paid or prepaid, while the
other segment is credited.

Credit multiple lines on an invoice

v " "./;/.’—‘ L
lqé J Follow these steps to credit multiple lines on a paid, partially paid or
prepaid invoice.

1. Open the Invoice workform for the paid, part-paid, or prepaid invoice
that contains the line items you want to credit.

. 2. Select View, Line Items.

Tip: &

Click on the Invoice Line Items icon The Line Items view of the Invoice workform appears.

on the menu bar to see the line . . . . .

items in the invoice. 3. Select the line items to credit by holding down the CTRL key while

selecting the lines. The lines must have a status of paid or prepaid.

T ﬁi 4. Right-click the selected lines, and select Credit from the context menu.
1p: . g

Click after selecting the line items. The Invoice Payment/Credit dialog box appears.

5. Select Check or Voucher to specify the method of credit.
If needed, type the check or voucher number in the Number box.
Click OK to submit the settings.

The invoice lines were credited successfully appears in the status bar of the
Invoice workform, and the following events occur:
* The statuses of the lines change from paid or prepaid to credited.

* Unexpend transactions are posted to the funds linked to the
invoice line item segments.

* The invoice payment history is updated.
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Credit a single line item
)

.u.“’ - Follow these steps to credit a single paid invoice line item.

1. Open the Invoice Line Item workform for the paid invoice line item.

2. Select Tools, Credit from the menu.
Tip: WXL . o
Click the credit icon on the main The Invoice Payment/Credit dialog box appears.
toolbar.

3. Click Check or Voucher to specify the method of credit.

If needed, type the supplier’s check or voucher number in the Number
box.

5. C(Click OK to credit the line item.
The message Invoice line was credited successfully appears in the status bar
of the Invoice workform, and the following events occur:
* The status of the line changes from paid or prepaid to credited.

* Unexpend transactions are posted to the funds linked to the
invoice line item segments.

* The status of the invoice changes to part paid if there are still paid
line items on the invoice.

* The invoice payment history is updated.

Credit an invoice line item segment
i }.

.u.“’ - Follow these steps to credit a paid invoice line item segment.

1. Open the Invoice Line Item workform for the paid, partpaid or
prepaid invoice line item.

2. Right-click the segment to credit, and select Credit from the context
menu.

The Segment Payment/ Credit dialog box appears.

Segment Payment / Credit ==
‘fou have chosen to credit the selected segment.
If the number of copies to be credited is equal to the number received, dick 'OK'.
If you want to make a partial credit, enter the number of copies to be credited.
The segment will be split and the remaining copies will be unaffected.
Quantity 1

Quantity 1

Enter the guantity to credit: ]

Ok l [ Cancel ] [ Help

3. Select one of the following options:
Tip: P &P

Click the Credit icon on the toolbar * To credit the total number of copies received, click OK.

to credit the line item segment. * To credit less than the total number of copies paid or prepaid, type
a number less than the quantity received in the Enter quantity to
credit box, and click OK.
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Note:

If you credit less than the quantity received, the invoice line item segment
is split, with one segment remaining Paid or Part Paid and the other
Credited.

The Check/Voucher dialog box appears.

Check / Voucher ==

You have chosen to credit the selected segment. Linked funds will be disencumbered unexpended and
the payment status of selected segments will become ‘Credited',

Amount: $7.06

Mumber: ) Check @) Voucher

Date: 5/13/2010 B+

OK ] | Cancel I | Help

Click Check or Voucher to specify the method of credit.

If needed, type the supplier’s check or voucher number in the Number
box.

To change the date, type a different date or select a date from the
calendar.

Click OK to submit your settings.

When credit processing is complete, The invoice line segment was credted
(or partially credited) successfully appears in the status bar of the Invoice
workform, and the following events occur:

* The status of the segment changes from paid or prepaid to
credited.

* An unexpend transaction is posted to the fund linked to the
invoice line item segment.

* The invoice payment history is updated.
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Acquisitions Shortcut Keys

This appendix contains charts with the shortcuts you can use with Polaris
Acquisitions. The cards are designed to be photocopied, trimmed, and put
into transparent sleeves that attach to the computer monitor. You can order
these sleeves from vendors such as Axzo Press at the following Web site:

http://www.axzopress.com/Products/Products_FlipCARDS.aspx
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General Purchase Order Workform
Workform Help F1 Add Line Item CTRL+I
New dialog box CTRL+N Claim Line Item CTRL+M
Close workform ALT+F4 Cancel Line Item CTRL+N
Save record CTRL+S Receive Line Item CTRL+R
Copy Line Item CTRL+T
Refresh List view CTRL+E
Print
Print current view CTRL+P
Print current Purchase Order Line Item
list view CTRL+SHIFT+P Workform
Receive Segment CTRL+R
Copy Segment CTRL+Y
Modify Segment CTRL+M

Invoice Workform

Add Line Item CTRL+I
Receive Line Item CTRL+R
Credit Line Item CTRL+E
Pay Line Items CTRL+Y
Refresh Listview CTRL+E

Selection List Workform

Add Line Item CTRL+I
Delete Line Item CTRL+D
Refresh Listview CTRL+E
Copy segment data CTRL+N
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Index

Numerics

020 tag
price in subfield c, 147
970 tags
filtering branches for bulk add to selection list,
78, 80
subfields that create segments, 147

A

account numbers
entering in supplier records, 45
acquisitions notices
printing cancellation, 180
printing claim, 173
acquisitions records
claim, described, 14
fiscal year, described, 8
fund, described, 9
header, line item, segment levels, described, 15
invoice line item, described, 13
invoice, described, 13
linking to other records, 20
purchase order line item, described, 12
purchase order, described, 12
searching using keywords, 19
selection list line item, described, 11
selection list, described, 11
supplier, described, 10
acquisitions shortcut keys
reference, 249
acquisitions subsystem
checklist for setting up, 4
overview of workflow, 5
acquisitions workforms
See acquisitions records
addresses
entering in a supplier record, 48
adjusting funds
encumbered amount, 40
manually changing balances, 40
releasing a purchase order, 136, 138
adjusting invoices
charges on line item segments, 240
credits and discounts on prepaid, 242
sales tax, 208

Index 251

Advanced Shipping Notice
see ASN
alerts
invoice line items, 188
allocations for funds
adding supplementary, 40
entering beginning, 38
reducing, 40
alternative names
entering in supplier records, 45
funds, 27
approval plans
described, 187
entering information in supplier record, 45
See also blanket orders
selecting type on invoice, 187
approving purchase orders
See releasing purchase orders
approving selection lists
changing the decision status, 86
ASN
adjust shipped quantities, 165
overview of receiving, 154
receiving a shipment using, 164
receiving partial shipments, 164
using to receive shipments, 164
availability
information from Titles to Go, 146
Titles to Go and Ingram, 146

B

backordered items
appearing on Claim Alert List, 168
balance
viewing the fund, 36
beginning allocation
assigning for a fund, 38
effect on fund limits, 31
bibliographic records
creating brief from invoice line items, 209
creating brief from purchase order line items,
120
creating from on-order templates, 65
creating in acquisitions, 120
previewing, 75
viewing circulation statistics, 75
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bibliographic templates
creating on-order, 62
binding format
information from Titles to Go, 146
blanket orders
described, 187
entering plan in supplier record, 45
See also approval plans
selecting type on invoice, 187
branches
filtering in bulk add to selection list, 78
budget
See also funds
setting up, overview, 25
bulk add to purchase order
unit price from bib when no 970 Sc, 148
Bulk add to purchase order or selection list: Mark 970
data as processed
results of setting parameter to Yes or No, 107
bulk add to selection list
filtering branches, 78, 80
bulk adding
970 tags to create segments, 147
bibliographic records with multiple ISBNs, 147
error report, 79
overview, 147
record sets in Find Tool to purchase orders, 107
record sets in Find Tool to selection lists, 80
setting administration options, 149
titles to existing selection list, 80
titles to new purchase order, 107
titles to new selection lists, 78
using defaults for purchase orders, 109
using defaults for selection lists, 74
bulk changing
on-order items, 166

C

call numbers
include in enriched EDI orders, 134
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canceling purchase orders
all line items, 176
copying line items to another order, 183
copying lines to another order, 183
deleting entire, 182
deleting line items, 182
line item segments, 179
line items, 177
line items from the Claim Alert List, 171
line items with hold requests, 175
overview, 175
single line item, 178
updates in linked funds, items, bibs, 176
canceling subscriptions
closing purchase orders, 185
cancellation notices
printing, 180
changing the status, 142
charges on purchase orders and invoices
adding header on miscellaneous invoices, 196

adding to purchase order line item segments,
127

adjusting invoice segments, 223, 240
adjusting prepaid invoices, 240
distributing on prepaid invoices, 224
viewing invoice, 234
check or voucher numbers
modifying after paying invoices, 236
check voucher dialog box
exchange rate display, 230
circulation statistics
viewing from bibliographic records, 75
Claim Alert List (acquisitions)
canceling purchase order line items, 171
displaying backordered or returned, 168
expanding the window and columns, 168
Claim Notice
printing acquisitions, 173
claiming (acquisitions)
backordered or returned, 168
described, 167
entering notes and reminders, 172
printing claim notices, 172
procedure, 168
purchase order line item, 170
reports, 174
segments of purchase order line items, 170
setting claiming criteria in purchase orders, 115
setting claiming criteria in supplier record, 50
setting notice method in supplier record, 51
stopping, 171
viewing claim history, 172
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closing purchase orders
all line items, 185
changing serial holdings record status, 185
reasons, 185
collection development
reports to analyze circulations, 76
collections
abbreviations in 970 tags, 147
confirmation (EDI)
See order acknowledgement
copying purchase order line item segments
adding segments on same line item, 127
copying purchase order line items
adding invoice line items by, 190
from one order to another, 183
copying selection list line items
adding lines on same list, 85
adding lines to purchase orders, 94
adding to other lists, 92
copying supplier records
creating for multiple accounts, 52
crediting
invoices, 243
miscellaneous invoices, 244
multiple lines, 245
credits
adjusting prepaid invoices, 242
distributing on a prepaid invoice, 227
distributing on an invoice, 225
rounding on invoices, 226
currencies
paying invoice for foreign supplier, 230
searching for suppliers by code, 53
selecting a foreign supplier, 114
setting up foreign suppliers, 53
updating exchange rates, 54
customer support
contacting, 2

D

decision

modifying on a selection list, 87
dedication

donation funds, 34
deposit account funds

described, 27

encumbrance limits, 31

overexpenditures, 32
depository agreement

payment method, 114

Index 253

destination
branch on purchase order segment, 125
discount price
entering for a purchase order line item, 121
discounts
adjusting invoice segments, 226
adjusting prepaid invoices, 242
distributing on a prepaid invoice, 227
distributing on an invoice, 225
entering supplier, 49
display box in fund record
suppressing funds from fund lists, 30
Display in PAC setting
on-order items, 120
donation funds
changing to regular funds, 34
dedication, 34
entering information in fund record, 33
restrictions on use, 34
tracking items purchased, 33
transferring money, 39
donor
entering information in a fund record, 33
restrictions on use of a fund, 34
searching for a fund or line item by, 33
duplicates
checking purchase orders, 130
checking selection lists, 88

E

EDI invoice e-mail
message details, 203
EDI invoices
bibliographic-level holds, 203
described, 188
line item quantity sent not equal to quantity or-
dered, 189
line items with exclamation point alert, 188

linking to purchase order line items manually,
200

matching purchase order line item has incorrect
status, 189

processing for partial shipments, 201

receiving, 156, 198

EDI orders

file information on purchase order, 138

including item call numbers in enriched, 134

processing partial shipment invoices, 201

purchase order number limits, 113

receive using ASN, 154

retransmitting, 138

setting up supplier record for, 45
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electronic data interchange
See EDI
e-mail
EDI invoice details, 203
purchase order, 140
encumbered amount
adjusting funds, 40
encumbrance limits
deposit account, 31
supplier record, 45
enriched EDI orders
holds placed on on-order multi-volume sets, 151
include call numbers, 134
error report
checking bulk add, 79
exchange rate
display on the check voucher dialog box, 230
updating, 54
exclamation point
alert in EDI invoice line item, 188
expended amount
adjusting funds manually, 40
expenditure limits
supplier record, 45

F

filtering branches
bulk adding to selection list, 78
filtering fund lists
using the Acq Fund Droplist setup profile, 27
fiscal year record
described, 8
fiscal years
creating, 26
overview, 26
owner, 26
start and end dates, 26
foreign suppliers
paying invoices for, 230
free
payment method, 114
fund expenditure limits
overriding, 231
Fund Explorer
accessing, 36
fund hierarchy
described, 25
viewing, 36
fund limits
adding beginning allocation, 31
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fund record
described, 9
fund transactions
described, 28, 41
viewing from a released purchase order, 135
funds
adding supplementary allocations, 40
adjusting balances manually, 40
adjusting encumbered amount, 40
adjusting expended amount, 40
adjusting overencumbrances when releasing a
purchase order, 136
allowing transfers, 29
alternative name, 27
assigning the beginning allocation, 38
creating new, 29
deleting, 27
deposit account, 27
entering donor information, 33
filtering the list display, 27
Find Tool results, 41
linking to from a purchase order, 128
linking to from an invoice, 217
linking to subfunds, 35
lists on workforms, 27
overexpending when paying invoice, 231
preventing display in fund lists, 27
reducing the allocation, 40
restrictions on donation use, 34
searching for donor, 33
selecting the type, 29
setting encumbrance limits, 31
setting expenditure limits, 31
splitting in purchase order line item segments,
126
suppressing from display, 30
transferring money, 39
viewing all for an invoice, 128
viewing all used in an invoice, 237
viewing linked to invoice, 207
viewing structure, 36
viewing the balance, 36
viewing the hierarchy, 36
viewing total allocated, encumbered, expend-
ed, 41
viewing transactions, 41

H

header charges
adding and changing invoice, 206
viewing invoice, 207

© 2012 Polaris Library Systems



Polaris Acquisitions Guide 4.1 Index 255

header part of records
described, 15

hold requests
bibliographic and EDI invoices, 203
canceling purchase order line items, 175
check box on POLI workslip, 163
on-order multi-volume sets, 151
placing from a purchase order line item, 131

implicit truncation
searching using wildcards, 19
importing
setting up profiles for acquisitions, 4
Ingram
Titles to Go availability, 146
initial articles
bibs created in acquisitions, 120
invoice line item record
described, 13
invoice line items
adding segment information, 213
adding using Rapid Receipt, 211
adding without a purchase order, 209
copying on same invoice, 216
exclamation point alert icon for EDI, 188
paying a single segment, 233
receiving on a miscellaneous invoice, 157
invoice record
described, 13
invoice vouchers
viewing all funds used in an invoice, 237
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invoices

adding header charges to miscellaneous, 196

adding header funds, 205

adding line items without a purchase order, 209

adding or changing header charges or credits,
206

adding sales tax, 208

adjusting credits and discounts on prepaid, 242

adjusting credits or discounts, 226

adjusting or rounding segment charges, 223

adjusting segment charges, 240

adjusting segment charges on prepaid, 240

adjusting to match supplier’s, 221

approval plan type, 187

blanket order type, 187

copying lines on same invoice, 216

copying purchase order lines to, 190, 192

creating from purchase orders, 192

creating from the Shortcut Bar, 195

creating item records from, 157

creating item records without a purchase order,
161

creating on-order items, 157

creating without a purchase order, 195

crediting, 243

crediting miscellaneous, 244

crediting multiple lines, 245

distributing credits and discounts, 225

entering shipment information, 205

entering transmission method, 205

linking to funds from, 217

linking together, 218

miscellaneous, 196

modifying check or voucher numbers, 236

overview, 187

paying a single line segment, 233

paying for all line items, 230

paying for serials without a purchase order, 215

paying miscellaneous, 230

paying overview, 229

printing multiple vouchers, 237

printing vouchers, 237

printing workslips from, 159

receiving, 156

receiving line items without a purchase order,
161

receiving purchase order line items from, 158

types, 187

undoing payment, 235

unlinking, 220

using Rapid Receipt, 211

viewing all funds, 128

viewing charges, 234
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viewing header charges and credits, 207
viewing linked, 220
viewing linked funds, 207
viewing payment history, 236

invoices, EDI
described, 188
processing partial shipment invoices, 201
receiving, 198

ISBNs
changing in a purchase order line item, 119
entering in a purchase order line item, 119
multiple for selection list line item, 82
multiple in purchase order line items, 119
searching using Titles to Go, 145

item records
creating from an invoice, 157

creating from approval or blanket invoices, 161

generating on-order, 133

including call numbers in shelf-ready materials,

134
tracking purchases using donor funds, 33

updating when receiving purchase orders and

invoices, 166
item templates
required fields for on-order, 71

K

keyboard shortcuts
acquisitions, 249
keywords
searching in acquisitions, 19

L

left-hand truncation
searching, 19
line item segments
receiving, 161
line items
crediting multiple on an invoice, 245
receiving whole, 157
line items part of records
described, 15
line items view
saving your place in, 16
linked invoices
viewing, 220
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linking

from purchase orders to funds, 128

funds to subfunds, 35

invoices, 218

opening records from acquisitions records, 20
locations (branches)

abbreviations in 970 tags, 147
locking the line items view

saving your place, 16

M

material type

copying to next purchase order line item, 121
merging

selection lists, 90
miscellaneous invoices

adding header charges, 196

bibliographic Find Tool, 197

creating, 196

creating by linking from invoices, 218

crediting, 244

described, 188

paying, 230

receiving line items, 157
money

transferring between funds, 39
monographic series

using a standing order, 106
multi-volume sets

holds for on-order, 151

N

non-allocation funds
setting up, 30
notes
searching for selection list line items by, 83
notes (general)
supplier record, 45
notices
printing cancellation, 180
number
changing the purchase order, 113
purchase order, 113

o

on-order bibliographic records
creating, 62
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on-order item templates
creating, 70
described, 66
required information, 71
on-order items

canceling hold requests and notifying patrons,
175

creating from the invoice, 157
Display in PAC setting, 120
generating, 133
unit (list) price copied from line item, 134
updating by bulk changi ng barcode and call
number, 166
on-order items cannot be created
message when releasing purchase order, 135
order types
matching with payment methods, 106
selecting, 106, 114
ordering
overview of methods, 106
orders
See purchase orders
other numbers
identifying non-print materials in selection list
line items, 82
multiple in purchase order line items, 119
overencumbrances
adjusting fund when releasing a purchase order,
136
overexpenditures
deposit account, 32
paying invoices, 231
when releasing prepaid purchase order, 137
overriding
expenditure limits on fund, 231
overriding fund limits
releasing a purchase order, 137
owner
fiscal year, 26

P

partial shipment EDI invoices
processing, 201

partially received purchase orders
closing, 185
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paying invoices
all line items, 230
miscellaneous, 230
modifying the check/voucher number, 236
overview, 229
single line item segment, 233
undoing payment, 235
payment history
viewing invoice, 236
payment methods
matching with order types, 106
selecting on a purchase order, 114
payments
undoing invoice, 235
placing hold request
from a purchase order, 131
plan notes
entering in supplier record for approval or blan-
ket plans, 45
prepaid invoices
adjusting charges on segments, 240
adjusting credits and discounts, 242
distributing charges, 224
distributing credits and discounts, 227
previewing
bibliographic records to check circ statistics, 75
price
copied from bib during bulk add without 970 Sc,
148
in 020 tag subfield c, 147
unit (list) copied to on-order items, 134
pricing
information from Titles to Go, 146
purchase
payment method, 114
purchase order line item, 142
purchase order line item record
described, 12
purchase order line item segment ID
displaying in a Z39.50 search, 150, 151
purchase order line item segments
adding charges, 127
canceling, 179
described, 106
detecting duplicates, 130
purchase order line item workslips
holds check box, 163
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purchase order line items
adding on orders created from templates, 111
adding to orders, 118
adding when using a template, 121
bibliographic records with multiple ISBNs, 147
canceling, 177
canceling a single, 178
changing the ISBN, 119
claiming, 170
copying lines on same purchase order, 121
copying lines or segments to another order, 183
copying to invoices, 190, 192
copying to the same purchase order, 122
copying using Clear workform, 121
creating bibliographic records from, 120
deleting canceled, 182
described, 106
display of UPC or other stock number, 119
entering an ISBN, 119
multiple ISBNs, 119
overview, 117
placing hold requests from, 131
printing workslips, 163
receiving, 155, 156
receiving EDI, 166
receiving from the Find Tool, 160
receiving one or multiple, 155
receiving whole, 157
searching a remote database for a title, 120
searching for in Rapid Receipt, 158
splitting funds in segments, 126
undoing receipt, 162

purchase order line segments
copying on same line item, 127

purchase order numbers
changing, 113
entering, 113
entering for EDI purchase orders, 113
supplier limits, 133

purchase order record
described, 12

purchase order templates
information copied to purchase orders, 58
renaming, 61
using in the Find Tool, 110

© 2012 Polaris Library Systems



Polaris Acquisitions Guide 4.1

purchase orders

adding charges to segments, 127

adding default line items from template, 111

adding general information, 113

adding line items, 118

adding lines by copying lines on same order, 121

adding supplier instructions, 116

bulk adding titles to new, 107

bulk adding titles, overview, 147

canceling all line items, 176

checking for duplicates, 130

closing, overview, 185

copying a line item in same order, 122

copying lines and segments to another order,
183

copying selection list line items to, 94

creating from a template in the Find Tool, 110

creating invoices from, 192

creating templates for, 59

deleting, 182

e-mail to supplier, 140

linking to funds, 128

matching payment method with order type, 106

printing from workform, 140

printing multiple from Find Tool or list box, 139

printing workslips, 163

receiving line item segments, 161

receiving whole order, 155

releasing, 133

selecting and importing titles fr om supplier,
overview, 103

selecting foreign suppliers, 114

selecting the order type, 106

selecting the payment method, 114

setting claiming criteria, 115

specifying the bulk add error report path, 109

transmitting via EDI, 138

using defaults in bulk add, 109

using session defaults, 110

viewing fund transactions, 135

R

Rapid Receipt
from an invoice, 158
searching for a purchase order line item, 158
using, 211
receive
ASN shipments, 164
partially received ASN shipments, 164

Index 259

receiving
blanket orders or approval plans, 161
invoice line items from an invoice, 156
line item segments, 161
line items on a miscellaneous invoice, 157

overview of Advanced Shipping Notice (ASN),
154

purchase order line items from the Find Tool ,
160

purchase order line items sent via EDI, 166
purchase order lines, 155, 156
undoing, 162
updating linked item records, 166
using Rapid Receipt from an invoice, 158, 211
using the Advanced Shipping Notice (ASN), 164
whole line items, 157
whole order, 155
receiving purchase orders
multiple whole line items, 155
record sets
creating purchase orders using, 107
creating selection lists using, 78
releasing purchase orders
adjusting fund balances and limits, 138
alerts, 133
supplier accepts EDI, 135
viewing fund transactions, 135
remote databases
239.50 search for titles, 120
restrictions
donation fund, 34
retransmitting a purchase order
EDI File Sent Warning message, 138
returned items
appearing on Claim Alert List, 168
rounding
adjusting charges on invoices, 223
credits or discounts on invoice segments, 226
fixing difference in tax on invoice, 208

S

sales tax

entering dollar amount on an invoice, 208
SAN

entering a supplier’s, 45

entering for Titles to Go in supplier record, 45
searching in acquisitions

notes fields, 19

using keywords, 19
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segme

nts

claiming, 170

copying to another line item in same order, 122
copying to new purchase order line item, 121
described, 15

purchase order line item, 124

receiving, 161

Selection List Duplicates Report

printing, 88

Selection List Fund Allocations

report, 101

selection list line item record

described, 11

selection list line items

adding by copying lines on same list, 85

adding titles to, 81

adding titles using Z239.50 search, 81

adding to a selection list, 81

bibliographic records with multiple ISBNs, 147

copying a single line to a purchase order, 97

copying individual lines to another list, 93

copying notes to purchase order line items, 96

copying titles from remote databases to a pur-
chase order, 96

copying to another selection list, 92

copying to purchase orders, 94

copying without linked bibliographic record, 96,
98

default distribution (segment) information, 84

deleting, 99

deleting, overview of permissions, 99

deleting, procedure, 99

displaying funds for, 84

entering notes, 83

entering UPC or other number for non-print ma-
terials, 82

modifying the decision, 87

multiple ISBNs, 82

searching by notes, 83

selecting suppliers, 83

selection list record

described, 11

Polaris Acquisitions Guide 4.1

selection lists

adding titles (line items) to, 81
approving titles for, 86

bulk adding titles to existing, 80
bulk adding titles to new, 78
bulk adding titles, overview, 147
changing the status, 91

checking for duplicates, 88
closing, 91

creating, 76

deleting, 99

deleting, overview of permissions, 99
deleting, procedure, 99
merging, 90

opening a closed, 91

overview, 73

permissions to modify, 73
searching by description, 77

serial holdings records

serials

closing a purchase order, 185
linking invoice line item segments, 215

creating an invoice without a purchase order,
215

session default

sets

using same template to create purchase orders,
110

holds placed on on-order multi-volume, 151

shelf-ready items

allowing supplier to se arch Polaris database,
150, 151

holds placed on on-order multi-volume sets, 151

including call numbers, 134

receiving a shipment, 153

shipment information

entering for invoices, 205

shipments

processing partial EDI invoices, 201

shortcut keys

acquisitions reference, 249

Standard Address Number

see SAN

standard address number

see SAN

standing orders

defined, 106

statement

See invoice
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status
changing a purchase order line item, 142
changing a selection list, 91
changing serial holdings record from a purchase
order, 185
stock number
display in purchase order line item, 119
subfunds
linking to funds, 35
subscriptions
closing orders for cancelled, 185
suffix
entering a purchase order number, 113
supplementary allocations
adding, 40
supplier instructions
adding to a purchase order, 116
supplier records
copying for multiple accounts, 52
described, 10
encumbrance and expenditure limits, 45
entering account numbers in, 45
entering address, 48
entering alternative names, 45
entering discount, 49
entering information for blanket or approval
plans, 45
entering SAN in the record, 45
entering the SAN for Titles to Go, 45
general notes, 45
overview, 43
searching using currency code, 53
setting claiming criteria, 50
setting up for EDI orders, 45
setting up foreign, 53
suppliers
paying invoices for foreign, 230
selecting for selection list line items, 83
selecting foreign in purchase orders, 114
suppressing fund display
fund display check box, 30

T

tax
See sales tax
template codes
in 970 Sh, 147
templates (on-order bibliographic)
creating, 62
described, 62

Index 261

templates (on-order item)
creating, 70
described, 66
required information, 71
templates (purchase order)
adding line items when using, 121
creating, 59
overview, 58
renaming, 61
templates used in acquisitions
overview, 57
titles
adding to a purchase order, 118
adding to a selection list, 81
entering in acquisitions, 120
Titles to Go
adding purchase order line items, 145
availability information for Ingram, 146
availability on Purchase Order Line Item work -

form, 146
searching for an ISBN, 145
transactions

fund, described, 28

sorting fund, 41

viewing all for a fund, 41

viewing for a fund, 41
transfers

allowing fund, 29
transmitting

purchase orders via EDI, 138

U

undo receipt
tool, 162
undoing payments
invoice, 235
undoing receipt
line item or segment, 162
unlinking
invoices, 220
unreceive
purchase order line item or segment, 162
UpPC
display in purchase order line item, 119
entering for a selection list line item, 82
usage statistics
viewing from bibliographic records, 75
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\4

vendor records
See supplier records
volume of multi-volume set
placing a hold when on-order, 151
vouchers
described, 229
modifying numbers after paying invoices, 236
printing an invoice, 237
printing multiple from Find Tool, 237
viewing all funds for an invoice, 237

\\ 4

wildcards

using in exact match searching, 19
workslips

printing, 163

printing from an invoice, 159

Z

739.50
allowing suppliers to search the Polaris data -
base, 150, 151
copying selection list lines with titl es from re-
mote databases, 96
searching for a title from a purchase order line,
120

searching for a title from a selection list line, 81
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