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Unit 1: Overview of the Acquisitions/Serials Module
Acquisitions and Serials functions are combined into a single module in LINCC. The
module consists of menu items, search bars, a Navigation Tree that groups major
functions under six activity tabs, an upper pane that generally contains list views of
records, and a lower pane that generally contains details of the record selected in the
upper pane.
This manual describes the module’s acquisitions functions. For a description of serials
functions, refer to the LINCC Serials manual.

Lesson 1: Navigating the Acquisitions/Serials Module
The Acquisitions/Serials module interface is illustrated below. Each area of the interface
is described on the following pages.
Figure 1: The Acquisitions/Serials Module Interface
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The areas of the Acquisitions/Serials module interface are described below.
Menu Bar

Contains commands for features of the module, grouped in
drop-down menus.

Serial Bar

Used for serials functions; described in the LINCC Serials
manual.

Order Bar

Allows a specific order record to be retrieved by matching
the search parameter selected from the drop-down list. The
search is performed on existing orders, not the LINCC
database.

Invoice Bar

Allows a general invoice and its line items to be created
and retrieved.

Navigation Tree

Contains nodes that can be selected to access information
or perform specific activities within the module. Options
vary according to the selected activity tab.

Upper Pane

Displays information related to the node selected in the
Navigation Tree and generally contains list views of
records.

Lower Pane

Displays information related to the record selected in the
upper pane.

Activity Tabs

Correspond to major activities within a specific module.
When an activity tab is clicked, the Navigation Tree and
upper and lower panes display related information and
options.

Application Toolbar

Allows other modules to be opened from the
Acquisitions/Serials module.
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Lesson 2: Using the Menu Bar
The most commonly used acquisitions menu options are described in this lesson.

The ALEPH Menu


Connect to: Determines which bibliographic database
is being accessed. The only setting is the college’s
administrative database, XXX50 (where XXX stands
for the three-letter college code).



Delete Item Defaults: Deletes defaults saved to item
records when the Save Def. function is used.



Delete Subscription Defaults: Deletes defaults saved
to subscription records when the Save Def. function is
used.



Delete Order Defaults: Deletes defaults saved to
order records when the Save Def. function is used.



Show PC/Server Transaction Log: Displays the
actions taken between the local computer and the
server, including: database, date/time, service number,
and service description.



Print History: Displays the history of files printed during the active session.



Options: Allows customization of some aspects of the LINCC client.



Switch Application: Opens other LINCC modules.



Version Check: Allows updates to the LINCC client to be automatically
downloaded and installed.



Exit: Closes the Acquisitions/Serials module.

The View Menu


Switch to Order Tab: Displays Order activity tab
options in the Navigation Tree.



Switch to Invoice Tab: Displays Invoice activity tab
options in the Navigation Tree.



Switch to Admin. Tab: Displays Administration
activity tab options in the Navigation Tree.



Switch to Index Tab: Displays Search Order activity
tab (Index List) options in the Navigation Tree.



Switch to Serial Tab: Displays Serial activity tab options in the Navigation
Tree.



Clear Order/Serials: Clears order or serial records being displayed.



Clear Invoice: Clears the invoice being displayed.



Full Screen: Not used.
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The Utilities Menu


Return Item from Routing Group: Displays a dialog box to check-in an item
that was previously checked out to the group leader of a routing list.



Remove User from Routing Groups: Displays
a window with options to remove a user from
every routing group of which the user is a
member.



Item Process Status: Displays a window with options to change the item
process status of a selected group of items.

The Order Menu


Catalog Order: Used to create a brief bibliographic
record to attach to an order.

The Services Menu
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Orders and Claims: Contains services
and reports that can be used when
sending orders or claiming materials.
This includes the Claim Report and
Letters for Monograph Orders, and Send
List of Orders to a Vendor service.



Retrieve and Print Acquisitions
Records: Contains reports and the
General Retrieval Form that can be run in
conjunction with the Print Acquisitions
Records service. The reports include Partially Filled Monograph Orders,
Monograph Orders Status NEW, and No Invoice reports.



Budget Management: Contains services for managing budgets including the
Open Annual Budgets service, and two budget reports. Choices include the
Open Annual Budget and Transfer Remaining Balance services, and the
Budget Summary and List of Orders per Budget reports.



EDI: Contains services related to Electronic Data Interchange.



Other: Contains one report and several services that can be used with
acquisitions functions.



Statistics: Contains a statistical report.



General: Not used.



Manage Database Tables: Not used.



Serials: Contains several reports and services that can be used when
managing serials, including Claim Letters and Reports, a Report of Routing
Lists, List of Serial Titles and Number of Arrived Issues, and the Bind Alert
Report.



Custom Services: Contains specialized reports and processes.
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Lesson 3: Using the Order and Invoice Bars
The Order and Invoice bars, located below the Menu bar, are used to retrieve and
display useful information about a selected record or invoice.
The Order Bar
The Order bar allows a specific order record to be retrieved by matching the search
parameter selected from the drop-down list. The search is performed on existing orders,
not the LINCC database.

To use the Order bar:
1.

On the Order bar, click the arrow next to the first field to view available
options, and then select a search type.

2.

In the adjacent search field, enter the search term or number that corresponds
to the selected search type.

3.

Click the blue arrow.

The following search types are available on the Order bar:


BIB Sys No.: Used to locate an order by system number. If the number exists,
but is not linked to an order, the option to add an order will become available in
the upper pane.



ADM Sys No.: Used to locate an order by administrative system number. If the
number exists, but is not linked to an order, the option to add an order will
become available in the upper pane.



Order Title: Used to perform a title search of existing orders. If the title (245
$$a) is found, the order record will be displayed. If a partial title is entered, or if
the title is not found, the message “Cannot find a single match. View index
list?” will appear. Clicking Yes will display the Order Index.



Order Number: Used to perform a numeric search for the order number. If
found, the order will appear in the upper pane. If the number does not exist,
the message “Cannot find any match. View index list?” will appear.



Order Number 2: Used to perform a search of data recorded in the Order
Number 2 field. If more than one record contains the search term entered, the
message “Cannot find a single match. View index list?” will appear. Clicking
Yes will display the Order Index containing the matching entries.



Vendor Reference: Used to perform a search of data recorded in the Vendor
Reference field. If more than one record contains the search term entered, the
message “Cannot find a single match. View index list?” will appear. Clicking
Yes will display the Order Index containing the matching entries.



ISBN: Used to perform a search of order records for the ISBN.
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The Invoice Bar
The Invoice bar allows a general invoice and its line items to be created and retrieved.

To use the Invoice Bar:
1.

On the Invoice bar, click the list icon
select a vendor.

to view the vendor list, and then

2.

In the adjacent field, enter the invoice number, and then click the blue arrow
(or click the arrow to view available options, and then select the invoice).

Lesson 4: Using Activity Tabs
The Acquisitions/Serials module contains six activity tabs, available above the
Navigation Tree.

The information displayed in the upper and lower panes and the options in the
Navigation Tree are determined by the selected activity tab. The activity tabs included in
the Acquisitions/Serials module are the Order, Invoice, Administration, Order Search,
Serial, and Search activity tabs. These tabs and the options available in the Navigation
Tree are described in this lesson.
Icon

Function

View in Navigation Tree

The Order activity tab is used
to process an order.
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The Invoice activity tab is
used to process an invoice.

The Administration activity
tab is used to work with
budgets and vendors.

The Order Search activity tab
is used to access the Index
List and to process bulk
ordering and bulk arriving.

The Serial activity tab is used
to work with serials.
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functions and is explained in the LINCC
Serials manual.
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The Search activity tab is used
to perform Find and Browse
searches for bibliographic
records using a variety of
parameters.
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Unit 2: Searching in LINCC
Search capability is an integral part of the LINCC library management system and is fully
integrated into the Circulation, Cataloging, Acquisitions/Serials, and Interlibrary Loan
modules. The Search feature can be accessed from each of these modules by clicking
the Search activity tab (the binoculars icon) in the Navigation Tree. Each module also
offers module-specific search fields in option bars located below the Menu bar. Once the
Search activity tab is selected, three nodes become available in the Navigation Tree:
Find, Browse, and Show.

Lesson 1: Using Find for Keyword Searching
Keyword searching is usually the easiest and fastest method to find records in LINCC,
especially when specific information, such as an ISBN or OCLC number, is used.
Keyword searching is also useful when searching multiple fields, such as Author, Title,
Publisher, and Publication Year. Keyword searching allows results to be limited to a
particular format or publication year.
The Find node provides access to three types of Find keyword searches: Advanced
Search, Multi-field Search, and Multi-base CCL Search. Advanced Search is the most
commonly used keyword search. Multi-field and Multi-base CCL searches are described
in Lesson 7.
To perform an Advanced Search:
1.

Click the Search activity tab, and then select the Find node.

2.

In the upper pane, click the 1. Advanced Search tab.

3.

The default database, visible in the Base field, is “LINCC BIB” – the main
bibliographic database. To limit the search to a subset of LINCC, or to search
another bibliographic database, click the arrow to the right of the Base field,
and then make a selection from the list.
The search can be limited to a particular institution (e.g., Manatee BIB) or to a
particular sublibrary (e.g., MJC Bradenton BIB; MJC Venice BIB). Other
available bases include the LINCC Authority File (LINCC AUT), the library’s
course reserves (e.g., Manatee CRS) and several external databases (e.g.,
Library of Congress bibliographic database, Library of Congress Authority file).
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4.

Click the arrow to the right of the first search field. A list of available search
options will appear. The list is divided into three categories: basic word fields,
numeric fields, and limiting fields. Select the field to be used for the search.

5.

In the adjacent search field, enter search terms. If needed, use the remaining
fields to narrow or broaden the search by defining additional criteria.

6.

Click OK.
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Search results will appear in the lower pane.


If five or fewer records are found, the records are automatically
displayed in the Show view.



If more than five records are found, a summary of the search criteria
will be displayed. To view the records, click Show.

All searches are saved until the module is closed. Individual
searches can be deleted while the module is open by selecting the
search summary in the list and clicking Remove.
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Lesson 2: Refining a Find Search
Any search can be refined. This is particularly useful if a search yields too many records
to easily browse through. Refining a search can be accomplished either by restarting the
existing search (using additional search fields and terms to narrow or broaden the
search) or by using the Refine feature.
To refine a Find (keyword) search:

12

1.

Perform a Find search. In the lower pane, select the appropriate search
summary.

2.

In the Refine section of the upper pane, click the arrow to the right of the Field
search field. Select a field to be used to refine the search.

3.

In the Refine Query field, enter a word or phrase, and then click Refine.


If five or fewer records are found, the records are automatically
displayed in the Show view.



If more than five records are found, a summary of the search criteria
will appear in the lower pane. To view the records, click Show.
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Lesson 3: Navigating the Show View
The Show view, which lists the results of a particular search, consists of two panes: the
upper pane, which lists all of the records in a brief, columnar display, and the lower
pane, which gives a full display of a particular record in a variety of formats.
The Brief List
The upper pane of the Show view offers three options for viewing records: Brief List, My
Records, and Brief Records. The most useful of these options is the Brief List, shown
below.

In the 1. Brief List tab, a search field at the top of the upper pane displays the terms
used to formulate the search. Information about how the results are sorted and which
database was used is displayed below the Search field. A list of records appears in the
main part of the pane, displaying the title, author, publication year, and location of each
record.
The following options are available on the 1. Brief List tab:


Sort: Sorts the records in the list. If the records are resorted, the information
located below the search field will be updated.



Save As: Saves a search as a list of sets. Rarely used.



Print/Send: Prints the record. There are various ways to print the record,
including MARC format, Citation, and Catalog Card. (The E-mail Record
feature is not used.)



My Records: Saves the selected record by moving it to the 2. My Records tab.



Jump To: Used to browse for specific headings when the 1. Brief List contains
a large number of records.

FLVC 03/31/10
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Lesson 4: Using the My Records Feature
The 2. My Records tab contains records that were saved during a search.

The following options are available on the 2. My Records tab:
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Save: Saves records displayed in the 2. My Records tab to the local computer.
The file must be saved in .xml format.



Load: Loads a saved file of records.



Clear: Clears all records from the 2. My Records tab.



Remove: Removes the selected record from the list.



Print/Send: Prints the selected record. There are various ways to print the
record, including MARC format, Citation, and Catalog Card. (The E-mail
Record feature is not used.)
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Lesson 5: Viewing the Full Record
In the Show view, the full record is visible in the lower pane when a single record is
selected in the upper pane.

The tabs across the top of the lower pane allow the full record to be viewed in different
ways:


Full+Link: Displays the bibliographic record with field headings. This view also
contains location information. This is the default view; all of the features in the
full display work only in this view.



MARC Tags: Displays the entire MARC record.



Public View: Displays a view similar to the MARC Tags view with descriptions
of each field rather than the tag number.



Citation: Displays a bibliographic citation of the record.

The following options are available in the lower pane:


To move to the next and previous records, use the



Locate: Performs a rudimentary title search in the current or other databases.



Show Like: Displays a brief list of other titles that match the selected subject
or author field.



Headings: Displays a browse list of headings when a subject or author field is
selected.



External, Link, Item List: Not used.
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Lesson 6: Moving Records from the Show View
Once a record appears in the Show view, it can be “pushed” to other activity tabs within
the module or to other modules.
To push a record to another activity tab within the same module:


View the full record in the lower pane. Click the appropriate option to move the
record. In the Acquisitions/Serials module, Orders and Serials are available
options.

To push a record to another module:

16

1.

View a record in the Full Display.

2.

In the Navigation Tree, click the Search activity tab, and then select
Overview.

3.

The MARC Record will be displayed. To push the record to another module,
click the corresponding module in the list of options to the right of the MARC
record.

4.

To return to the Show view, in the Navigation Tree, select Functional.

FLVC 03/31/10

LINCC Acquisitions

Unit 2

Lesson 7: Using Multi-field and Multi-base CCL Search
Two additional Find keyword search methods are available in Find node of the Search
activity tab: Multi-field Search and Multi-base CCL Search. These search methods are
not as useful as the Advanced Search, but can be beneficial.
To perform a Multi-field search:
1.

Select the Find node.

2.

In the upper pane, click the Multi-field Search tab.

3.

Click the arrow next
to the Base field to
view available
options, and then
select the database
to be searched.

4.

Complete the
appropriate search
fields. If more than
one field is used, the
Boolean operator
“AND” will be used to
link the terms.

5.

Select or clear the
Words Adjacent
check box. If the
check box is selected, the exact phrase(s) will be searched for and retrieved. If
the check box is not selected, all words entered in the fields will be searched
for and retrieved.

6.

Click OK to perform the search. Results will appear in the lower pane.
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To perform a Multi-base CCL search:
1.

Select the Find node.

2.

In the upper pane, click the Multi-base CCL Search tab.

3.

Select one or more of the databases listed.

4.

Select or clear the Words Adjacent check box. If the check box is selected,
the exact phrase(s) will be searched for and retrieved. If the check box is not
selected, all words entered in the fields will be searched for and retrieved.

5.

In the CCL Query field, use Common Command Language (CCL) codes to
enter a search string.

6.

Click OK. The results of the search will appear in the lower pane.

For information on using Common Command Language searching in
the LINCC client and the LINCCWeb catalog (OPAC), see the Library
Staff Resources web page.
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Lesson 8: Using Browse Searching
Browse searching is especially useful when searching for a specific title, author, or
subject heading. Browse searching provides a list of headings that closely match the
search term. Most external databases, including the Library of Congress, do not support
browse searching.
To perform a Browse search:
1.

Click the Search activity tab.

2.

Select the Browse node.

3.

Complete the following fields:

4.



Base: Select the database to be searched.



Headings List: Select the appropriate heading.



Enter Starting Text: Enter a portion of the heading. The entire
heading does not need to be entered since a list of headings that
closely match the search terms will appear. The first few words of the
heading should be sufficient.



Include Expanded AUT Data: If this check box is selected, any
notes in authority records that appear in the list will be displayed.



Include BIB/HOL Data: If this check box is selected, each record will
be listed along with the first library that has a holdings record
attached. Typically, this is not useful for LINCC users.

Click Go to perform the search. A list of headings that closely match the search
terms will appear.

FLVC 03/31/10

19

Unit 2

LINCC Acquisitions

When Browse searching, the search term, or the heading that
closely matches the search term, will appear second in the list of
results. The first heading in the list is the heading that immediately
precedes the search term. All headings below the second heading in
the list are headings that fall after the search term. The number to
the left of each row indicates how many records use the heading.

5.

To view one or more of the records, select one or more headings and click
Show. The record(s) will appear in the Show view.

The following options are available in a Browse search:
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Expand: Displays the relevant headings associated with an authorized
heading when a heading that has a related authority record is selected.



Save as Set: When a single heading is selected, Save as Set saves this
heading as a search, which will then appear in the Find node as a separate
search.



Correct Heading: Displays options to correct a heading in the database.



Correct Display: Displays options to correct the way a heading is displayed in
the database. This feature is very useful for correcting punctuation.
FLVC 03/31/10
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AUT Recheck: When a heading that has a related authority record is selected,
AUT Recheck rechecks the database for all records that have this heading.



Show: Pushes records to the Show view.



Brief Recs: Not used.



Catalog: Pushes records from the Browse search to the Cataloging activity tab
in the Cataloging module.

Lesson 9: Searching for a Bibliographic Record
To place an order, a bibliographic record must first be located or created. The order will
be linked to the bibliographic record. The Search feature in the Acquisitions/Serials
module can be used to find the bibliographic record. Staff may go directly to a specific
record in any of the search features by entering the item's unique identifier, such as
ISBN or ISSN.
To retrieve records by ISBN:
1.

Select the Find node, and then click the Advanced Search tab. (A Browse
search may also be used.)

2.

In the Base field, select LINCC BIB.

3.

In the first search field, select ISBN (no hyphens).

4.

In the adjacent search field, enter the ISBN number.

FLVC 03/31/10
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5.

If a bibliographic record exists, it will be retrieved and bibliographic data will be
displayed in the lower pane.

6.

Examine the upper and lower panes to determine whether the college or
campus already owns the title. This will be indicated in the Location column in
the upper pane and in the Holdings and Copies/Status fields in the 1. Full+Link
tab of the lower pane.
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7.

Click Orders. The record will be pushed to the Orders activity tab, and the
upper pane will become active. If no orders exist, the only action available will
be to Add an order.

8.

If a bibliographic record is not found, a brief bibliographic record will need to be
created before an order can be added.

To retrieve records by Title:
1.

Select the Browse node to search by title or partial title.

2.

In the Enter Starting Text field, enter the search term.

3.

Click Go. The results will be displayed.

4.

Click Show.

FLVC 03/31/10
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5.

Examine the upper and lower panes to determine whether the college or
campus already owns this title. This will be indicated in the Location column in
the upper pane and in the Holdings and Copies/Status fields in the 1. Full+Link
tab of the lower pane.

6.

Click Orders. The record will be pushed to the Orders activity tab and the
upper pane will become active. If a bibliographic record is not found, a brief
bibliographic record will need to be created before the order can be added.

24
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Lesson 10: Searching for a Bibliographic Record
Connections to other bibliographic databases (e.g., Library of Congress, University of
Florida, and University of Alabama) through Z39.50 are made available as additional
resources for MARC records.
The following instructions use the Library of Congress database as an example. This
database can only be searched using the Find search (Browse search cannot be used).
In the acquisitions process, staff can search the Library of Congress to locate an
appropriate record if one does not exist in LINCC and copy it to the LINCC database.
Once the bibliographic record is in LINCC, orders can be attached to it.
To use the Library of Congress as a source of bibliographic records:
1.

From any module, click the Search activity tab (the binoculars icon), and then
select the Find node.

2.

In the upper pane, click the 1. Advanced Search tab.

3.

The default database, visible in the Base field, is “LINCC BIB” – the main
bibliographic database. Click the arrow to the right of the Base field, and then
select Library of Congress.

4.

Click the arrow to the right of the first search field. A list of available search
options will appear. Choose an appropriate search field, such as ISBN or Title.
For external bibliographic databases, use only the first set of search options
listed; the other two fields may not be used.

5.

Enter the search term(s) and click OK.

6.

Search results will appear in the lower pane.


If five or fewer records are found, the records are automatically
displayed in the Show view.



If more than five records are found, a summary of the search criteria,
the database used, and the number of records located will be
displayed. To view the records, click Show.

Note: All searches are saved until the module is closed. Individual searches can be
deleted while the module is open by selecting the search summary in the list and
then clicking Remove.
FLVC 03/31/10
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7.

The 1. Brief List tab will appear in the upper pane and details of each record
will be displayed in the lower pane. Select a record to be used.

8.

In the Navigation Tree, select Overview. Click Cataloging to push the record
to the Cataloging module.

9.

In the window that appears, select the correct record format, such as Books,
and then click OK.
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10. The record will appear in the upper pane of the Cataloging mode. The record
must be duplicated to the LINCC database before it can be edited. To
duplicate the record, on the Cataloging menu, click Duplicate Record.
11. In the window that appears, select FCC01 LINCC BIB, and then click OK.
12. Delete local fields, such as all 9XX fields from the record since they are not
relevant to LINCC. To delete these fields, click and drag the pointer over the
9XX fields to select them. On Edit Text menu, click Delete Field(s).

13. Click the Save Record on Server and Local Drive icon
record. When prompted, click Continue.

to save the

14. A Record Check Warnings/Errors window may appear. If the errors are listed in
green and do not include an exclamation point in the left column, click
Override. If the errors are listed in red and include an exclamation point, either
attempt to correct the error indicated or create a brief bibliographic record.

15. Click the
icon to open an acquisitions record. The Acquisitions/Serials
module will open and an order can be created.
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Unit 3: Using Order Records
Orders are created, sent, received, invoiced, and claimed in the Order activity tab of the
Acquisitions/Serials module. A list of orders submitted for purchase can be printed. Once
the order status changes from NEW to SV (Sent to Vendor), only personnel who have
full acquisitions privileges will be able to process and make changes to orders.

Lesson 1: Navigating the Order List Node and Order Form
This lesson provides a closer look at the functions of various elements of the order
record. In addition, some fields on the order form can be customized; mandatory fields
are marked with an asterisk.
Order List Node: Upper Pane – Order List Tab
When the Order activity tab is clicked and the Order List node is selected, the Order List
appears in the upper pane. The Order List tab displays orders entered for each
sublibrary. The Order bar displays brief bibliographic information about the title displayed
in the upper pane.
One or several order records may exist for a title (e.g., one copy for each of two
campuses). Orders are listed in the upper pane – the order information form displayed in
the lower pane will correspond to the order selected in the upper pane.

The following options are available on Order List tab:


Add: Adds an order.



Duplicate: Duplicates the order. The Order Number 2 field is not duplicated.



Delete: Deletes an order.



Print/Cancel: Prints or cancels an order. If cancelled, the order status changes
automatically to LC (Library Cancelled).



Send: Begins the process of sending orders to the vendor. Order status
changes to RSV (Ready to Send to Vendor).

FLVC 03/31/10
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Order List Node: Lower Pane – Tab 1. Order Display
When an order record has been created, details recorded on tabs 2, 3, and 4 will be
displayed in the 1. Order Display tab. Order, bibliographic, and encumbrance, and
patron information is available for viewing purposes only.

Order List Node: Lower Pane – Tab 2. General
The 2. General tab contains general information about the order and is the first of three
tabs on the order form.

The following fields and options are available on the 2. General tab:
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Order Number: (Mandatory) System generated. Do not change the number
that appears in this field.
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Order Status: (Mandatory) System generated or set manually. This field
indicates the current status of the order. Valid statuses are listed below:


NEW: The order has not yet been processed.



WP: Waiting for processing. Interim status between NEW and PS.



PS: Processing started. Can be used to indicate the order is ready to
be processed.



WB: Waiting for budget confirmation.



QSV: Query before sending order.



CNB: Cancelled, no budget. Cancels the budget encumbrance. If the
status is changed to a status indicating that the order can be sent
(e.g., RSV), the budget encumbrance is reactivated.



DNB: Delayed, no budget. Cancels the budget encumbrance. If the
status is changed to a status indicating that the order can be sent
(e.g., RSV), the budget encumbrance is reactivated.



RSV: Ready to send to vendor.



SV: Sent to vendor. Encumbers the associated budget.



VC: Vendor cancelled order. Cancels the budget encumbrance. If the
status is changed to a status indicating that the order can be sent
(e.g., RSV), the budget encumbrance is reactivated.



LC: Library cancelled order. Cancels the budget encumbrance. If the
status is changed to a status indicating that the order can be sent
(e.g., RSV - ready to send to vendor), the budget encumbrance is
reactivated.



CLS: Order closed. Transfers budget encumbrances to expenditures.



Order Number 2: A supplementary order number. Order Number 2 is
mandatory if Bulk Ordering will be used to process orders.



Order Number 3: A supplementary order number.



Order ISBN/ISSN: The ISBN or ISSN of the title to be ordered.

Each library’s technical services department can institute an
organizing convention using Order Number 2 and 3 fields. Each
order in LINCC is one title rather than a group of titles; however, a
purchase order (PO) typically includes more than one title. It may be
convenient to enter the PO number in one or both of these fields for
each order record listed on the PO. This will enable the orders to be
retrieved by a common Order Number 2 or Order Number 3.

FLVC 03/31/10
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If the bibliographic record has one ISBN/ISSN, LINCC automatically
inserts the number. However, some bibliographic records contain
more than one ISBN/ISSN (such as an ISBN for paperback and hard
cover). In this case, the Order ISBN/ISSN field will be blank. Clicking
on the arrow next to the field will bring up a list of all ISBN/ISSNs
contained on the bibliographic record. Enter or select the ISBN/ISSN
to be ordered.



Open Date: (Mandatory) System generated. The date the order was created.



ERM ID: Not used.



Order Date: (Mandatory) System generated. The date the order was sent to
the vendor.



Order Group: Used to identify the group to which the order belongs. For
example, entries could include subject areas (such as Biology, Math, and
History), library staff names, and library departments.



Material Format: Not used.



Status Date: (Mandatory) System generated. The date the order status was
last changed.



Material Type: The material type code of material being ordered. The material
type selected can populate corresponding default values in attached item
records for monograph order records.



Sublibrary: (Mandatory) The sublibrary to which the order belongs.



Acquisition Method: (Mandatory) The method by which the item is being
acquired. Choosing PF (Purchase Free) will enable staff to enter $0.00 in the
Unit Price field.



Initiator ID: The ID of the person requesting the material.



Initiator Name: The Initiator Name field will be completed by the system when
an Initiator ID is selected.

The material type selected on the order record can be mapped to
defaults for the following fields in the item record: item status, item
material type, item collection, item call number, and item call
number type. Submit a Policy File Change request to the Service
Desk to customize the defaults in tab36. In addition, the list of
acquisitions material types can be customized. Submit a Policy File
Change request to modify pc_tab_exp_field to customize this drop
down list.
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Action: An action may be selected if an Initiator ID was entered. Available
options are listed below.


None: No special action.



Send Directly: Send material directly to the user. The return address
for the order will be printed on the order slip.



Create Hold: Create a hold for the initiator.



Send Mail: Print a letter to send to the initiator regarding the arrival of
the order.



Approver ID: Used to indicate approval to order. Functions like the Initiator ID.



Library Note: A note (up to 200 characters) that will be displayed when the
material is arrived. Further action can be taken based upon the note.

Order List Node: Lower Pane – Tab 3. Vendor
The 3. Vendor tab contains information about the vendor from whom the material is
being purchased.

Fields and options on the 3. Vendor tab are described below.


Vendor Code: (Mandatory) The vendor code of the vendor being used.



Vendor Name: (Mandatory) System generated, based on data entered in the
vendor record. This is the full name of the vendor that corresponds to the
vendor code.



Vendor Reference: A special reference number for the material, as supplied
by the vendor.



Vendor Note: A note (up to 200 characters) about the vendor.



Vendor Contact: The contact information for the vendor. Contact information
can be selected from a drop-down list or entered manually.

FLVC 03/31/10
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Order Delivery Type: (Mandatory) The system will default to the delivery type
setting in the vendor record, but can be overwritten. Valid order delivery types
are listed below.


LE (Letter): Sends a single communication (print or e-mail) to the
vendor for each order.



LI (List): Groups multiple orders together and sends them to the
vendor in one communication (print or e-mail).



Letter Type: (Mandatory if displayed.) This field is displayed only if the Order
Delivery Type is LE. By default, the letter format is taken from the vendor
record, but can be overwritten.



Delivery Type: (Mandatory) The method by which material will be delivered to
the library. The default is set in the vendor record.



Rush: Used to indicate that the order is a rush order.



Claim Date (for Monographs): The date the order should be claimed. This date
is automatically calculated, based on the date the order is sent, the material
delivery type, and its delay as defined in the vendor record. The system will
continue to update the claim date automatically if the order's claims are being
handled by batch claiming through the Claim Report and Letters service. A
date may also be entered manually by clicking Claims on the Order List. If the
order's claims are being handled manually, the claim date will be updated only
if specifically requested on the Send New Claim form.



Batch Claiming (for Monographs): If this check box is selected, the record will
be included when claim letters are automatically printed as the Claim Report
and Letters service is run. The check box is cleared by default.

Order List Node: Lower Pane – Tab 4. Quantity and Price
The 4. Quantity and Price tab, the last tab on the order form, contains quantity and price
information about the order.
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Fields and options on the 4. Quantity and Price tab are described below:


Number of Units: (Mandatory) The number of units being ordered (e.g., 1, 2).



Unit Price: (Mandatory) The estimated cost per unit of the order (e.g., enter
40.00 for 40 dollars).

When the Unit Price is entered, the Total Price, List Price, Final Price,
and Local Price fields will automatically be completed when Refresh
or Add is clicked. An error message will appear next to fields
containing an error.
Consistency of data entry is important when utilizing customized
reports and report formats from FLVC. It is better to standardize
data entry, such as entering 40.00 in the price field, rather than 40,
to represent 40 dollars.



Total Price: System calculated. The total price is the Number of Units
multiplied by the Unit Price.



Quantity Note: A note (up to 200 characters) used to add remarks regarding
the quantity being ordered (e.g., copy 3, volume 4, 2003 edition).



Create Item Records: If this check box is selected, item records will be
created when the order is saved. The check box is cleared by default. The
Create Item Records check box does not appear on the order form after an
order record is saved.

Creating item records with an order is an optional feature that will
provide an indication in the LINCCWeb catalog (OPAC) that an item
is On Order. If this feature is turned off as the default setting, there
is no such indication. FLVC can change the default setting by
request.
One item record will be created for each unit ordered at the time the
order form is saved. For example, if two units are ordered, two item
records will be created; if three units are ordered, three item records
will be created. One common mistake when adding an order is
forgetting to tab to the Unit Price Field and inadvertently entering
the price as the quantity. This can result in an extremely large
number of item records being created. Modifying the order form to
change the number of units does not cause the additional item
records to be deleted.
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Item Collection: If the Create Item Records check box is selected, this field
indicates the specific collection to which the item will be assigned. The
collection can be selected from the drop-down list.



Currency: (Mandatory) The default is USD (US dollar).



List Price: If left blank, the system automatically copies the Total Price into the
List Price field. The number in this field can be overwritten for budget
purposes. An encumbrance for the item will be debited from the budget based
on this price.



Terms Sign: Automatically entered from the values in the vendor record, but
can be overwritten. Used to indicate discounts or surcharges to be applied to
the order.



Terms Percent: Automatically entered from the values in the vendor record,
but can be overwritten.



Final Price: When the order is saved, the system will automatically apply the
terms to the list price.



Local Price: When the order is saved, the system will automatically calculate
the list price by the terms and then convert it to the base currency (USD).



Price Note: A note (up to 200 characters) regarding the price.



Encumber Budget: The budget to which the order is assigned. Adding a
budget by using this field is optional, although each order must have a budget
associated with it before it can be sent. Funds are not encumbered until the
order is sent to the vendor. If this field is not used, add a budget after order
creation, as described in Lesson 4. This field does not appear after an order
record is saved.

The Save Def (save defaults) option on the order form can be
clicked after all information that will be the same for several orders
is entered. This may include, for example, Order Number 2, Order
Group, Material Type, Sublibrary, Acquisition Method, Vendor,
Create Item Records, Collection, and Budget. Defaults are saved for
a specific workstation.
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Lesson 2: Creating, Modifying, and Deleting Orders
Orders must be linked to bibliographic records. Occasionally, the records already exist in
LINCC because another library has purchased the material and downloaded or created
a bibliographic record. Rather than add a duplicate record to LINCC, it is best to search
the LINCC database first to see if a record already exists. When a bibliographic record
does not exist in LINCC, a brief record must be created.
To create an order when a bibliographic record exists in LINCC:
1.

In the Search activity tab, use an ISBN or title search to search for a title in
LINCC. Click Orders. In the Order List activity tab, click Add.

2.

In the window that appears, select Monograph, Serial, or Standing Order.
Click OK.

3.

In the lower pane, click the 2. General tab and complete the following fields:

4.



Order Number 2: Enter information as necessary, based on local
policy. For example, a local PO number may be entered.



Order Number 3: Enter information as necessary, based on local
policy. For example, a local PO number may be entered.



ISBN: Enter the ISBN of the material to be ordered or click the arrow
to view available options, and then select the ISBN.



Material Type: Select the material type.



Sublibrary: Select the sublibrary.



Acquisition Method: Select the acquisition method.



Initiator ID: Click the list icon
to view the patron list, and then
select the Initiator ID, if desired.

Click the 3. Vendor tab and complete the following fields:
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Vendor Code: Click the list icon
select the vendor code.



Vendor Reference: Enter a vendor reference number, if necessary.



Vendor Note: Enter a note about the vendor, if necessary.

to view the vendor list, and then
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Vendor Contact: Enter vendor contact information, or click the arrow
to view available options, and then select the vendor contact
information.



Rush: Select this check box if the material is needed quickly.



Batch Claiming: Select this check box if claim letters will be sent by
running a batch process.

Click the 4. Quantity and Price tab and complete the following fields:


Number of Units: Enter the number of units to be purchased.



Unit Price: Enter the price of each unit.



Quantity Note: Enter a quantity note, as necessary.



Create Item Records: Select this check box to create item records, if
desired.



Item Collection: Select the item collection.



Currency: Select USD (US Dollar).



Encumber Budget: Click the list icon
then select the budget.

to view the budget list, and

6.

Click Refresh or Add. The system will complete the following fields: Total
Price, List Price, Final Price, and Local Price. Any errors will be displayed in
pop-up messages that appear next to the field(s) containing an error.

7.

Click Add. The order will appear in the upper pane.

To create an order using the Catalog Record form:
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1.

Search by ISBN or other information to find a bibliographic record in LINCC.
Click OK.

2.

If a bibliographic record does not exist in LINCC, the brief formatted form can
be used to create a brief bibliographic record.

3.

On the Orders menu, click Catalog Order.

4.

In the Choose Bibliographic Library field, select FCCO1, and then click OK.
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A brief record form will appear. The form consists of nine fields; the only
mandatory field is Title. Complete as much information as necessary and click
OK.
Although these records will eventually be replaced by full bibliographic records,
standard cataloging conventions found in LINCC Database Guidelines
(available from the Library Staff Resources web page) should be used.
Examples of these standards include: capitalize only the first word of a title,
capitalize proper nouns/names, and enter the last name of an author first.

6.

In the upper pane, click Add.

7.

In the window that appears, select Monograph, Serial, or Standing Order.
Click OK.

8.

An order form will appear in the lower pane. Complete the order form as
described in Lesson 2.

Once saved, brief
bibliographic records created in the
Acquisitions/Serials module automatically receive an additional field
containing with the value ACQ-CREATED. Using the search feature in
any module, a search “Anywhere in the record” for ACQ-CREATED
will retrieve a list of these records, which may aid in database
cleanup.

FLVC 03/31/10
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To modify an order:
1.

Retrieve an order record, and then select the order in the upper pane. The
record will be displayed in the lower pane.

2.

Make changes to appropriate fields in the order record, then click Update to
save the changes.

Changing the price in only the Unit Price field will not change the
price in other fields on the 4. Quantity and Price tab. To completely
change the price, backspace over all price fields that can be
changed, and then enter the correct price in the Unit Price field.
Click Refresh to verify that the correct price is displayed in all fields.

To delete an order:
1.

Search for an order and display it in the upper pane.

2.

Click Delete.

3.

When prompted to delete the order, click Yes.

4.

A message window will appear to confirm the deletion of item records attached
to the order record. Click Yes.

If item records were created with the order, the item records will also be deleted. If
claims have been made, the claim record will be deleted. If the order is deleted after it is
arrived, arrival records will be deleted.
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Lesson 3: Using the Index List
All orders will remain in the system and can be located with the Index List, unless they
are deleted during end-of-year-processing. The Index List is accessed from the Order
Search node of the Navigation Tree and is displayed in the upper pane.

The Index List can be searched using index terms, or by combining index terms with a
filter, such as Sublibrary or Arrival Status. Each added filter performs a Boolean “AND”
operation and further limits the results.

Fields and options on the Index List are described below:


Index: A list of index fields that can be used to narrow a search of the Order
Index. Clicking the arrow next to the Index field will bring up a list of options.



Enter Starting Point: The term(s) used for a search with the selected Index
field. Clicking Refresh Filter will refresh the list so that the closest matching
term found in the college’s orders is displayed.



Exact Match: This check box should be selected if an exact match to the term
entered as the starting point is desired.



Sublibrary: Used to limit by campus.



Vendor Status: Used to limit by whether a vendor associated with an order is
active or not active.
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Order Status: Used to limit by order status (e.g., NEW).



Arrival Status: Used to limit by orders that have either arrived or not arrived.

The Order Index List is re-indexed monthly. This particular
re-indexing affects only order records, takes approximately ten
minutes on average, and is done on a college-by-college basis.



Order Group: The name of the order group. Used to limit by Order Group.



Invoice Status: Used to limit by orders that have not been invoiced, have
been partially invoiced, are completely invoiced, or are invoiced and paid.



Order Type: Used to limit by whether an order is a monograph, standing order,
or serial.



Rush: Used to limit by whether an order is a rush order.



“From” Order Date and “To” Order Date: Used to display orders that were
sent to a vendor (order status of SV) within a specific period of time defined by
the "from" order date and "to" order date. If the date fields are left blank, all
dates will be displayed. If the From Order Date field is used, the To Order Date
field must also be used.

To clear any date field in the Acquisitions/Serials module, place the
cursor in the field and press the F12 key.
To print the data that displays in a list window, select the last item
in the list and press the F11 key.



Refresh Filter: Refreshes the records in the Index List after changing filters.
Changing filters does not cause the Index List to automatically run the search
again.



Clear Filter: Removes all selected filters.



Print Order: Produces a print preview of basic order information.



Select: Selects the order and displays it in the upper pane.

The column headings that appear on the lower half of the Index List
(and other similar windows) can be changed by right-clicking
anywhere on the row containing the column headings. Alternate
columns can be selected in the Header Configuration box that
appears.
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Lesson 4: Adding Budgets After Order Creation
Some colleges do not require budgets to be added at the time of order creation. Budgets
can be added by central technical services staff after the fact. The budgets are
encumbered when the order is sent to the vendor. Additionally, it may be necessary to
modify or change the budget originally associated with an order.
To add a budget after order creation:
1.

Use the Order bar or Index List to search for an order, and then select the
appropriate order. The order will be displayed in the upper pane.

2.

Click the Order activity tab, and then select the Encumber node. Note that the
order’s title is still visible on the Order bar, even though the Order Budget is
now displayed.
If budgets have been assigned to an order, they will be listed in the area under
Budget Code. The List Price entered on the order form is automatically entered
in the Encumbrance field. This is the amount that will be encumbered when the
order is sent.

3.

Click the list icon
next to the Budget Code to Add field; the budget list will
appear. Select the budget to be used, and then click Select.
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4.

The budget code will now appear in the Budget Code to Add field. If the entire
amount will be encumbered to one budget, do not change any other fields. If
the encumbrance amount will be divided among one or more budgets, enter
the percentage of the price that will be applied to this budget in the
Encumbrance Percent field.

5.

Click Add Budget. The amount identified in the Encumbrance field is
automatically entered in the Enc/Active Amount column, and the Encumbrance
field will be reset to zero. If assigning percentages of the List Price to several
budgets, the remaining amounts will be shown in the Encumbrance field.
Clicking Encumber a second time will remove the amount from the Enc/Active
Amount column and return it to the Encumbrance field.

The Enc/Active Amount column displays the Encumbrance sum, broken down into two
parts. The first part is the original encumbrance amount that is based on the List Price.
The second part is the difference between the original encumbrance amount and the
amount on the invoice. This difference is referred to as the Active Amount. The Active
Amount automatically becomes 0 when the invoice is registered as Complete.
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Unit 4: Managing Budgets
Budgets are managed in the Acquisitions/Serials module in the Budgets node of the
Administration activity tab.

Lesson 1: Using the Budget List
When the Budgets node is selected, the budget list is displayed in the upper pane. The
Budgets tab lists all budgets in alphanumeric order by Budget Code. The budget list can
be searched using various search features.
Figure 1: The Budgets Node

The following fields and options are available on the Budgets tab:


Search Mode: The following search modes are available.
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Browse: Lists the budgets alphabetically by budget code. Jump to a
particular point in the list by entering a partial budget code in the
space provided and clicking Go.



Keywords: Retrieves budgets by keywords created for the Name,
External Budget, and Department fields.



Exact: Retrieves a specific budget when the exact budget code is
entered.
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Wildcard: Retrieves a group of budgets when a partial Budget Code
and an asterisk are entered. For example, B*-2006 will retrieve all
budgets starting with the letter B and ending with -2006.



Group: Retrieves budgets belonging to particular Budget Groups as
entered on the 1. Budget Info 1 tab of the budget information form.



Sublibrary: Limits the list according to sublibraries assigned to
budgets.



Status: Limits the list according to whether a budget is active.



Year: Limits the list according to the year identified in the record.



New: Creates a new budget and activates the Budget Form in the lower pane.



Duplicate: Duplicates an existing budget and activates the Budget Form in the
lower pane. All fields, except Budget Code, are duplicated.



Delete: Deletes a budget.

Lesson 2: Managing Budgets
Budgets can be created, deleted, and modified using features in the lower pane.
Budgets Node: Lower Pane – Tab 1. Budget Info 1

Fields and options in the 1. Budget Info 1 tab are described below:
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Open Date: (Mandatory) System generated. The date the record was opened.



Department: The department that owns the budget. Used for reporting
purposes.



External Name: The budget code of a larger administrative authority, if
applicable.



Budget Code: (Mandatory) A unique code (up to 20 alphanumeric characters)
by which the system can identify the budget. The format CODE-YEAR (e.g.,
NURSING-2003) should be used and is mandatory if setting up budgets as
annual budgets on the 2. Budget Info 2 tab. Having annual budgets will enable
various features that require the CODE-YEAR format.



Budget Parent: The name of the parent budget, if hierarchical budgets are
used.
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Use Parent Budget for Invoice Report: Used in conjunction with the budget
field.



Budget Type: Allows reporting to be carried out on specific budget types, if
used. The default is REG (Regular).



Name: A name (up to 60 characters) used to describe the budget.



Valid From: (Mandatory) The beginning date from which the budget can have
orders placed against it.



Valid To: (Mandatory) The ending date after which the budget can no longer
have orders placed against it.



Budget Group: Used to combine several budgets into a group in order to
produce reports.



Budget Status: (Mandatory) Enter either AC (Active) or NA (Non-Active). An
order cannot be placed against a non-active budget. The default is AC.



Note Fields: Text fields that can contain up to 100 characters.

Budgets Node: Lower Pane – Tab 2. Budget Info 2

Fields and options in the 2. Budget Info 2 tab are described below:


Object Code: Used to create a hierarchy within a budget and to classify
expenditures. Up to 20 object codes can be assigned to the budget. Unless
otherwise noted, All is checked by default.



Max. Over/Under Encumbrance: The maximum amount the budget may be
encumbered over or under the estimated budget balance. Works in conjunction
with the Limit to Under Enc./Exp. and Expressed as Percentage check boxes.
The Max. Over/Under Encumbrance assumes the amount entered will allow an
over-encumbrance in the budget of the amount entered, unless the Limit to
Under Enc./Exp. check box is selected.
For example, when the estimated balance is $100, if the Max. Over/Under
Encumbrance is $20 and the Limit to Under Enc./Exp. check box is not
selected, then encumbrances up to $120 may be made. If the Limit to Under
Enc./Exp. check box is selected, then encumbrances up to $80 may be made.
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Max. Over/Under Expenditure: The maximum amount that the budget may be
debited (that is, invoices paid) over the estimated budget balance. This field
also depends on the Expressed as Percentage and Limit to Under Enc./Exp.
check boxes. The Max. Over/Under Expenditure assumes the amount entered
will allow an over-expenditure in the budget of the amount entered, unless the
Limit to Under Enc./Exp. check box is selected.
For example, when the estimated balance is $100, if the Max. Over/Under
Expenditure is $20, and the Limit to Under Enc./Exp. check box is not selected
(i.e., this field is actually Maximum Over Expenditure), then expenditure up to
$120 can be made. This can be expressed as a percentage (depending on
whether the Expressed as Percentage check box is selected). If the Limit to
Under Enc./Exp. check box is selected, then expenditures up to $80 may be
made.



Expressed as Percentage: Used to express fields as a percentage rather
than a dollar amount. The check box is selected by default.



Limit to ‘Under’ Exp./Enc.: Used to limit the “under” limit. This will prevent a
library from overspending in a particular budget. The check box is cleared by
default.



Annual Budget: If the Budget Code is in the proper format (CODE-YEAR) and
the Annual Budget check box is selected, the budget rollover function can be
used.

To create a budget:
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1.

Click the Administration activity tab, and then click the Budgets node.

2.

The Budgets tab will appear in the upper pane. Click New.

3.

In the lower pane, click the 1. Budget Info 1 tab and complete the following
fields:


External Name: Enter a name, as necessary.



Budget Code: Enter a budget code.



Budget Parent: Enter the name of the budget parent, as necessary.



Budget Type: Select the budget type. The default is REG.



Name: Enter the complete name of the budget.



Valid From: Enter a date, or click the arrow to select a date from the
calendar.



Valid To: Enter a date, or click the arrow to select a date from the
calendar.



Budget Status: Select the budget status.



Notes: Enter any necessary information about the budget.
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Click the 2. Budget Info 2 tab and complete the following fields:


Object Code: Select the appropriate object code(s).



Max Over/Under Encumbrance: Enter the appropriate dollar or
percentage amount for the encumbrance.



Max Over/Under Expenditure: Enter the appropriate dollar or
percentage amount for the expenditure.



Limit to ‘Under’ Exp./Enc.: Select this check box if the dollar or
percentage amount will be under, rather than over, the amount of the
budget.



Expressed as Percentage: Select this check box if the amount
entered in the Max Over/Under Encumbrance and Max Over/Under
Expenditure fields is a percentage.



Annual Budget: Select this check box if the budget will be included
in batch processing as an annual budget.

Click Add to save the budget.

To modify an existing budget:
1.

Retrieve a budget and select it in the upper pane. The budget’s corresponding
information tabs will be displayed in the lower pane.

2.

In the lower pane, edit fields as necessary, and then click Update to save the
changes.

To delete a budget:
1.

Retrieve a budget and select it in the upper pane.

2.

Click Delete. When prompted to verify that the budget should be deleted, click
Yes.
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Lesson 3: Using the Balance and Transaction Tabs
The 3. Balance and 4. Transaction tabs in the lower pane can be used to view the
balance of a budget as well as record and monitor transactions.
Budgets Node: Lower Pane – Tab 3. Balance

The following fields and options are displayed on the 3. Balance tab:

50



Initial Allocation: The amount that was allocated to the budget as an initial
allocation (ILC).



Allocated: The total amount that was allocated to the budget as a regular
allocation (ALC).



Carryover: The amount that was left over in last year's budget and credited to
this year's budget.



Transferred: The sum of all transfers-in minus all transfers-out.



Total Allocated Balance: The sum of all allocated amounts.



Encumbrance Amount: The sum of orders that have not yet been fully
invoiced.



Invoices (Not yet paid): The sum of invoices that have been received but
have not yet been marked Paid on the General Invoice form.



Invoices Paid: The sum of invoices that have been received and marked Paid
on the General Invoice form.



Actual Balance: When the actual balance is calculated, encumbrances are
not subtracted. The equation is: actual balance = total allocations - (paid +
unpaid invoices).



Free Balance: When the free balance is calculated, the encumbrances are
subtracted. The equation is: free balance = total allocations - (paid + unpaid
invoices + encumbrances).
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Expended: The percentage of the total allocation that has been expended
(paid and unpaid invoices). For example, if the total allocation is 1000.00 and
the expenditure is 400.00, the value in this field would be 40%.



Expended + Encumbered: The percentage of the total allocation that has
been expended and encumbered.



Over Expenditure: The amount over expended.



Over Commitment: The amount over encumbered.

The view displayed in the lower pane does not always change
dynamically depending on how budgets are used. If adjusting
budgets and moving between orders or invoices and the view in the
budget Balance (lower pane), click on another budget and then click
back on the budget being adjusted to see changes to fields such as
Encumbrances, Invoices, Actual Balance, and Free Balance.

Budget Node: Lower Pane – Tab 4. Transactions
The 4. Transactions tab displays the allocations, commitments, carryovers, invoices, and
transfers against a budget in chronological order and details the date, transaction type,
amount, order number, invoice number, and whether the invoice has been paid. All the
transactions of the budget are displayed in the lower pane. Transactions in the list are
generated automatically based on the ordering and invoicing process and cannot be
modified.

The following fields and options are available on the 4. Transactions tab:


Filter: Performs the filter based on items selected in the list (All, Initial
Allocation, Allocation, Carry Over, Transfer, Encumbrance, Invoice).



Allocate: Allows funds to be allocated to the selected budget. Money allocated
will appear as an entry on the transaction list.



Print: Prints a list of transactions (e.g., transfers, paid invoices).



Transfer: Transfers funds from one budget to another through the Budget
Transfer form.
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To allocate funds:
1.

Retrieve a budget and select it in the upper pane. The budget’s corresponding
information tabs will be displayed in the lower pane.

2.

In the lower pane, click the 4. Transactions tab, and then click Allocate.

3.

Enter the following information in the Allocate Transaction form:

4.



Date: Enter the appropriate date; the default is the current date.



Type: Select Initial if setting up this budget for the first time;
otherwise, select Regular.



Currency: Leave blank. The default is USD (US dollar).



Currency Date: Ignore this field.



Sum: Enter the amount to allocate to this fund.



Debit/Credit: Select Debit or Credit depending on whether the
amount is to be debited from or credited to the budget.



Note: Add a note, if needed.

Click OK to allocate the funds.

To transfer funds:
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1.

Retrieve a budget and select it in the upper pane. The budget’s corresponding
information tabs will be displayed in the lower pane.

2.

In the lower pane, click the 4. Transactions tab.

3.

Click Transfer. The Budget Transfer window will appear. Data for the selected
budget will appear on the left side of the window.

4.

On the right side of the window, click the list icon
The budget list will appear.

5.

Select the budget to which funds should be transferred, and then click Select.

6.

In the center of the window, enter the amount to be transferred in the Amount
field, and then click the right arrow.

7.

A prompt will appear indicating the amount that has been transferred. Click
OK. The amount will automatically be reflected in the Transferred, Actual, and
Free Balances fields.

next to the Budget field.

FLVC 03/31/10

LINCC Acquisitions

Unit 5

Unit 5: Managing Vendor Records
Vendor records are managed in the Vendors node of the Administration activity tab.

Lesson 1: Using the Vendors Node
When the Administration node is selected, the Vendor List will be displayed in the upper
pane in alphanumeric order by Vendor Code. The list can be searched using various
search methods. Vendor records can be created, deleted, and modified by using options
in the upper pane.
Figure 1: The Vendors Node

The following fields and options are available on the Vendors tab:


Search Mode: The search methods listed below are available a drop-down list.


Name: Lists vendors by the complete vendor name.



Code: Lists vendors by vendor code.



Exact: Retrieves a vendor when the exact vendor code is entered.



Keywords: Retrieves a vendor name by keywords created for the
Additional Code, Vendor Name, Contact, Country, Material Type, and
Vendor Addresses fields.



All, Active, Not active: Results can be filtered by selecting All, Active, or Not
active budgets.



Sublibrary: Used to filter results by sublibrary.



Currency: Used to filter results by currency.
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Lesson 2: Managing Vendor Records
Vendor records enable administrative information about a vendor to be registered. Three
vendor information tabs are included on the Vendor Information form (lower pane): one
for general information and two for account information.
Vendors Node: Lower Pane – Tab 1. Vendor Info 1

The following fields and options are available on 1. Vendor Info 1 tab:
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Open Date: (Mandatory) System generated.



Update Date: (Mandatory) System generated.



Cataloger: (Mandatory) System generated. The user name logged in when the
record is created.



Vendor Code: (Mandatory) A unique code (up to 20 alphanumeric characters)
that identifies the vendor (e.g., B&TB).



EDI for Ordering Only: This check box indicates whether claims and
cancellations will be sent by EDI. If the check box is selected, claims and
cancelations are sent in a format other than EDI. If the check box is not
selected, then claims and cancellations are sent by EDI. Currently, sending
claims and cancelations by EDI is not supported.



Vendor EDI Code: A code used to place electronic orders to the vendor.



Vendor EDI Type: A setting used with electronic ordering.



Additional Code: Not used.



Vendor Name: (Mandatory) A descriptive name (up to 150 characters) for the
vendor that will appear on the Vendor List (e.g., Baker & Taylor Books).



Vendor Status: Used to indicate whether the vendor is active or not active.
Vendors labeled “Not Active” cannot be used for ordering.
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Vendor Language: (Mandatory) The abbreviation of the language of
correspondence with the vendor. The system default is ENG (English), but
ENG must be selected from the drop-down list.



Country: The name of the country where the vendor is located, if not in the
United States.



Material Type: Not used.



Note: Text field for notes up to 200 characters in length.

Vendors Node: Lower Pane – Tab 2. Vendor Info 2

The following fields and options are available on the 2. Vendor Info 2 tab:


Account No. (M): The account number assigned by the vendor for ordering
monographs.



Account No. (S): The account number assigned by the vendor for ordering
serials.



Vendor’s Bank Acct.: The vendor’s bank name and account number for
automated payment purposes. This feature works with EDI ordering.



Currency 1-4: (At least one field is mandatory.) The type of currency used for
payment. Select USD (US dollar) from the drop-down list.



Terms Sign: Used to indicate a surcharge or discount for orders from the
vendor. Enter a plus (+) or minus (-) sign, or leave the field blank. If used, the
Terms Percent field must also be completed.



Terms Percent: The percentage of the surcharge or discount. Works with the
Terms Sign field.



Order Delivery: (Mandatory) The manner in which the library generally sends
an order to the vendor. This can be changed when the order is placed. Options
for this field are listed below.
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LE (Letter): Sends a single communication (print or e-mail) to the
vendor for each order.



LI (List): Groups multiple orders together and sends them to the
vendor in one communication (print or e-mail).



EDI: Used if orders are to be sent through EDI.
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Letter Format: Used with the option to send each order in a separate letter.
The format can be changed when the order is created.



Letter Send Method: The method used to send the order letter.



List Format: Used with the option to send a group of orders together, as on a
list. The format can be changed when the order is created.



List Send Method: The method used to send the order letter for the list of
orders.

Vendors Node: Lower Pane – Tab 3. Vendor Info 3

The following fields and options are available on the 3. Vendor Info 3 tab:

56



Contact 1 through 5: Up to five contact names for the vendor. Each field
holds up to 200 characters. When assigning a vendor to an order, the name in
the Contact 1 field will be used as the default in the Vendor Contact field of the
acquisitions Order form. All contact names listed in the five contact fields will
be listed in the drop-down list of the Vendor Contact field on the Order form.



Delivery 1-3 (M): (At least one field is mandatory if monograph orders are
placed against this vendor.) Enter at least one method of delivery for
monograph orders. If more than one method is entered, the method of delivery
can be changed when an order is placed.



Delivery 4-5 (S): (At least one field is mandatory if serial orders are placed
against this vendor.) Enter at least one method of delivery for serial orders. If
more than one method is entered, the method of delivery can be changed
when the order is placed.



Delivery Delay 1-5: The number of days allowed for the delivery of the
materials, for each delivery type. This is used to calculate the estimated date of
arrival (EDA) for an order.



Mail Attachment: Not currently used. Defines how vendors receive e-mail
messages.
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To create a vendor record:
1.

Click the Administration activity tab, and then select the Vendors node. The
Vendors tab will appear.

2.

In the upper pane, click New.

3.

In the lower pane, click the 1. Vendor Info 1 tab and complete the following
fields:

4.



Vendor Code: Enter a code for the vendor.



EDI for Ordering Only: Select this check box if EDI ordering will be
used.



Vendor EDI Code: Enter the appropriate code.



Vendor EDI Type: Select the vendor EDI type.



Additional Code: Enter a code, if desired.



Vendor Name: Enter a vendor name.



Vendor Status: Select the vendor status.



Vendor Language: Select ENG.



Country: Not used.



Material Type: Not used.



Note: Enter a note, if desired.

Click the 2. Vendor Info 2 tab and complete the following fields:
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Account No. (M): Enter the monograph account number.



Account No. (S): Enter the serial or standing order account number.



Vendor’s Bank Acct.: Not used.



Currency: Select USD in the Currency 1 field.



Order Delivery: Select the delivery method.



Letter Format: Select the letter format.



Letter Send Method: Select the send method.



List Format: Select the list format.



List Send Method: Select the send method.
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Click the 3. Vendor Info 3 tab and complete the following fields:


Contact 1-5: Enter contact information.



Delivery 1-3 (M): Click the arrow next to the Delivery 1 (M) field to
view available options, and then select the appropriate delivery
method for monographs. The Delivery 2 and 3 fields are not used.



Delivery Delay 1-3: Enter the number of days allowed for delivery of
materials in the first field. The Delivery Delay 2 and 3 fields are not
used.



Delivery 4-5 (S): If a serial vendor, click the arrow next to the
Delivery 4 (S) field to view available options, and then select the
appropriate delivery method. The Delivery 5 field is not used.



Delivery Delay 4-5: Enter the number of days allowed for delivery of
materials in the Delivery 4 field. The Delivery 5 field is not used.

6.

Click Add.

7.

In the upper pane, click Address. The Vendor Addresses window will appear.
Complete the order address. If the claim, payment, and return tabs are blank,
the system will use the information in the Order Address tab. If using EDI, refer
to LINCC Electronic Ordering, available from the Library Staff Resources web
page.

8.

Click Add to save the vendor record. The Vendor List will reappear.

To modify a vendor record:
1.

Retrieve a vendor record from the Vendor List in the upper pane. The record
will be displayed in the lower pane.

2.

In the lower pane, edit the appropriate fields.

3.

Click Update to save the changes

To delete a vendor record:
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1.

Retrieve a vendor record from the Vendor List in the upper pane.

2.

Click Delete. When prompted to verify that that the vendor record should be
deleted, click Yes.
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Lesson 3: Using Two-Level Vendor Records
Using the two-level vendor configuration, the master record will contain information that
is the same across campuses, such as the vendor’s Country, Material Type, order
dispatch information, and EDI SAN number. The sub-level records for each sublibrary
will contain information specific to each campus, such as an account number. Submit a
Policy File Change Request to the Service Desk to configure two-level vendor records.
To create a two-level vendor record:
1.

Create a vendor record (as described in Lesson 2 of Unit 5) that will serve as
the master record. The master record applies to the entire college, which is
reflected by the XXX50 in the details window below the vendor list.

2.

Click Add next to the details window to add sub-level records, dialog window
will open.
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3.

Choose a sublibrary from the drop-down menu and click OK. The lower pane
will activate . Some fields in the sub-level record will be read only based on
local configuration.

4.

In the lower pane, click the 2.Vendor Info 2 tab and enter the sublibrary’s
account information in the Account No. (M) field.

5.

In the lower pane, click the 3.Vendor Info 3 tab and enter appropriate contact
information for the sub-library.
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6.

In the lower pane, click Add.

7.

Click Add next to the details window to continue adding sub-level records as
needed.

The policy file change request must also include the fields in the
vendor record that will be controlled by the master record and those
that can be edited from the sub-level records. The fields are
grouped into the following categories:
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General (Country, Material Type, Status)



Contacts Note (Contacts, Note)



Accounting (Terms sign, Terms percent, Account-M, AccountS, Vendor Account)



Order Dispatch (Default Order Delivery, LE Letter Type, LI
Letter Type, LE Send Method, LI Send Method)



EDI (EDI Vendor Code, EDI Vendor Code Type, ED Send
Method, and ED Letter Type), Material Delivery (Delivery
Type, Delivery Delay)
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Unit 6: Ordering in Acquisitions
In LINCC, orders can be sent to a vendor with the Send List of Orders to a Vendor
method or with the Bulk Ordering method.
The Send List of Orders to a Vendor method uses either a single letter format to send
one title at a time or a list format to send multiple titles at the same time. The default
setting, list format, can be changed prior to sending an order. If one order is being sent,
it is not necessary to change the list format to letter format. One of several actions will
occur using this method, depending on local settings/configuration: the order can be
printed and manually sent, the order can be e-mailed, or the order can be sent by EDI.
The Bulk Ordering treats orders as a group based on entries made in the Order Number
2 field on the Order Form. One of two actions will occur using this method, depending on
local settings/configuration: the order can be printed and manually sent or the order can
be e-mailed.

Lesson 1: Sending an Order to a Vendor
The Send List of Orders to a Vendor Method
This method will produce a letter listing orders intended to be sent to one vendor as a
group. The Order Delivery Type field in the vendor record should be set to LI. If LI is
included in the vendor record, it will be entered by default in the order form. This can be
changed on the order form, if necessary.

A budget must be assigned before an order is sent. If an order is sent without a budget,
an error message will appear and the order’s status will change to DNB (Delayed, No
Budget).

FLVC 03/31/10
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To use the Send List of Orders to a Vendor method:
1.

Retrieve and display an order in the upper pane. Click Send.

2.

When prompted, click OK. The status of the order will now be RSV (Ready to
Send to Vendor).

3.

Repeat for each order to be sent.

The Order Index does not dynamically display the new order status.
If orders are being retrieved with the Order Index, click Refresh
Filters to refresh the screen.

4.
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To process the orders into a list, on the Services menu, point to Orders and
Claims, and then click Send List of Orders to a Vendor. A report form will
appear.
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Complete the following fields:


Report Output File: Enter a unique file name. The file name must be
entered in lowercase, with no spaces or special characters except
underscore and hyphen. It may be helpful to add the date and the
name of the vendor in the file name (e.g., bt_20040515, bt20040515, or bt_may15). This file name will appear in the Task
Manager, where the report will be retrieved.



Vendor Code: Click the list icon
to view the vendor list, and then
select a vendor code. If left blank, the system will search for RSV
(Ready to Send to Vendor) orders for every vendor.



Sublibrary: Select a sublibrary to limit the order, or select All.



Method of Acquisition: Select a specific method of acquisition to be
used for the report, or select All.



Order Groups: Select All.



Update Database: Select Yes to produce the list of orders to be
sent; the order status will be changed from RSV (Ready to Send to
Vendor) to SV (Sent to Vendor). It is important to run this service with
“Yes” selected so that the database is updated.
If No is selected, the system will produce the list of orders to send to
the Vendor but will not change the order status from RSV to SV.
Selecting “No” is optional and is a way to check that all orders have
been included on the list before updating the database, thus
providing the opportunity to modify orders as necessary.



Report Format: Select a report format.
o

00 - Original Format produces a list with all fields including
Title, Author, Order Number, Order Group, ISBN/ISSN,
Acquisition Method, Doc. Number, No. of Items, Sublibrary,
Unit Price, Currency, Price, and Delivery Type.

o

01 - Brief Format produces a list with only Title, Author,
ISBN/ISSN, No. of Items, Unit Price, and Price.

o

02 - EDI Order List produces a letter that is the same as
the 00 format but for orders sent by EDI. Use this format if
the Custom Service – Orders Sent by EDI will be used.

6.

When finished, click Submit.

7.

Retrieve and print the letter from the Task Manager.

Click View History to display a list of reports that were previously
submitted. Select a line and click Open to display the form and its
parameters. Change the parameters as necessary, and then click
Submit. The Add to History check box should be selected to add the
new form to the history list.
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If the file does not appear in the lower pane of the Task Manager,
click Refresh. It is possible that the system has not had enough
time to run the report. Submitted reports are sent to a queue and
run when earlier jobs have been completed and system resources
become available.
Before copying the file to the local directory, check the Size column
to verify that a file size is indicated. A file size of zero (0) indicates
that the report is blank, possibly because there was an error in an
earlier step. Even if an error occurred, the system may have already
changed the order statuses from RSV to SV. If this is the case, the
Send List of Orders to a Vendor service cannot be run again
because the system looks for orders with a status of RSV to include
on the letter. The list can be printed, however, using the General
Retrieval Form.

Letter Format
The letter format will print a single order on a letter that can be sent to the vendor. To
use the letter format, the Order Delivery Type in the order record should be set to LE.
The default value of LI is taken from the vendor record, but can manually be changed on
the order form.
To use the Letter format to send an order to a vendor:
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1.

Retrieve and display an order record in the upper pane. The order details will
appear in the lower pane.

2.

In the lower pane, click the 3. Vendor tab. In the Order Delivery Type field,
select LE. Additional fields will appear on the order form. No changes are
necessary to these additional fields. Click Update.

3.

In the upper pane, click Send.

4.

A print preview will appear. To print the letter, click Print.

5.

When finished, click Close. The status of the order is now changed to SV
(Sent to Vendor).
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Lesson 2: Using Bulk Ordering
It is possible to send multiple new orders to a vendor at once rather than sending each
order separately (by clicking Send each time). The Bulk Ordering method will handle a
group of orders together, change their order statuses from NEW to RSV (Ready to Send
to Vendor) or SV (Sent to Vendor), and produce a list of the orders.
It is possible to change or add vendors and budgets using the Bulk Ordering. Therefore,
schools that do not add a budget when the order record is created do not need to
retrieve each order to assign a budget after the fact.
To use the Bulk Ordering feature, the following fields on the order forms for a group of
orders must be the same: Order Number 2, Vendor, Quantity, and Budget.
Bulk Ordering Node: Upper Pane – Tab 1. Bulk Ordering List
When the Order Search activity tab is clicked and the Bulk Ordering node is selected, the Bulk
Ordering List appears in the upper pane. The Bulk Ordering List tab displays orders with a status
of NEW.

The following options are available on the Bulk Ordering List tab:


Index: A list of index fields that can be used to narrow a search of the Bulk
Ordering List. The only valid search is for Order Number 2.



Index Text: The term used for a search with the selected index field. Clicking
Refresh will display orders matching the term entered. The search is for an
exact match of the term entered.



Sublibrary: Used to limit by campus.



Order Group: Used to limit by order group.



“From” Open Date and “To” Open Date: Used to display orders that were
opened and that have an order status of NEW within a specific period of time
defined by the “from” open date and “to” open date. If the date fields are left
blank, all dates will be displayed. If the “From” Open Date field is used, the “To”
Open Date field must also be used.
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Refresh Filter: Refreshes the records in the Bulk Ordering List after changing
filters. Changing filters does not cause the Bulk Ordering List to automatically
run the search again.



Clear Filter: Removes all selected filters.



Print Order: Produces a print preview of basic order information.



Select: Selects the order and displays it in the Order activity tab.



Order: Activates the Bulk Ordering process for the selected orders.



Order All: Activates the Bulk Ordering process for all displayed orders.

Bulk Ordering Node: Lower Pane – Order Details
When an order record is selected in the upper pane, details of the order are displayed in
the lower pane. Order, bibliographic, encumbrance, and patron information is available
for viewing purposes only.
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To use the Bulk Ordering method to send orders to a vendor:
1.

Create new orders. (In the example shown below, the tracking number BATCH
3 has been entered in the Order Number 2 field.)

2.

On the Order Search Activity tab, click the Bulk Ordering node.

3.

In the upper pane, complete the Order Number 2 field. (In the example below,
BATCH3 has been entered.) Filter the list by Sublibrary, Order Group, or
From/To Open Date as necessary.

4.

Click Refresh Filter. All new orders that have the same Order Number 2 and
other filters used will be listed.

5.

Click Order All to order all titles in the list. To send some of the orders, press
the CTRL key and select the orders to be sent. Click Order. The Multi Order
Form window will appear.
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Complete the following fields:


Vendor Code: Click the list icon
to view the vendor list, and then
select a vendor code. To order these as a group, they must all be
from the same vendor.



Handle Order As: Select Sent to Vendor or Ready to Send to
Vendor from the drop-down menu. If Ready to Send to Vendor is
selected, use the “Send List of Orders to a Vendor” service to
complete the ordering process.



Material Type: Select the appropriate material type from the dropdown menu.



Acquisition Method: Select the appropriate acquisition method from
the drop-down menu.



Order Number 3: Enter an appropriate value.



Material Format: Not used.



Order Group: Select from the drop-down list.



Number of Units: Enter 1. To order these items as a group, the
number of units per title must be the same. Number of Units on this
form refers to the number of units per title, not the total number of
units in the order.



Quantity Note: Enter a note if desired.



Create Item Records: Clear this check box if item records on the
order forms were created. If item records were not created at the time
new orders were added, select this check box to create item records
now.



Encumber Budget: If a budget was not encumbered, it can be done
now by clicking the list icon
and selecting a budget from the
budget list. The system will not allow an order to be sent to the
vendor without an assigned budget. If a budget on the order form is
different than the budget specified on this form, the budget specified
on this form will take precedence. When the system updates the
Order Index, it will encumber funds against the budget specified on
this form. To order these as a group, they must all use the same
budget.

7.
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Click OK. The total price of the order will be calculated based on the price
information entered on each order form.
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If the Create Item Records check box was selected, the Multi Items form will
appear. Complete the following fields. When finished, click Add and then click
OK.


Sublibrary: Select from the drop-down list.



Collection: Select from the drop-down list.



No. Units: Select from the drop-down list.

When prompted, click Yes. One or two letters will appear depending on the
status selected in the Handle Order As field on the Multi Order form. These can
be printed, if desired.

During the process, the system will update the Order Index for all
orders on this list. Allow a few seconds for this to occur as the
system is changing all the statuses of the orders, encumbering
funds, updating the Order Index, creating items if the Create Items
check box was selected, and adding item process statuses. The
Batch Claiming check box will be selected for Orders that were
created and sent by the Multi Order Index method.
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Lesson 3: Cancelling an Order in LINCC
Occasionally, a library orders an item from a vendor and must subsequently cancel the
order. The following instructions describe this process.
To cancel an order and print a cancellation letter:
1.

In the LINCC Acquisitions/Serials module, click the Order Search activity tab.

2.

The Index List tab will appear. Click once on the title to be cancelled, and then
click Select.

3.

The Order List tab will appear in the upper pane. Click Print/Cancel.

4.

When prompted to choose a print type, select Print Cancellation Letter to
Vendor, and then click OK.

A cancellation letter will be generated. The letter can be printed and sent to the vendor, if
desired. The record will reflect the Order Status of LC, or Library Cancelled. The order
status will change automatically.
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Unit 7: Arriving Orders
Registering arrivals can occur as a separate step or as a part of invoicing. This Unit
explains how to “arrive” materials as a separate step. To incorporate this function as a
part of invoicing, refer to Unit 8.

Lesson 1: Arriving Orders Using the Arrival Node
An item is arrived in LINCC when it is delivered to the library. Arrivals can be added,
modified, and deleted.
To arrive an order using the Arrival node:
1.

Using the Order bar, search using any indexed term to find the order record to
be arrived. Click the blue arrow to view the order.

2.

If there is more than one match, such as two sublibraries with an order for the
same title, the message “Cannot find a single match, view index list?” will
appear. In this case, click Yes.

3.

The Index List will appear, listing matching orders. Select the order to be
arrived.
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4.

Select the Arrival node. In the upper pane, click Add.

5.

If all ordered copies were received, the Order Completely Arrived check box is
selected by default. Verify the following fields and edit as necessary:

6.
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No. Units Arrived: Enter the number of units received.



Shipment Date: Enter the date on which the vendor dispatched the
items.



Arrival Date: Enter the date on which items were received. By
default, the current date will be entered.



Note: Enter a note up to 60 characters in length.

Click Add. The changes will be displayed in the Arrival List tab. If a hold has
been placed on the item, a message window will appear. If e-mail has been
configured, an e-mail will be sent to the initiator informing them that the
material has arrived.
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If an initiator was selected on tab 2 of the order record and the
corresponding action chosen was Send Mail, an e-mail will be sent to
the initiator informing them that the material has arrived. For
instructions, refer to Configuring Acquisitions Notifications for
E-mail, available from the Library Staff Resources web page.

7.

Select the Order List node. Note that the arrival status (ArrSt) has been
changed to either Cmp (Complete) or Ptl (Partial).

To modify an arrival:
1.

Retrieve and display the appropriate order.

2.

Select the Arrival node.

3.

In the lower pane, edit the appropriate fields. Click Update.

4.

When prompted to continue, click OK. The Arrival List in the upper pane will
reflect the changes.

To delete an arrival:
1.

Retrieve and display the appropriate order.

2.

Select the Arrival node.

3.

The Arrival List will appear in the upper pane. Select the arrival entry and click
Delete.

4.

When prompted to verify that the arrival should be deleted, click Yes.
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Lesson 2: Arriving Orders using Bulk Arrival
Arrivals can be registered in bulk mode.
Bulk Arrival Node: Upper Pane – Tab 1. Bulk Arrival List
When the Order Search activity tab is clicked and the Bulk Arrival node is selected, the
Bulk Arrival List appears in the upper pane. The Bulk Arrival List displays monograph
and standing orders which have been sent to a vendor and are not marked as
Completely Arrived.

The following options are available on the Bulk Arrival List:


Order Number 2: The common order number used on several order records.



Sublibrary: Used to limit by campus.



Vendor: Used to limit by vendor.



“From” Order Date and “To” Order Date: Used to display orders that were
sent to a vendor (order status SV) within a specific period of time defined by
the "from" order date and "to" order date. If the date fields are left blank, all
dates will be displayed. If the “From” Order Date field is used, the “To” Order
Date field must also be used.



Refresh Filter: Refreshes the records in the Bulk Ordering List after changing
filters. Changing filters does not cause the Bulk Ordering List to automatically
run the search again.



Clear Filter: Removes all selected filters.



Print Order: Produces a print preview of basic order information.



Select: Selects the order and displays it in the Order activity tab.



Arrive/Arrive All: Activates the Bulk Arrival process for the selected orders.
Click Arrive All to arrive all titles in the list. To arrive some of the orders: press
the CTRL key and select the orders to be sent, then click Arrive.

Right click column headings in the Bulk Arrival list to display Order
Type. Monographs that are arrived will be removed from the list to
be arrived; Standing Orders will remain in the list after each arrival.
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To arrive an order using Bulk Arrival:
1.

On the Order Search activity tab, select the Bulk Arrival node.

2.

Enter the appropriate Order Number 2. Use the Sublibrary, Vendor and
From/To Order Date filters as necessary.

3.

Click Refresh Filter.

4.

Select the orders to arrive and click Arrive, or click Arrive All. The Multi Arrival
Form will appear.

5.

Complete the following fields:


Shipment Date: The date the material was sent by the vendor.



Arrival Date: The date the material was received by the library.



Note: Arrival note that will be assigned to all arrived orders. It can be
left empty.



Print Arrival Slips: Indicates whether or not arrival slips should be
printed.



Create Invoice: Indicates whether or not a General Invoice and Line
Items should be created for the orders that are being arrived. An
invoice will be created only for orders that have no invoice line items.



Payment Status: When the Create Invoice check box is selected,
the Payment Status field is enabled.

6.

Click OK. The Bulk Arrival Report window will display indicating the number of
orders selected and the number of arrivals registered.

7.

Click Close. Arrival slips will appear in Print Preview if the option was selected.

8.

If the Create Invoice check box is selected, an invoice will be created with the
corresponding number of line items.
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Unit 8: Invoicing
Invoicing in LINCC is a multi-step process. First, a general invoice is created, then line
items that correspond to individual orders are assigned, the item is noted as received (if
not already done), and the invoice is paid. If only one line item is on an invoice, a shorter
procedure (described at the end of this unit) allows the process to be expedited.

Lesson 1: Retrieving an Invoice
Invoices can be retrieved through the Invoice bar or from an order. Retrieving an invoice
from the Invoice bar will retrieve the entire invoice and all line items will be displayed.
Retrieving an invoice from an order will display the order’s invoice line; other line items
will not be displayed.
To retrieve a general invoice from the Invoice bar:
1.

On the Invoice bar, click the list icon
vendor list, and then select a vendor.

next to the first field to view the

2.

In the adjacent field, enter the invoice number, and then click the blue arrow
(or click the arrow to view available options, and then select the invoice).

To retrieve a general invoice from an order:
1.

Retrieve and display an order in the upper pane.

2.

Select the Invoice node. The Order Invoice Lines tab will appear in the upper
pane, showing the order’s line item. The title is displayed in the Order bar. Use
the Sort Type options if there are multiple invoice lines.
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To view the general invoice header, click Gen. Inv. The view will switch to the
Invoice activity tab. The Invoice Line Items tab is displayed in the upper pane,
with the corresponding line item selected.
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Lesson 2: Viewing the General Invoice Form
The General Invoice form serves as a “header” and includes information about the line
items and the overall invoice.
Invoices node: Upper Pane – Tab 1. Invoice

The following fields and options are available on the 1. Invoice tab:


Line Items: The number of line items on the invoice.



Total Amount Gen. Inv.: The amount recorded in the Total Amount field.



Total Amount Line Items: System calculated.



Vendor Code: (Mandatory) System generated.



Invoice Number: (Mandatory) System generated from the number entered on
the Invoice bar.



Net Amount: (Mandatory) The amount specified on the invoice for all of its
orders. If using the Shipment, Overhead, Insurance, and Discount Amount
fields, exclude these amounts from the Net Amount field. If those fields are not
used in this form, include their total in the Net Amount field.



Shipment Amount: The surcharge for postage and packing.



Overhead Amount: The surcharge for reasons other than shipment or
insurance.



Insurance Amount: The surcharge for insuring the delivery.



Discount Amount: The discount applied to the invoice by the vendor.



Total Amount: (Mandatory) Automatically calculated when the window is
refreshed. Total amount = (Net Amount + Shipment + Overhead + Insurance) –
Discount.



Total, Incl. VAT: Not used.



Local Amount: Not used; system assigned. Used for foreign currency.
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If the Shipment, Overhead, Insurance, and Discount Amount fields
are completed, the total of the fields will be prorated as an added
amount to each line item. If you do not want to have the added
amount prorated among all the line items, incorporate these
amounts into the Net Amount and then create separate line items
for them. If separate line items for these amounts are created, the
Total Amount should equal the Net Amount.
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Note: A text note up to 60 characters in length.



Refers to Invoice: Used if the invoice is the continuation of another invoice.



Type: (Mandatory) Used for informational purposes only. Can be REG
(regular), PRO (proforma), or DEP (deposit). If left blank, the default is REG.



Status: (Mandatory) Used for informational purposes only. Can be REG
(regular) or SUP (supplement). If left blank, the default is REG.



Currency: (Mandatory) USD (US dollar).



Explicit Ratio: Ignore. Used for foreign currency.



Debit/Credit: (Mandatory) Used to indicate Debit or Credit. The default is
Debit.



Invoice Date: (Mandatory) The date that the invoice was prepared by the
vendor.



Received Date: The date that the invoice was received by the library. The
default is the current date.



Shipment Date: The date that the material was sent by the vendor to the
library. The default is the invoice date.



VAT Recipient: Not used.



VAT Percent: Not used.



VAT Amount: Not used.



VAT per Line Item: Not used.



Add VAT to Amount: Not used.



Update: Updates changes made to the invoice.



Refresh: Used to recalculate Total Amount and the Local Amount after the
Total Amount has been reset to zero.



Delete: Deletes the invoice.



Change Inv. No.: Changes the invoice number.



Print: Produces a print out of the General Invoice header and line items.



Cancel: Cancels changes to the invoice.
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Invoices Node: Upper Pane – Tab 2. Payment

The following fields and options are available on the 2. Payment tab:


Line Items: The number of line items on the invoice.



Total Amount Gen. Inv.: The amount recorded in the Total Amount field.



Total Amount Line Items: System calculated.



Payment Date: (Mandatory) The date on which the general invoice was paid.
This field should be left blank if the invoice is not yet paid.



Check Number: The number of the check used to pay the general invoice.
This field should be left blank if the invoice is not yet paid.



Amount: (Mandatory) The amount that was, or will be, paid. (To automatically
enter the amount from the Total Amount field, select “P” in the Status field and
click OK.)



Status: (Mandatory) The appropriate pay status. Note that if the payment date
was completed, status “P” must be selected. Recognized statuses include:


N: Not ready to be paid.



R: Ready to be paid.



Y: Payment authorization given.



P: Paid.



Approval Dep.: Not used.



Approval Number: Not used.
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Lesson 3: Adding a General Invoice and Line Items
Invoicing begins with creating a general invoice – the line items are added to it and the
general invoice is paid. When orders are added to an invoice, their invoice status
becomes Complete. The order status changes to CLS (Closed) when the invoice is
marked Paid on the General Invoice Form. The encumbrance will be deactivated and
funds will be expended.
To add a general invoice:
1.

On the Invoice bar, click the list icon
vendor list, and then select a vendor.

2.

In the adjacent field, enter the invoice number printed on the invoice received,
and then click the blue arrow.

3.

When prompted to create an invoice, click Yes.

4.

The general invoice will appear in the upper pane. Click the 1. Invoice tab and
complete the following fields:

5.
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next to the first field to view the



Net Amount: Enter the subtotal on the invoice if shipping and
handling, overhead, insurance, and discount amounts will be entered
separately. Enter the total of the invoice if all amounts are not to be
separated.



Shipment Amount: Enter the shipping and handling amount. This
amount will be added with other amounts and prorated among the
line items.



Overhead Amount: Enter the overhead amount. This amount will be
added with other amounts and prorated among the line items.



Insurance Amount: Enter the insurance amount. This amount will be
added with other amounts and prorated among the line items.



Discount Amount: Enter the added amount. This amount will be
added with other amounts and prorated among the line items.



Refers to Invoice: Enter referral information, as necessary.



Type: Select the invoice type. The default is REG.



Status: Select the status.



Currency: Select USD (US dollar).



Debit/Credit: Select Debit or Credit, as appropriate.



Invoice Date: Select an invoice date.



Received Date: Select a received date.



Shipment Date: Select a shipment date.



Note: Enter a note, if needed.

Click Update.
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To add line items to an invoice:
1.

Select the Line Items node. The Invoice Line Items form will appear.

2.

In the upper pane, click Add.

3.

The Get Order window will appear. Use the Index and Index Text fields to
search for the order to be added to the invoice. This can be accomplished in
one of two ways:


Use the Index and Index Text fields to search by Order Number.



Click the
icon next to the Index Text field to view the Order Index.
Limit the search and select the order to be added. Click Select.

4.

The 1. Line Item tab will appear in the lower pane; mandatory fields are
marked with an asterisk.

5.

Complete the following fields:
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Vendor Code: Automatically entered based on the code used in the
general invoice.



Net Amount: Enter the actual cost of the order displayed on the
invoice.



Added Amount: If prorating, the system will automatically calculate
this information by taking the added amounts in the general invoice
(shipment, overhead, insurance, and discount amount) and distribute
them to the individual line items on the invoice.
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Total Amount: Automatically calculated to include the Net Amount
and the added amount. The Total Amount may also be overridden
and another amount entered.



Local Amount: Automatically calculated based on the Total Amount
and the effective exchange rate of the currency detailed in the
Currency field.



Number of Units: Verify that the number of copies ordered is the
same as the number received and invoiced. By default, this is the
number of units ordered.



Debit/Credit: Select Debit or Credit, as appropriate.



Invoice Number: Automatically completed, based on the number
entered for the general invoice.



Estimated Price: Automatically completed, based on the value that
was entered in the Final Price field on the 4. Quantity and Price tab of
the Order Form.



Currency: Defaults to USD (US Dollar).



Object Code: Select the object code.



Note: Enter a note up to 60 characters in length.



Order Completely Invoiced: Select this check box if the order is
completely invoiced. Clear this check box if the order is not complete
(e.g., if two have been ordered and one is being invoiced).

When the invoice is complete, if the invoiced amount is different
than the encumbrance, the budget is debited according to the
invoiced amount.
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6.

Click Refresh and review the updated information. If any shipment, overhead,
insurance, or discounted amounts were entered in the general invoice, a
prorated amount will be calculated and displayed in the Added Amount field.
The total amount for the order will also be calculated.

7.

Click Add to add this line item to the invoice. If material has not been noted as
arrived, a prompt will appear with the option to arrive the item. Click Yes to
note the order’s arrival in the system.

8.

Repeat the steps above until every order listed on the invoice has been
entered.

9.

When all corresponding orders are entered, the total amounts for the General
Invoice and the Line Items fields should be the same. Click Close to close the
invoice.
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If the invoice has been set up to allow the Added Amount to be
prorated among the line items, the Net Amount on the general
invoice and the amount of the line items may be off by up to three
cents. LINCC will automatically correct this rounding error. LINCC
will also add up to three cents in an attempt to balance unbalanced
invoices.
It is also possible to enter all the line items first, then enter the Net
Amount to match the amount of the line items.

To modify a general invoice:
1.

Use the Invoice bar to find an invoice.

2.

Select the General Invoice node.

3.

In the upper pane, edit the invoice.

4.

Click Update.

To modify a line item:
1.

Use the Invoice bar to find an invoice.

2.

Select the Line Items node.

3.

In the upper pane, select the appropriate line item.

4.

In the lower pane, edit the details of the line item.

5.

Click Update.

To change an invoice number:
1.

Use the Invoice bar to find an invoice.

2.

Select the General Invoice node. Click Change Inv. No.

3.

In the window that appears, enter the new invoice number.

4.

Click OK.
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To delete an invoice:
1.

Use the Invoice bar to find an invoice.

2.

Select the General Invoice node.

3.

In the upper pane, click Delete. When prompted to delete the general invoice,
click Yes.

Marking an invoice as Paid changes the order status of attached orders to CLS (Closed)
and expends the encumbered budget.
To pay an invoice:
1.

Use the Invoice bar to find an invoice.

2.

Select the General Invoice node.

3.

In the upper pane, click the 2. Payment tab.

4.

Complete the following fields:

5.
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Payment Date: Enter the date on which the invoice was paid.



Check Number: Enter the number of the check that was used to pay
the invoice.



Amount: Enter the amount paid. If left blank and the status is
changed to P (Paid), the amount from the Total Amount field of the
general invoice will be entered.



Status: Change the status to P.

Click Update.

FLVC 03/31/10

LINCC Acquisitions

Unit 8

The system keeps track of changes made to invoice payment status and invoice notes.
To use the Invoice Payment Log:
1.

Retrieve an invoice and click on the Invoice Payment Log node. The
Order/Subscription/Invoice log list will appear in the upper pane. All general
invoice notes and payment status entries are shown by default. Filter the list to
view either only notes or only payment status.

2.

To add a user note, click Add in the upper pane. The lower pane will activate.

3.

Enter the note in the User Note field and click Update.

To print an invoice:
1.

Use the Invoice bar to find an invoice.

2.

Select the General Invoice node.

3.

In the upper pane, click Print.
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Lesson 4: Using an Alternative Method to Invoice Indirect Costs
Indirect costs (i.e., shipping, overhead, insurance) can be tracked separately and do not
have to be prorated into the cost of each order.
To use the alternative method of invoicing indirect costs:
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1.

When creating the general invoice, enter the total amount of the invoice
(including all indirect costs) in the Net Amount field. Leave the other amount
fields blank (Shipment, Overhead, Insurance, Discount).

2.

After entering all corresponding orders as line items, a line item for a nonbibliographic item should be created. To do this, select the Line Items node
and click Add. When the Get Order window appears, instead of choosing an
order, click Ignore.

3.

The Line Item form will appear in the lower pane; the 2. Order Info tab will
contain no corresponding bibliographic data. Complete the following fields:


Net Amount: Enter any or all of the indirect costs.



Object Code: Select Invoice to denote that this is not attached to an
order.



Note: Enter a note (up to 60 characters) describing the charges.

4.

To assign these charges to a particular budget, click Budgets. The Budget List
of Invoice window will appear. Complete this form (just as for a regular order),
and then click Add Budget. Click Close and return to the Line Item window.

5.

Click Add to add this line item to the general invoice.
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Lesson 5: Creating an Invoice with One Line Item
If the invoice being registered only contains one line item, a general invoice and the line
item can be created in one step.
To create an invoice with one line item:
1.

Find the order and select it in the upper pane.

2.

Select the Invoice node. The 1. Order Invoice Lines tab will appear in the
upper pane.

3.

Click New. In the window that appears, enter the invoice number and click OK.

4.

In the lower pane, complete the following fields:


Net Amount: Enter the total cost of the order.



Debit/Credit: Select Debit or Credit, as appropriate.



Invoice Date: Enter the date the invoice was prepared by the vendor.



Received Date: Enter the date the invoice was received by the
library. If no date is entered, the current date will be entered.



Shipment Date: Enter the date the material was sent by the vendor
to the library. If no date is entered, the invoice date will be entered.



Object Code: Select one of the object codes listed.



Note: Enter a note (up to 60 characters) describing the charges.



Order Completely Invoiced: Select this check box if the order is
complete.

5.

Click Refresh and verify the updated information. Click Add to create the
invoice.

6.

If material has not been arrived, a prompt will appear. Click Yes to arrive the
material.

Lesson 6: Creating an Invoice Using the Bulk Arrival Feature
Invoices for monograph orders can be created using the Bulk Arrival feature.
To create an invoice using the Bulk Arrival feature:
1.

From the Order Search activity tab, click on the Bulk Arrival node.

2.

In the upper pane, search for the materials to be arrived, using Order Number
2, Sublibrary, Vendor, and From/To Order Date.

3.

Select the orders to be arrived and invoiced and click Arrive. The Multi Arrival
Form will appear.
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4.

Select the Create Invoice check box. The Payment Status field will become
active although it appears gray.

5.

Choose a Payment Status for the invoice and click OK. The Bulk Arrival
Report will appear. The Information includes details regarding the total number
of retrieved orders, total number of arrival records (successful and failed
actions), General Invoice number and line items (successful and failed
actions), and failed budget transactions.

6.

Close the Bulk Arrival Report and the invoice will be created. Invoices that are
created using Bulk Arrival are given a system-assigned sequential invoice
number.

7.

Retrieve the General Invoice using the Invoice Search bar. Choose the
General Invoice node. In the upper pane, click Change Inv. No. to correct the
invoice number.

Some Methods of Acquisitions, such as Purchase Free and Gift,
and some Order Types, such as Standing Orders, will allow an
order to be arrived using bulk arrival, but the invoice feature will
not work for these orders. If Create Invoice is selected on the
Multi Arrival Form, an invoice will be created, but orders with
these Acquisition Methods or Order Types will not be added to it
as a line item.
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Unit 9: Managing Standing and Serial Orders
Managing standing orders is a complex process that is supported in LINCC. In many
cases, a single bibliographic record can manage the standing order. A standing order
record is usually for monographs in series (for example, "Great Artists of the World") or
for monographs of a particular subject matter. In either case, the order is usually for
volumes that are due to be published in the future. A standing order is an open-ended
order that remains in effect until it is canceled. It is usually not known in advance the
number of volumes that will be received or the price of each volume.

Lesson 1: Creating Standing and Serial Orders
A standing or serial order is created in the same way as a monograph order. However,
there are differences on the order form, and standing and serial orders remain openended with the vendor until they are cancelled.
To create standing orders:
1.

Use a Find or Browse search to retrieve a bibliographic record, and then click
Orders. If the record is in the database, the Order List tab will appear in the
upper pane. Click Add.

2.

In the window that appears, select Serial or Standing Order, and then click
OK.

3.

The order form will appear in the lower pane. Creating order records for serials
and standing orders is similar to creating order records for monographic
orders; however, information entered on the 3. Vendor information and
4. Quantity and Price tabs is slightly different. Click the 2. General tab and
complete fields as described in Unit 3.
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4.

Click the 3. Vendor tab. The differences on the standing order form (compared
to the monograph order form) are indicated in the image below.

5.

Complete the following fields:

6.
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Claim Date: (For standing orders and serials.) Enter a claim date. If
no date is entered, the field will be updated automatically. For
standing orders, the calculation is Order Date plus Max Arrival Days.
For serials, the calculation is Order Date plus Delivery Delay
recorded on tab 3 of the vendor record.



Max. Arrival Days: (For standing orders.) Enter the maximum
number of days that may elapse between volumes. If volumes have
not yet been received, this is the maximum number of days that may
elapse after the order is sent to the vendor. For an initial standing
order, enter 90 days. After the first piece arrives, change this to 365
days. This field is used in the Claim Report for standing orders.



Subscription Start and Subscription End: (For serials.) Enter the
start and end dates of the serial subscription. If a start date is
entered, an end date is required. This field can be left blank.



Budget Cycle: Enter a number for the budget cycle. This defines the
cycle of annual budgets to be encumbered for the subscription in the
following way: If “1” is entered, each annual budget will be
encumbered in turn as new budgets are opened. If “2” is entered,
every other budget will be encumbered, and so on. This also affects
whether the renewal date will be changed by year one, two, etc.,
when the Subscription Renewal Letters service is run.



Renewal Date: This is the date on which the subscription should be
renewed or cancelled. This field can be left blank. However, if the
vendor is contacted each year to renew the title, it may be helpful to
enter a renewal date on the order form. The date in the Subscription
End field can also be set to several years in the future (e.g., 2009).

Click the 4. Quantity and Price tab and complete the appropriate fields. When
placing a standing order, the option to Create Item Records automatically is
not available on the order form. To create an item record so that it displays in
the LINCCWeb catalog (OPAC) as On Order, do so manually by selecting the
Items/Subscriptions node and an item record.
FLVC 03/31/10

LINCC Acquisitions

Unit 9

7.

Encumber a budget.

8.

Click Add. The Order List window will appear. Click Send.

9.

When prompted, click OK. The status of the order will be changed to RSV
(Ready to Send to Vendor).

10. On the Services menu, point to Orders and Claims, and then click Send List
of Orders to a Vendor. A report submittal form will appear.
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11. Complete the following fields:


Report Output File: Enter a unique file name. The file name must be
entered in lowercase, with no spaces or special characters except
underscore and hyphen. It may be helpful to add the date and the
name of the vendor in the file name. This file name will appear in the
Task Manager, where the report will be retrieved.



Vendor Code: Click the list icon
to view the vendor list, and then
select a vendor. If left blank, the system will search for RSV (Ready
to Send to Vendor) orders for every vendor.



Sublibrary: Select a sublibrary to limit the order, or select All.



Method of Acquisition: Select a specific method of acquisition to be
used for the report, or select All.



Order Groups: Select All.



Update Database: Select Yes to produce the list of orders to be
sent; the order status will be changed from RSV to SV. It is important
to run this service with “Yes” selected so that the database is
updated.
If No is selected, the system will produce the list of orders to send to
the vendor but will not change the order status from RSV to SV.
Selecting “No” is optional and is a way to check that all orders have
been included on the list before updating the database, thus
providing the opportunity to modify orders as necessary.



Report Format: Select a report format:
o

00 - Original Format produces a list with all fields including
Title, Author, Order Number, Order Group, ISBN/ISSN,
Acquisition Method, Doc. Number, No. of Items, Sublibrary,
Unit Price, Currency, Price, and Delivery Type.

o

01 - Brief Format produces a list with only Title, Author,
ISBN/ISSN, No. of Items, Unit Price, and Price.

o

02 - EDI Order List produces a letter that is the same as
the 00 format but for orders that are sent by EDI. Use this
format if the Custom Service – Orders Sent by EDI will be
used.

12. When finished, click Submit.
13. Retrieve and print the letter from the Task Manager.
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Lesson 2: Arriving Standing Orders
In order to include title- and volume-specific note information in the arrival record,
arriving must be done as a separate step rather than as part of the invoicing process. If
this information does not need to be recorded on the arrival record, arriving can be done
as part of the invoicing process. A standing order is never completely arrived until it is
manually closed.
To arrive as a separate step:
1.

Use the search features or the Order Index to find the order.

2.

Select the Arrival node.

3.

The Arrival List will appear in the upper pane; click Add. (The Order
Completely Arrived check box cannot be selected because standing orders are
never completely arrived.)

4.

Enter the number of units arrived and a note in the Note field to record the
volume received, if desired. For example, record the edition or volume
information. The note can be up to 60 characters in length.

5.

The Auto Update Exp. Arrival Date check box is selected by default. Clear
the check box to manually enter the expected arrival date for the next volume,
if desired.

6.

Click Add. The updated information will be displayed in the upper pane.

7.

Once an Arrival List has been created, retrieve it by selecting the Arrival node.
Volumes can be added as they are received. An entry can be modified by
editing its details in the lower pane, or deleted by clicking Delete.
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Lesson 3: Invoicing Standing Orders
Invoicing standing orders is accomplished in the same manner as invoicing monographs.
A standing order is never completely invoiced until it is manually closed.
To invoice standing orders:
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1.

Find the order. Select the Invoice node.

2.

Click New. In the window that appears, enter the invoice number, and then
click OK.

3.

The lower pane will become active. For standing orders and serials, the Check
Subs. Date Overlap check box is selected as the default. To use this feature,
leave the check box selected and enter the subscription coverage period of the
invoice. To turn this feature off, clear the check box.

4.

When finished, click Add. When prompted to arrive the material, click No since
it has been arrived separately.
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The Invoice and Arrival statuses recorded on the order are both Ptl (Partial). Unlike
monographs, which show a status of Cmp (Complete), standing orders will continue to
reflect a partial arrival and invoice status. The fields on the order form will appear, but
will remain unchecked.

Lesson 4: Renewing Standing Orders and Serials
For serials and standing orders, it is recommended that the same order be used and
edited each year, as needed.
To modify the order to renew a standing order:
1.

Retrieve and display an order in the upper pane.

2.

In the lower pane, click the 2. General tab and edit the fields as necessary. For
example, Order Number 2, Order Number 3, and Order Group may need to be
changed.

3.

Click the 3. Vendor tab and edit the Subscription Start, Subscription End,
and Renewal Date fields, if they have been used.
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4.

Click the 4. Quantity and Price tab, and edit the Unit Price and List Price
fields as necessary. If desired, enter information from previous orders in the
Price Note field.

5.

Click Update.

6.

It is important to encumber the correct budget. Since the budget will no longer
appear on the order form, select the Encumber node. The Order Budget tab
will appear in the upper pane.

7.

The budget used previously will be displayed. To enter a different budget for
the new fiscal year, click the list icon
next to the Budget Code to Add field,
and then select the correct budget from the list that appears. The new budget
will appear in the Budget Code to Add field.
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8.

The Encumbrance field will be set to 0.00. Click Encumber. The amount
recorded in the order’s List Price field will display in the Encumbrance field.

9.

Click Add Budget. A line with the new budget and the Enc/Active Amount will
be added in the Order Budget tab.

10. Select the Order List node. In the upper pane, click Print/Cancel.
11. In the window that appears, select Send Order Letter to Vendor and click
OK.

12. When prompted, click OK. The order’s status will become RSV (Ready to Send
to Vendor).
13. On the Services menu, click Send List of Orders to a Vendor.
14. Complete the form that appears, and then click Submit.
15. Retrieve the letter from the Task Manager. The order’s status will change to
SV (Sent to Vendor).
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Lesson 5: Invoicing Standing Orders in Subsequent Years
The following steps demonstrate the process that occurs when a standing order is
invoiced after additional orders and budgets have been added.
To invoice in subsequent years:
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1.

Retrieve an order and select the title.

2.

Select the Invoice node. The previous invoice will be listed in the upper pane.

3.

Click New. When prompted, enter the invoice number and click OK.

4.

In the lower pane, click the 1. Line Item Form tab and complete the appropriate
fields, entering the Net Amount, Number of Units, and Invoice Date. Click
Add.

5.

When prompted, select a year to invoice and click OK.
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When prompted to arrive material, click No since standing orders are arrived
separately. The two invoices will appear in the upper pane.

In time, the Order Invoice Lines tab in the upper pane will display all the invoices paid for
this order.

Lesson 6: Closing Standing and Serial Orders
A standing order will retain an Order Status of SV (Sent to Vendor) and Invoice and
Arrival Statuses of Ptl (Partial) until it is manually closed.
To close standing orders:
1.

Use the search feature or the Order Index to find an order.

2.

Select the Order List node.

3.

In the lower pane, click the 2. General tab. Change the Order Status to CLS
and select the Invoice Status Complete and Arrival Status Complete check
boxes.
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Lesson 7: Updating Serial Subscription Records
Changes to various fields in the vendor information tab of a serial order record
automatically affect the equivalent fields in the related subscription record. The order
number must be present in the subscription record. This option is the result of an Aleph
table setting that is customizable by college.
To update serial subscription records:
1.

Use the search feature of the Order Index to find an order.

2.

Select the Order List node.

3.

In the lower pane, click the 3. Vendor tab. Changes to the following fields will
also result in changes to the fields in the subscription record: Vendor Code,
Vendor Reference, Delivery Type, and Subscription Start/End Dates.

Updating the “Subscription Start Date” field in the Order Record to a
date later than the current date triggers the creation of a new
subscription record, using the “Create New” functionality. This
functionality closes the existing subscription record by updating the
End Date to the day before the new Start Date and opening a new
subscription.
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Unit 10: Claiming
Claims are usually sent to the vendor if an ordered item does not arrive when expected
or is damaged. Claims can be sent manually or as a batch process. Both methods will
produce a letter that can be sent to the vendor.

Lesson 1: Recording Claims Manually
Manual claiming is accomplished one order at a time.
To record a claim manually:
1.

Use the Order Search or Order Index to find the order to be claimed.

2.

Select the Claims node. The Order Claim List tab will appear in the upper
pane. Note that the order’s title is still displayed in the Order bar.

3.

In the upper pane, click New Claim. The claim form will appear in the lower
pane.
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Complete the following fields:


Letter Format: Select the letter format. Available options include:
Claim, Partial Arrival, Damaged Material, No Invoice, Second Claim,
and Third Claim.



Claim Date: Enter the claim date, or click the arrow to select a date
from the calendar.



Claim Text: Enter a note, as necessary.



Auto Update Exp. Arrival Date: Leave this check box selected to
enable LINCC to update the Expected Arrival Date of the material.
Clear the check box to enter a date manually.

5.

Click Add. A print preview of a claim letter will appear.

6.

The newly registered claim will appear in the Order Claim List tab in the upper
pane. New claims for this title will be added to this list.

To note a reply from the vendor at a later time:
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1.

Retrieve an order.

2.

Select the Claims node. The Order Claim List tab will appear in the upper
pane.

3.

In the lower pane, enter the appropriate date in the Reply Date field and then
enter the vendor’s reply or select an appropriate entry from the drop-down list.

4.

Click Update. The reply will be recorded in the Order Claim List tab.
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Lesson 2: Batch Claiming
Materials may be claimed as a batch process rather than one at a time. In order to do
this, the Batch Claiming check box on the 3. Vendor tab of the order form must be
selected.

The following directions apply to monographs; however, similar services for serial orders
and standing orders are also available.
To run the batch claiming process for monographs:
1.

On the Services menu, point to Orders and Claims, and then click Claim
Report & Letters for Monograph Orders (acq-12).
This service creates two files: a report that lists all items which have not arrived
and a letter that can be sent to the vendor. The report produces two printouts:
one that will list all orders for which the Batch Claiming check box was
selected, and the other for which the Batch Claiming check box was not
selected.
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Complete the following fields:


Report Output File: Enter a unique file name. File names must be
entered in lowercase, with no spaces or special characters except
underscore and hyphen. It may be helpful to add the date and the
name of the vendor in the file name.



Print Letters: Select Yes to produce letters. Select No if letters
should not be produced.



Claim Letter Output Type: Select either separate claim letters or list
of all claims per vendor.



Letter Output File: Enter a unique file name if producing letters. It
may be helpful to add the date and the name of the vendor in the file
name.
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Update Database: If printing letters, select Yes to update the counter
that keeps track of the number of claim letters sent; the claim letter
will be entered in the List of Claims. If No is selected, letters will be
produced, but the system will not record that letters were sent.



Sublibrary: Select the campus which claims should be limited to, or
select All.



Vendor Code: Click the list icon
select a vendor code.



Number of Claims Already Sent: Leave blank to include all claims.
Enter an appropriate number (e.g., 1,2, etc.) to limit the report.

to view the vendor list, and then

3.

When finished, click Submit.

4.

Retrieve and print the letter from the Task Manager.
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Unit 11: Using the Task Manager
The Task Manager enables staff to view or print reports and letters and to monitor the
progress of various jobs that have been run or are running. The Task Manager is located
in the Administration activity tab in each module. Depending on the module, the Task
Manager will be present with other functions (e.g., Course Reserves, Partners, and
Budgets), or it will be the only entry (as in the Cataloging module).
The Task Manager has four nodes: File List, Batch Log, Batch Queue, and Print
Daemon. Print Daemon is not used.

Lesson 1: Using the File List
The File List is used to view or print reports and letters that have been run from the
Services menu in any module or that have been placed there by FLVC. It is the most
commonly used function of the Task Manager. The files on the server are displayed in
the lower pane; files that have been copied to the local computer are displayed in the
upper pane.
Key sections are described below:


Library: Indicates the library to which the user is connected, such as the
XXX50, XXX30, or FCC01, etc.



Clear Filter: Used to remove a filter which was created by using the View
Printouts button in the Batch Log node so that all files on the remote server are
shown in the lower pane.



Delete: Used to delete reports or letters that have been copied to the upper
pane. Functional only for local files.



Rename: Used to rename reports or letters that have been copied to the upper
pane. Functional only for local files.
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Print: Prints the selected file. Can be used with Local or remote files.



Refresh: Refreshes the list of files shown in the lower pane. Functional only for
remote files.



Print Configuration: Used to determine how the report or letters will be
printed. The default view is Print Preview. Other options are Normal Printing
(used with e-mail), View Raw XML, and Browse XML.



Setup Type: Active when Normal Printing is selected. Used to determine how
the report or letter will be printed. Options are Print, E-mail, or Both.



Print Setup: Active when Normal Printing is selected. Options are Y or N.



Sort By: Sorts the files in the upper and lower panes. The default is Date/Time
Descending.

To print a report or letter in the File List:
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1.

Click the Administration activity tab in any module.

2.

Click the File List node.

3.

Locate the desired report or letter in the lower pane.

4.

Click Print to display a print preview (or double-click the file to transfer it to the
upper pane and then click Print).
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If a report that has been submitted does not appear in the File List,
contact the Service Desk. The submittal form’s parameters may be
causing it to retrieve too large a set of records to enable it to finish in
a reasonable amount of time.
For example, the date range may be too large or a sublibrary may not
have been selected, causing the report to run for the entire college.
FLVC can end any job that is taking too long to run. The submittal
form can be reviewed, changes made to narrow the report, and the
report can be resubmitted.

Lesson 2: Navigating the Batch Log
This lesson provides a closer look at the functions of various elements of the batch log.
The Batch Log can be used to monitor the running of each job and to troubleshoot jobs
in which a problem occurred. It lists the batch processes that have run or are currently
running.
Batch Log Node: Upper Pane – Batch Log tab
When the Administration activity tab is clicked and the Batch Log node is selected, the
Batch Log appears in the upper pane. The Batch Log tab displays each job with basic
information about it.

The following fields and options are available on the Batch Log tab:


Library: Indicates the library to which the user is connected, such as the
XXX50, XXX30, FCC01, etc.



Print ID: Not used.



Type: Filters the list of jobs based on the selection made. Choices are tied to
USERID and module and include: All, Only Mine, Run from server, Acquisition,
Cataloging, Circulation, ILL, Indexing, Items, Serial, Staff, and System.



Status: Filters the list of jobs based on the status of the job. Choices are: All,
Success, Done with errors, Abort, Running, and Failed.

FLVC 03/31/10

113

Unit 11

LINCC Acquisitions



Date From/Date To: Filters the list of jobs according the date the job was run.



Service Form: Retrieves the submittal form corresponding to the selected job.
Changes can be made to the form as needed and resubmitted if the report
does not contain desired results.



View Printouts: Filters the File List so that only print outs associated with the
job selected in the Batch Log are shown in the lower pane of the File List. To
remove the filter so that all files appear in the lower pane of the File List, click
Clear Filter.



Refresh: Refreshes the list of files shown in the upper pane.

To use the Service Form:
1.

Select a job in the upper pane.

2.

Click the Service Form button.

3.

Review the form and make any necessary changes.

4.

Click Submit.

5.

Click the File List node, and then click Refresh in the upper pane. The new
report will be listed in the lower pane.

If the report does not appear immediately, it may still be running.
Click Refresh again until the file appears in the lower pane of the File
List.

To use the View Printouts feature:
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1.

Select the job in the upper pane.

2.

Click View Printouts. The focus will shift to the File List. The only file
displayed in the lower pane will be that corresponding to the result of the
selected job.

3.

Click Print to display a print preview (or double-click the file to transfer it to the
upper pane and then click Print).

4.

In the File List upper pane, click Clear Filter to remove the filter. All files will be
displayed in the lower pane.
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Batch Log Node: Lower Pane – Tab 1. Batch Job Details
The 2. Batch Job Details pane displays more complete details about the job selected in
the upper pane.

Batch Log Node: Lower Pane – Tab 2. Log File
The 2. Log File tab displays complete data from the log file about the job selected in the
upper pane.
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Lesson 3: Using the Batch Queue
The Batch Queue displays the jobs waiting to be run. Jobs will run as soon as previously
submitted jobs finish. The Batch Queue can be used in conjunction with the Batch Log to
troubleshoot problems with reports and letters.

Fields in the Batch Queue are described below:
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Library: Indicates the library to which the user is connected, such as the
XXX50, XXX30, FCC01, etc.



Status: Indicates whether the Batch Queue is running or not running. Reports
and other services will only be run if the Batch Queue is running. If it is not
running, FLVC must be contacted to restart it.



Delete: Deletes the highlighted job to prevent it from running.



Change Runtime: Enables staff to change the date and/or time a job will run.
Clicking this option will cause the Change Entry’s Runtime dialog window to
appear so that the date and time during which the job will run can be changed.



Refresh: Refreshes the list of files shown in the batch queue.
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Unit 12: Running Reports and Services in the
Acquisitions/Serials Module
A list of new monograph orders can be printed by using the Monograph Orders – Status
“NEW” (acq-02-03) service or the General Retrieval Form (acq-02-01). Both methods
must be followed with the Print Acquisitions Records (acq-03) service. Reports are
retrieved from the Task Manager.

Lesson 1: Using the Monograph Orders Status New Report
The Monograph Orders – Status “NEW” service can be limited by Open Date and
Sublibrary/Order Unit. This service retrieves only orders with an order status of NEW.
To print the Monograph Orders – Status NEW report:
Step 1: Complete the Monograph Orders – Status “NEW” form.
1.

On the Services menu, point to Retrieve and Print Acquisitions Records,
and then click Monograph Orders – Status “NEW.” The report submittal form
will appear. This form will retrieve records based on selected criteria. Fields
marked with an asterisk are mandatory.
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Complete the following fields:


Input File: Leave this field blank.



Output File: Enter a name for the output file. The file name must be
entered in lowercase, with no spaces or special characters except
underscore and hyphen.

Place the cursor in the Output File field and press CTRL+C to copy
the Output File name for later use. Press CTRL+V to paste the file
name in the next form.

3.



From Order Open Date and To Order Open Date: Use these fields
to limit the report to orders created on a particular day or days. The
From Order Open Date field defaults to the year 2005.



Sublibrary: Select one or more Sublibrary fields to narrow the
retrieval results. Selecting no sublibraries will retrieve all new orders
created by the college.



Order Unit: Ignore this field.

When finished, click Submit.

Step 2: Complete the Print Acquisition Record service.
1.
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On the Services menu, point to Retrieve and Print Acquisitions Records,
and then click Print Acquisitions Records. The Print Acquisition Records
form will appear. This form is used to print the records that were retrieved in
Step 1.

FLVC 03/31/10

LINCC Acquisitions
2.

3.

Unit 12

Complete the following fields:


Input File: Enter the Output File name that was used on the previous
form. (In this example, test_new was used as the Input File name.)



Output File: Enter a name for the file that will be created from this
report. The file name must be entered in lowercase, with no spaces
or special characters except underscore and hyphen. In this
example, the file has been named test_new_print.



Report Formats: Select a report format. Format 01 will sort the titles
alphabetically and will provide a total price if one of four price fields
has been selected in the Report Fields list.



Report Fields: Select categories to tailor the report. These
categories will appear on the printed report as column headings. Use
the scroll bar to view all categories in the list; Title and Author appear
near the end of the list.

Click Submit.

Step 3: Retrieve the report from the Task Manager.


Retrieve the report from the Task Manager.
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Lesson 2: Using the General Retrieval Form
The General Retrieval Form (GRF) should be used if the orders have an order status
other than NEW, or if the report needs to reflect any other grouping of orders (e.g., Order
Number 2, Order Group).
To use the General Retrieval Form to print lists of orders:
Step 1: Complete the General Retrieval Form to retrieve records.
1.

On the Services menu, point to Retrieve and Print Acquisitions Records,
and then click General Retrieval Form. The General Retrieval Form will
appear. This form includes Retrieve By fields for seven types of data; each
Retrieve By type field includes five subfields in which parameters can be
entered.

2.

Complete the following fields:

3.



Input File: Leave blank.



Output File: Enter a file name. The file name must be entered in
lowercase, with no spaces or special characters except underscore
and hyphen. (In this example, the name orders_0103-0113 was
used.)



Use Hierarchy Budget: select Yes or No, based on preference.



Retrieve By: Click the arrow next to the Retrieve By field to view
fields that can be used to retrieve data. Double-click the option in the
list to select it. In the Retrieve By subfield, enter the data on the
records to be included in the report.

In the example: Order number 2 was selected as the first Retrieve By
field. TEST was entered in the Retrieve By subfield since the word
TEST had been entered in the Order Number 2 field on numerous
orders. The Date Order Opened field was selected as a second
Retrieve By field, and From and To dates were entered to limit the
results to Jan. 3, 2006 – Jan. 13, 2006. (Note: Dates must be entered
in the format YYYYMMDD.)
Click Submit. A prompt indicating that the task has been submitted to the
queue will appear. Click OK.

Press CTRL+C to copy the Output File name for later use.
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Step 2: Complete the Print Acquisitions Records service to format the printed
report.
1.

On the Services menu, point to Retrieve and Print Acquisitions Records,
and then click Print Acquisitions Records. The Print Acquisition Records
form will appear.

2.

Complete the following fields:

3.



Input File: Enter the name of the report that was completed in Step
1. (In the example below, orders_0103-0113 has been entered as the
Input File name.)



Output File: Enter a new file name. This is the file name that will
appear in the Task Manager. The file name must be entered in
lowercase, with no spaces or special characters except underscore
and hyphen. (In this example, the file name orders_0103-0113_print
was used.)



Report Format: Select a report format.



Report Fields: Select column headings to appear on the report.

Click Submit. A prompt, indicating that the task has been submitted to the
queue, will appear. Click OK.

Use CTRL+V to paste the file name in the Output File field, and then
add a number or letter to distinguish this file name from the Input
File name.

Step 3: Retrieve the report from the Task Manager.


Retrieve and print the report from the Task Manager.
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Lesson 3: Using the Change Order Status and EDA in Order Records
(acq-28) Service
This batch service changes the order status and, if desired, the estimated date of arrival
(EDA) of a group of orders. The EDA is the claim date. An input file (for instance, a file
obtained by running the Acquisitions/Serials module’s General Retrieval Form), is
required.
This service has many uses. One example occurs when large invoices time out after
being marked Paid and order statuses are not changed from SV (Sent to Vendor) to CLS
(Closed). The following example illustrates how to use the service to change the order
status.
To use the acq-28 service:
Step 1: Complete the General Retrieval Form to retrieve records.
1.
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On the Services menu, point to Retrieve and Print Acquisitions Records,
and then click General Retrieval Form. The General Retrieval Form will
appear. This form includes Retrieve By fields for seven types of data; each
Retrieve By field includes five subfields in which parameters can be entered.
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Complete the following fields:


Input File: Leave blank.



Output File: Enter a file name. The file name must be entered in
lowercase, with no spaces or special characters except underscore
and hyphen. (In this example, the file name invoice_bt_9835 is used.)



Use Hierarchy Budget: Select Yes or No based on preference.



Retrieve By: Click the arrow next to the Retrieve By field to view
fields that can be used to retrieve data. Double-click the option in the
list to select it. In the Retrieve By subfield, enter the data on the
records to be included in the report.

3.

Copy the name of the Output File to use later.

4.

Click Submit.

5.

A prompt indicating that the task has been submitted to the queue will appear.
Click OK.

Step 2 (Optional): Complete the Print Acquisitions Records service to produce a
list of the orders that will have order statuses changed by acq-28.
While it is not necessary to run the Print Acquisitions Records step, it may be useful to
verify the records for which order statuses are being changed.
1.

On the Services menu, point to Retrieve and Print Acquisitions Records,
and then click Print Acquisitions Records. The Print Acquisition Records
form will appear.

2.

Complete the following fields:


Input File: Enter the Output File name used in Step 1.



Output File: Enter a new file name. This is the file name that will
appear in the Task Manager. The file name must be entered in
lowercase, with no spaces or special characters except underscore
or hyphen.



Report Format: Select the appropriate report format.



Report Fields: Select column headings for the report. In this
example, Order Number, Title, Order Status, Vendor Code, and
Invoice Number were chosen as column headings.

3.

Click Submit.

4.

Retrieve the report from the Task Manager. Verify data as necessary before
running the acq-28 service (Step 3).
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Step 3: Complete the Change Order Status and EDA in Order Records (acq-28)
service to change the order status and/or the EDA for the records retrieved in Step
1.
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1.

On the Services menu, point to Other, and then click Change Order Status
and EDA in Order Records. A form will appear.

2.

Complete the following fields:


Orders Input File: Enter the Output File name from Step 1. In this
example, invoice_bt_9835 is used.



New Order Status: Select the new order status.



Update EDA: Select Yes or No.



New EDA: Complete this field if a new estimated date of arrival is
desired.

3.

Click Submit.

4.

A prompt indicating that the task has been submitted to the queue will appear.
Click OK. The service automatically changes the order status to the selected
status. Verify by repeating step 2 or by retrieving the orders.
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Lesson 4: Using the Replace Vendor – Close and Open Orders and
Subscriptions (acq-27) Service
This batch service changes the vendor for a group of standing orders, serial orders, and
related subscriptions. An input file (for instance, a file obtained by running the
Acquisitions/Serials module’s General Retrieval Form), is required.
When the service is run, the current order or subscription will be closed and a new order
or subscription will be opened. Data is copied from the old order or subscription to the
new order or subscription. Information in the Vendor Reference Number, Vendor Note,
and Vendor Contact fields is not copied from the old order record. The Vendor Order
Number is not copied from the old subscription record.
The new order or subscription will have the new vendor and new subscription beginning
and ending dates for the upcoming year, and the new budget will be encumbered. A
cancellation letter can be produced, if desired.
Before beginning, verify that data is entered as follows on order and/or subscription
records:


Budget Cycle must be 1.



Subscription End date must be later than the Subscription Start date.



Order Status must not be CLS, VC, or LC.

To change the vendor for standing orders:
Step 1: Complete the General Retrieval Form to retrieve records that will be
changed by acq-27.
1.

On the Services menu, point to Retrieve and Print Acquisitions Records,
and then click General Retrieval Form. The General Retrieval Form will
appear. This form includes Retrieve By fields for seven types of data; each
Retrieve By field includes five subfields in which parameters can be entered.
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Complete the following fields:


Input File: Leave blank.



Output File: Enter a file name. The file name must be entered in
lowercase, with no spaces or special characters except underscore
and hyphen.



Use Hierarchy Budget: Select Yes or No based on preference.



Retrieve By: Click the arrow next to the Retrieve By field to view
fields that can be used to retrieve data. Double-click the option in the
list to select it. In the Retrieve By subfield, enter the data on the
records to be included in the report.

3.

Copy the name of the Output File to use later.

4.

Click Submit.

5.

A prompt indicating that the task has been submitted to the queue will appear.
Click OK.
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Step 2 (Optional): Complete the Print Acquisitions Records service to produce a
list of the orders that will be changed by acq-27.
While it is not necessary to run the Print Acquisitions Records step, it may be useful to
verify the records for which order statuses are being changed.
1.

On the Services menu, point to Retrieve and Print Acquisitions Records,
and then click Print Acquisitions Records. The Print Acquisition Records
form will appear.

2.

Complete the following fields:


Input File: Enter the Output File name from Step 1.



Output File: Enter a new file name. This is the file name that will
appear in the Task Manager. The file name must be entered in
lowercase, with no spaces or special characters except underscore
or hyphen.



Report Format: Select a report format.



Report Fields: Select column headings that will appear on the
report. (In this example, Order Number, Title, Order Type, Vendor
Code, Subscription Start Date, Subscription End Date, and
Subscription Renewal Date were chosen as column headings.)

3.

Click Submit.

4.

Retrieve the report from the Task Manager. Verify data as necessary before
running the acq-27 service.
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Step 3: Complete the Replace Vendor – Close and Open Orders and Subscriptions
(acq-27) service for the records retrieved in Step 1.
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1.

On the Services menu, point to Other, and then click Replace Vendor –
Close and Open Orders and Subscriptions. A form will appear.

2.

Complete the following fields:


Orders Input File: (Mandatory) If Step 1 was completed, enter the
name of the Input File in this field. If Step 1 was not completed, leave
this field blank.



Single Order Record Key: Leave blank.



Cancellation Letter File: Enter a name for the file in which
cancellation letters will be saved. If no name is entered, the default
name p_acq_27.can will be used.



Rejected Orders Report File: Enter a name for the report in which
the rejected orders will be listed. If no name is entered, the default
name p_acq_27.rej will be used.



New Vendor Code: (Mandatory) Click the list icon
to view and
select the code of the vendor for the new orders and subscriptions
that will be created.
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New Budget Code: Enter the budget code that will be used for the
new order. A budget encumbrance will be created for the new order.
If the field is left blank, the budget(s) linked to the order in the input
file is used for the new order. If no budget code is entered and the
original order did not have a budget encumbrance, no encumbrance
will be created.



New Order Status: (Mandatory) Select the status of the new order.
To send the order(s) using the Send List of Orders to a Vendor
service, select RSV. If you do not want to send any orders, choose
SV or NEW.



Preserve Old Order Number: (Mandatory) Select the appropriate
option (No, Order Number 2, or Order Number 3).



Produce Orders Cancellation Letter: Select Yes or No.



Cancellation Letter Format: Select a format.



Rejected Orders Report Format: Select a format.

3.

Click Submit.

4.

A prompt indicating that the task has been submitted to the queue will appear.
Click OK.

5.

If the process is successful, new order(s) and/or subscription(s) will be created
and the cancellation letter addressed to the old vendor will appear in the Task
Manager.
If the process is not successful, a rejected report will appear in the Task
Manager. The rejected report will identify the reason for the rejection. Reasons
for rejection include: the Budget Cycle field was not set to 1, the subscription
start and end dates were not entered correctly, the order does not exist, or the
order is a monograph.
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Lesson 5: Using the Transfer Orders from Budget to Budget (acq-31)
Service
This batch service transfers the active and original encumbrances of selected orders
from one budget to another. It does not transfer invoice transactions; only active orders
with statuses other than CLS, VC, or LC are handled by this service.
An input file is required (for instance, a file obtained by running the Acquisitions/Serials
module’s General Retrieval Form). The service performs checks on the budget and the
order levels. Two output files are created: one that includes orders that did not pass the
checks and were rejected, and one that includes orders that have passed the checks
and have been transferred to another budget.
Monograph orders are treated differently than serial and standing orders. Encumbrances
for monographs are transferred to the specified budget. If more than one budget is
encumbered, the original amounts will be aggregated in one new active amount. For
serial and standing orders, if orders are to be transferred from one annual budget to
another annual budget (i.e., the budget is in the format BUDGETCODE-YYYY), only the
transactions that correspond to the year extension of the "budget to" will be transferred.
If orders are transferred from an annual budget to a non-annual budget, only those
transactions that correspond to the year extension of the "budget from" are transferred. If
orders are transferred from non-annual budgets, they are handled the same way as
monograph orders.
To transfer orders from one budget to another:
Step 1: Complete the General Retrieval form to retrieve records that will be
transferred by acq-31.
1.
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On the Services menu, point to Retrieve and Print Acquisitions Records,
and then click General Retrieval Form. The form includes Retrieve By fields
for seven types of data; each Retrieve By field includes five subfields in which
parameters can be entered.
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Complete the following fields:


Input File: Leave blank.



Output File: Enter a file name. The file name must be entered in
lowercase, with no spaces or special characters except underscore
and hyphen.



Use Hierarchy Budget: Select Yes or No based on preference.



Retrieve By: Click the arrow next to the Retrieve By field to view
fields that can be used to retrieve data. Double-click the option in the
list to select it. In the Retrieve By subfield, enter the data on the
records to be included in the report.

3.

Copy the name of the Output File to use later.

4.

Click Submit.

5.

A prompt indicating that the task has been submitted to the queue will appear.
Click OK.

Step 2 (Optional): Complete the Print Acquisitions Records form to produce a list
of orders that will be transferred by acq-31.
While it is not necessary to run the Print Acquisitions Records step, it may be useful to
verify the records for which budgets are being changed.
1.

On the Services menu, point to Retrieve and Print Acquisitions Records
and then click Print Acquisitions Records. The Print Acquisitions Records
form will appear.

2.

Complete the following fields:


Input File: Enter a new file name. This is the file name that will
appear in the Task Manager. The file name must be entered in
lowercase, with no spaces or special characters except underscore
or hyphen.



Report Format: Select a report format.



Report Fields: Select column headings that will appear on the
report.

3.

Click Submit.

4.

Retrieve the report from the Task Manager. Verify data as necessary before
running the acq-31 service.
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Step 3: Complete the Transfer Orders from Budget to Budget (acq-31) service for
the records retrieved in Step 1.
1.

On the Services menu, point to Budget Management, and then click
Transfer Orders from Budget to Budget. A form will appear.

2.

Complete the following fields:

3.
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Input File: (Mandatory) Enter the name of the Input file in this field.
This file name is the same as that in the Output File field in Step 1.



Report Output Name: Enter a file name. The file name must be
entered in lowercase, with no spaces or special characters except
underscore and hyphen.



Reject Report Name: Enter a file name. The file name must be
entered in lowercase, with no spaces or special characters except
underscore and hyphen.



Update Database: To produce a preliminary report before
transferring encumbrances, select No. To transfer the
encumbrances, select Yes.



Transfer to Budget Code: Click the list icon
to view and select
the code of the budget to which the orders will be transferred.



Report Format: Select a report format.

Click Submit.
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If the process is successful, the orders will be transferred. An example of the transfer
report is provided below.

If the process is not successful, the orders that were not transferred will be listed in the
Reject Transfer Order Encumbrance from Budget to Budget Report. The reject report will
identify the reason for the rejection. Reasons for rejection include: orders do not exist in
the database, the order is inactive (i.e., order status of CLS, LC, or VC), the order’s
sublibrary does not correspond to the budget’s sublibrary, the order is already
encumbered against the new budget, or the new budget does not have enough funds to
cover the transaction. The budget check is only performed when the database is being
updated. An example of the rejected transfer report is provided below.
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Appendix A: Glossary
Activity Tabs — Tabs that appear above the Navigation Tree and correspond to major
activities within a specific module. When an activity tab is clicked, the Navigation Tree
and upper and lower panes will display related information and options.
ADM — The three-letter code for the Administrative Library, or database, which is
associated with each community college. This is also represented by XXX50, where
XXX is the three-letter institution code that has been assigned to a specific college. For
example, IRC50 is the Administrative Library for Indian River Community College and
MDC50 is the Administrative Library for Miami Dade College. The ADM contains data
about acquisitions, serials, circulation, and users (library staff and borrowers).
ADM Doc Number — The numeric code assigned to each administrative record.
Generally, administrative records are linked to bibliographic records. The ADM doc
number corresponding to the bibliographic record is different for each college. As a
result, bibliographic records can be searched for and retrieved by the college’s ADM doc
number.
Application Toolbar — The toolbar at the bottom of the screen that indicates the
connection status of the program, the application icons that can be clicked to open or
switch modules, and setup icons that enable customization of the interface.
AUT — The three-letter code for the Authority Library, or database, located on the server
at FLVC and shared by all 28 community colleges. The AUT, also represented as
FCC10, contains the authority records of preferred forms of headings and relationships
between them.
Base — The base, seen in the Search feature in every module, indicates which
database is to be searched. Examples of bases are LINCC BIB, LINCC AUT, OkaloosaWalton BIB, and Library of Congress.
BIB — The FLVC -letter code for the bibliographic library, or database, located on the
server at FLVC and shared by all 28 community colleges. The BIB, also represented as
FCC01, contains the bibliographic records for all community colleges.
Cataloging Bar — The toolbar in the Cataloging module used to search for bibliographic
records by system number. Once a record is selected, the Cataloging bar will contain
brief information about the record, including system number, title, author, and year of
publication.
Client — The LINCC library management system (LMS) functions as a client-server
relationship. The term “client” is used to describe the Aleph software installed on the
local computer. The client interacts with the server located at FLVC.
Functional Mode — The default working mode in each module, visible above the
Navigation Tree. When a record is displayed in any module, the Functional mode
enables specific actions to be taken, such as creating an order and loaning an item. The
alternate mode is Overview mode.
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HOL — The three-letter code for the Holdings Library, or database, located on the server
at FLVC. The HOL, also represented as FCC60, contains the summary holdings records
for all community colleges.
Invoice Bar — The toolbar in the Acquisitions/Serials module used to search for invoices
by vendor or to create a new invoice. Once an invoice has been selected, the Invoice
bar will contain brief information about the invoice, such as vendor and invoice number.
Item Bar — The toolbar in the Circulation and Cataloging modules used to search for
items by selected parameters. Once a record has been selected, the Item bar will
contain brief information about the record such as BIB number, ADM number, title,
author, and year of publication.
Library — A database in LINCC. There are currently five databases: the bibliographic
library (BIB), the authority library (AUT), the holdings library (HOL), the administrative
library (ADM), and the course reading/reserve library.
Local Drive — The hard drive of the local personal computer on which the LINCC client
is installed. The command “Save on Local Drive” will save a bibliographic record to the
local drive and will not update the shared bibliographic database on the server at FLVC.
Lower Pane — The lower right portion of the module interface where information and
available options are displayed. The lower pane is governed by the node selected in the
Navigation Tree. The display can consist of a form, a list, or a record and usually
contains detailed information relating to the line selected in the upper pane.
Menu Bar — The toolbar at the top of the screen that contains drop-down menus with
access to functions that can be accomplished in the module.
Navigation Pane — The area of the screen containing the activity tabs and Navigation
Tree.
Navigation Tree — The Navigation Tree appears on the left side of the screen, in the
Navigation Pane, and contains nodes that can be selected to access information or
perform specific activities. Available options vary according to the activity tab that is
selected. The Navigation Tree is similar in concept to a table of contents which leads to
major functions within the selected activity tab.
Node — Options available in the Navigation Tree that represent various activities and
sub-activities used to navigate within a module. Nodes are dependent on the module
and the selected activity tab. The nodes of the Navigation Tree activate different areas of
the screen when selected.
Order Bar — The toolbar in the Acquisitions/Serials module used to search for orders by
selected parameters. Once a record has been selected, the Order bar will contain brief
information about the record such as BIB number, ADM number, title, author and year of
publication.
Overview Mode — One of two working modes available in each module, visible above
the Navigation tree. When a record is displayed in any module, selecting Overview will
allow the record to be transferred to another module or function by selecting the relevant
record in the tree and clicking a function option (Cataloging, Items, Circulation, Orders,
Serials, or Search). The alternate mode is Functional Mode.
136

FLVC 03/31/10

LINCC Acquisitions

Appendix A

Patron Bar — The toolbar in the Circulation module used to search for patron records.
Once a record has been selected, the Patron bar will contain brief information, such as
patron name and ID.
Serial Bar — The toolbar in the Acquisitions/Serials module used to search for serials by
selected parameters. Once a record has been selected, the Serial bar will contain brief
information about the record such as BIB number, ADM number, title, and year of
publication.
Server — The hardware located at FLVC that contains the libraries (databases) shared
by all community colleges: the Bibliographic Library (BIB), the Authority Library (AUT),
and the Holdings Library (HOL). The command “Save on Server and Local Drive” will
update the bibliographic database on the server at FLVC as well as the local computer.
Split Bar — The horizontal or vertical double line that separates a window into two
panes. In many screens, clicking on and dragging a split bar enables the panes to be
resized.
Sublibrary — Each community college campus, represented by a five-letter designation,
such as BECCO (Brevard Community College Cocoa) and PJCPE (Pensacola Junior
College Pensacola).
System Number — The numeric code assigned by LINCC to each bibliographic record.
This is the database control number for the record.
Toolbars — Various rows below the Menu bar that contain fields and icons for
commonly performed tasks within a module. Examples of toolbars include: Order bar,
Serial bar, Item bar, and Patron bar.
Upper Pane — The upper right portion of the module interface where information is
displayed. The upper pane is governed by the node selected in the Navigation Tree. The
display can consist of a form, a list, or a record. The contents of the upper pane change
according to context.
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Appendix B: LINCC Documentation and Help
Documentation for LINCC is extensive and almost exclusively online. The following
resources are available to assist you with questions related to specific module
functionality or procedures.
LINCC Manuals: LINCC manuals cover the basic functionality of LINCC modules and
provide screen shots and simple, step-by-step instructions. Module-specific LINCC
manuals are distributed during each on-site training session and are available online
from the Library Staff Resources web page.
LINCC Help: FLVC has developed online help to assist library staff in performing LMSrelated activities that are unique to LINCC. Online help is available from the Library Staff
Resources web page.
Aleph Module Help: Almost every screen or window in the modules contains a Help
menu and a Help option that lead to a description of each field. In addition, a Help icon
on the Menu bar allows users to search module-specific help.
Aleph Documentation: Aleph’s vendor, ExLibris, provides additional print
documentation that includes general information about Aleph implementation. For more
information on Aleph documentation, contact the Service Desk.
Additional Resources: Additional resources, in a variety of formats, are available on the
FLVC State College Library Resources web site. These resources include LINCC
discussion lists, which provide additional information from FLVC and other LINCC users;
Linking to LINCCWeb, which explains the process of developing URLs for LINCC-based
products for local college web sites; equipment recommendations; the LINCC Reports
Service (LRS); online help for the LINCCWeb catalog, SFX, and MetaLib; and much
more.
Service Desk: The Service Desk is available during all hours of library operation to
assist college library staff with LINCC products and services. Contact the Service Desk
by e-mail at servicedesk@cclaflorida.org or by phone at (850) 922-6044 during regular
business hours (8:00 a.m. to 5:00 p.m. ET, Monday – Friday).
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Appendix C: Item Process Statuses in Acquisitions
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Appendix D: Acquisitions/Serials Module Shortcut Keys
Shortcut Keys

Action

TAB

Within a pane, advance from one screen element
(such as boxes and buttons) to the next.

CTRL + TAB

Move between active toolbars and panes, such as
from the Serial bar through each bar and pane to the
lower pane. A broken red line appears around the
active pane.

ALT + Underlined letter

Within a pane, opens that menu option.

CTRL + 1

Move to the Hierarchy Tree.

CTRL + 2

Move to the upper pane.

CTRL + 3

Move to the lower pane.

CTRL + 5

Move to the Serial bar.

CTRL + 6

Move to the Order bar.

CTRL + 7

Move to the Invoice bar.

F1

Help for selected tab.

F2

Switch to Order tab.

F5

Switch to Invoice tab.

F6

Switch to Admin tab.

F7

Switch to Order Search tab.

F8

Switch to Serial tab.

F9

Switch to Search tab.

F11
F12
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Print Displayed List.
Reset Dates – Date edit and time edit.
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Appendix E: Acquisitions Workflow – Monograph Order
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