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Basic Acquisitions Procedures
ALEPH v.16.02
Training Program Agenda

1.
Introduction and The Acquisitions Client Environment (9:00-9:15) 
a. Toolbars
b. Panes

c. Tabs

d. Roots and Nodes

2.
Prerequisites for Acquisitions (9:15-10:30) 

a. Currency – create ; update

b. Budgets – create ; update

c. Vendors – create ; update

Break 15 minutes
3.
A Monograph Workflow (10:45-12:00)
a. Find a bibliographic record in Novanet

b. Order initiation 

c. Claiming ; enter reports from vendor

d. Arrive material

e. Invoice 

Lunch 12:00-1:00
4. 
A Standing Order Workflow (1:00-1:45) 
a. Find a bibliographic record in Novanet

b. Order initiation 

c. Arrive material

d. Invoice (if time)

5.
A Serial Workflow (1:45-2:05) 
a. Find a bibliographic record in LoC Voyager

b. Copy in cataloging

c. Order initiation 

Break 15 minutes
6. A Memberships/Packages Workflow (2:20-3:15)

a. Create a brief record

b. Order initiation
c. Add “comes with” titles

7. Services (Menu Bar) (3:15-4:00) 
a. Services description

b. Budget Summary Report
