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Introduction

Purpose

The Acquisitions Management Guide explains how to use the Acquisi-
tions Module of the Geac ADVANCE Library System to set up and
customize the module, print reports, letters, and labels, run background
processing jobs, and use the loaders and interface.

Audience
This guide is primarily written for the acquisitions and system adminis-
trators/managers. When discussing the decisions to be made by these
people, or the actions to be taken by them, the guide refers to them as
“thelibrary” or “you”, or else just gives straight directions without indi-
cating who.

In contrast, the phrase “Acquisitions staff” (or simply “staff”) refersto
the day-to-day users of the Acquisitions M odule— the people who enter
reguests and orders, receive items, enter invoices, and so on. (These
people will mainly use the Acquisitions User’s Guide.)

Contents

Chapter 2 of this guide provides a brief overview of the Acquisitions
Module, and includes a function/menu map.

Chapter 3 describes how to add, edit, copy, and delete codesin the
setup tables.

Chapter 4 describes the setup tablesin detail.

Chapter 5 describesthe Calendar Processor and the Acquisitions back-
ground processing jobs.

Chapter 6 coversreports, cancellation and claim letter s, and vendor
labels.

Acquisitions Management Guide (September 2000) 1-1



Chapter 1: Introduction

Other Documentation

Typographical Conventions

Generic Examples

1-2

Chapters 7 to 9 cover the loader s and inter faces.

Appendix A provides general instructions on accessing screens and
editing fieldsin ADVANCE.

Appendix B lists the user permissions for Acquisitions.

Appendix C isageneral ADVANCE glossary.

Screen and general indexes are provided at the back of the manual.

Consult other guides for related information:

The Acquisitions User’s Guide describes how to generate and main-
tain item requests, turn them into purchase orders, receive copies and
claim missing copies, enter invoices, issue chegue vouchers, main-
tain library funds and fund accounting, keep vendor information, and
so on.

The Utilities Management Guide describes general ADVANCE setup
and management: port definitions, access control, the background
processing calendar, and so on.

The Reports Guide describes ADVANCE reports.

Two specid text styles are used in this guide:

1

The screen identifiers, the text that you can enter, and screen
messages are in amonospace font style. Examples; “SHPTC', “Y”,
“REG’,“Itemon tenporary hold by staff”.

The names of screen fields and options, and cross-references to
section or manual titles, areinitalics. Examples: “UNIT COST”,
“Exit”, “see Reports, Letters, and Labels”.

Angle brackets around the name of a key mean press the key. For
example, “<ENTER>" means press (or pressing) the ENTER key.

Because system behaviour can be customized by the library’s system
managers to meet local needs, the screens and options shown in this
document may not match exactly the ones at your library.

Acquisitions Management Guide (September 2000)



Some sampl e screens may be shown shorter than they actually are. This
occurs when blank lines have been del eted to reduce space requirements.
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Overview

Acquisitions setup is the process of defining your library’s acquisitions
policies and procedures as ADVANCE system parameters. Setup must be
completed before any acquisitions transactions can take place.

In addition to basic setup, management activities include:

» report generation and definition

» background processing job setup and administration

» loader and interface setup and administration.

This chapter also provides a function/menu map for Acquisitions.

For general instructions on accessing screens and editing fields
throughout ADVANCE, see Using ADVANCE on page A-1.

For an introduction to acquisitions work in ADVANCE (ordering,
invoicing, vendor maintenance, and so on), see Overview in the Acquisi-
tions User’s Guide.
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Chapter 2: Overview

Acquisitions Setup

Acquisitionsis customized through code tables and other means, both
within Acquisitions and from other placesin the system.

2-2 Acquisitions Management Guide (September 2000)



Acquisitions Setup

Acquisitions Setup Tables

The Acquisitions Module provides a set of over 40 setup tables which
customize the system in various ways.

Codes

The library supervisor can define codes which Acquisitions staff can
then assign to orders, invoices, vouchers, and other records, and, in some
cases, to the definitions of other codes. The codes will control various
areas such as system processing, screen presentation, and report organi-
zation.

Some codes are very ssimple. For example, a Vendor Usage Code only
requires a descriptive phrase, and the system does not use the code to
control anything special. You could define the code SER for vendors
from whom only serials should be ordered, and REG for vendors from
whom all forms of material may be ordered. By assigning a code to each
vendor, the library can guide staff in selecting an appropriate vendor for
orders or perhaps can organize vendor reports more suitably.

Other codes are more powerful or complex. For example, a Currency
Code definition requires an exchange rate. When staff assign a code to
an order, the system will use that rate to convert the order amountsto the
base currency.

Some codes have a narrow use, for example, Vendor Usage Codes may
only be assigned to vendors. Other codes may be assigned in several
places, even in other setup code definitions. For example, Currency
Codes may be assigned to orders, invoices, and payment vouchers. They
may also be assigned to vendors so that when staff assign avendor to an
order, the system supplies a default code to the order. Furthermore, they
may be assigned to usersin the USER DEFAULTS setup table.

Defaults

Some codes can include default code or non-code values for screen
fields. For example, the L ocation Code definition allows you to specify a
default fund. When staff order copies for a particular location (specified
by aparticular Location Code), the system will assign the corresponding
default fund and so determine which fund is encumbered for those
copies.

Acquisitions Management Guide (September 2000) 2-3



Chapter 2: Overview

System Control

Number Formats

Print Formats

Schedules

2-4

Another example: the FISCAL PROFILE 2 table allows you to define a
default Report Code. The system assigns this code when Acquisitions
staff receive items.

Three of the setup tables define general sets of Acquisitions defaullts.
The FISCAL PROFILE and FISCAL PROFILE 2 tables specify several defaults
for order and receiving screens. The USER DEFAULTS table specifies
several user-specific defaults for order screens.

Some codes control system behaviour. For example, if staff assign a
“closed” Fund Status Code to a fund, the system will prevent staff from
authorizing new orders and encumbering new amounts from that fund.

Three of the setup tables define general sets of Acquisitions defaullts.
The FISCAL PROFILE and FISCAL PROFILE 2 tables have severa control
elements. The USER DEFAULTS table has two user-specific controls:
whether or not the user may access the brief entry screen, and which
selectors they may enter orders (or requests) for.

Six of the tables define the structure or current value of Acquisitions
control numbers:

e request number

e purchase order number
 voucher number

e journal entry number
 transaction number

» fund number (display structure only).

Some tables define library formats for purchase orders: the Information
Source Codes define the data elements, and the PO Print Format Codes
and PO FORMAT FIELDS sub-table define which of these elements are
printed and where.

Three of the tables control the scheduling of system processing.

Acquisitions Management Guide (September 2000)



Acquisitions Setup

Claim Codes determine the number of days the system will wait before
generating successive claim notices or a cancellation notice.

Fund Period Codes determine the dates on which the system will take a
snapshot of every fund for display in one of the fund screens.

Production Codes determine when the background processor will
execute Acquisitions processing jobs such as order generation and
voucher payment. See Calendar Processor on page 5-1.

Acquisitions Management Guide (September 2000) 2-5



Chapter 2: Overview

Acquisitions Internal Setup

Part of Acquisitions customization is handled by Geac installersin
internal tables (in Pick at the TCL level) at initial setup time:

2-6

MARC definitions, and some display labels, of the bibliographic
fieldsin the ORD - BIBLIOGRAPHIC ENTRY/UPDATE screen: LC CARD #,
ISBN/ISSN, TITLE (and help message), AUTHOR

MARC definitions and display labels of up to 10 additional biblio-
graphic fields (#11 to 20) for the ORD - BIBLIOGRAPHIC ENTRY/
UPDATE screen — for example: EDITION, PUBLISHER, PUB. DATE

MARC definitions of the bibliographic fieldsin the ORD - BRIEF
ORDER ENTRY screen: LC CARD #, ISBN/ISSN, TITLE, AUTHOR,
PUBLISHER

autoprompting search sequence for the ORD - ORDER SEARCH &
RETRIEVAL screen

MARC definitions of parent record information to be defaulted into
new monographic series child records

MARC definitions of parent record information to be defaulted into
new title split/change child records

MARC definitions of parent-information fields (760 Main Series
Entry for monographic series, and 780 Preceding Entry for title split/
changes) to be defaulted into new child records by the Acquisitions
to Catalogue Transfer

MARC definitions and display labels of bibliographic fields on the
BRIEF DISPLAY and FULL DISPLAY screens for Online Catal ogue
searches within Acquisitions.
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Acquisitions Setup

Other Acquisitions Setup

Reports

Vendor Labels

Loaders and
Interfaces

Some parameters are handled by the library on Acquisitions screens
other than the main setup tables.

Thelibrary can define Report Group Codes and use the Report Writer to
design local reports. This part of the system is accessible through the
REPORTS MENU.

The library can specify avendor label format when printing vendor
labelsfor purchase orders on the VENDOR LABEL PRINTING SCreen, acces-
sible through the ORDERING MENU and VENDOR MAINTENANCE MENU.

If the library uses any of the optional loaders and interfaces, setup codes
and profiles are required. See Loaders and Interfaces on page 2-13.
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Chapter 2: Overview

Pieces Setup
Code definitions can specify the following pieces codes:
* Institution Code
* Sublocation Code
» Collection Code
o Call Number Prefix.

The Location Code specified for a user in the USER DEFAULTS table,
determines a set of default codes for the orders he or she creates.

Piecesrecordsare created automatically by the system when abarcodeis
assigned to an item.

See the Holdings User’s Guide for descriptions of these piece codes.
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Acquisitions Setup

Cataloguing Setup

The Cataloguing Material Code specified for auser in the USER
DEFAULTS table determinesthe default for the new itemshe or she orders.
(Do not confuse this code with Circulation’s Material Group Code.) See
the Catal oguing Management Guide.
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Serials Setup

2-10

In order to handle claimsin Acquisitions and Serials, the following code
tables can be accessed and updated from both modules:

Claim (Cycle) Code
Claim Message Code
Country Code
Currency Code

ISO Currency Code
Library Code

Order Method Code
Payment Type Code
Ship To Code
Vendor Status Code
Vendor Type Code
Vendor Usage Code.
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Acquisitions Setup

System Setup

General system setup, handled by the Utility Module or by Geac
installers, includes issues such as:

user access control to the Acquisitions module and menu items
contents of the Acquisitions menus

screen identifiers

online help screens, field help text, and option help text

format of screen options — as highlightable option bar items or as
commands.

See the Utilities Management Guide.
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Processing Jobs

Reports

2-12

Acquisitions processes such as purchase order generation, purchase
order printing, subscription renewal, claim generation, voucher genera-
tion, journal posting, fund mapping, and year end processing, are
handled by background processing jobs. These jobs can be executed
directly or scheduled for execution by the background “calendar” proc-
essor. Both setup and direct processing is handled from the AcQuisi-
TIONS CALENDAR PROCESSOR (ACP) menul.

See Calendar Processor on page 5-1 for processing instructions, setup
descriptions (for the Production Codes), and descriptions of the
processing jobs themselves: what they do and when they are processed.

Over two dozen Acquisitions reports can be generated, or regrouped for
easy selection, in the Reports Function (ARM). The library may use the
Report Writer to modify the standard reports or add new ones.

Vendor mailing labels can be defined and printed from the Ordering and
Vendor Functions. Claim and cancellation letters can be printed from the
Receiving Function or by background processing jobs. Many of the
background processing jobs generate reports.

See Reports, Letters, and Labels on page 6-1 for more information.
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Loaders and Interfaces

Loaders and Interfaces

Security

The Acquisitions loaders and interfaces are optional products.

BISAC Ordering Interface
The library can generate BISAC-format el ectronic purchase orders
and transmit them to the vendor, Baker & Taylor. The vendor’s
confirmation file may, in turn, be received by the library and printed.

Approval Loader
Thelibrary can load MARC-format vendor tapes of approval itemsas
records in aworkfile (for later selection by Acquisitions staff), or
directly as requests, authorized requests, or purchase orders.
Receipts may also be automatically created.

Serial Invoice L oader
Thelibrary can load serial invoices from:

» vendorswho can produce invoicesin the Geac ADVANCE invoice
format, including EBSCO Industries;

« vendors who can produce invoices in the Faxon proprietary
format, including the Faxon Company and Faxon Canada, Ltd.;

» vendors who can produce invoices in the X12 format.

For details, see the respective chapters.

ADVANCE security features are handled by the Utilities Module, and are
described in the Utilities Management Guide:

» screen identifiers may be omitted from some menus
e systemsignon requiresa User ID (Identification Code) and password

e available modules can be restricted by port — for example, Acquisi-
tions might not be available from most Online Catalogue terminals

e user permission tables determine the availability of particular func-
tions and tasks for each user, sometimes further controlled by the
item’s Library Code. See User Permissions on page B-1.
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Chapter 2: Overview

Accessing the Menus and Functions

The Acquisitions menus and functions can be accessed directly by
entering their screen identifiers on any Acquisitions menu, or indirectly
by going through two or more menus. For example, the CODE TABLE
MENU screen identifier is CODM

Screen identifiers are indexed at the back of this guide, and included in
thelist of menus and functions in the following section.

Whether you must go through two or more menus to reach the function
you want depends on whether or not the port setup and individual access
control levels on your system hide the highest level, master menu. The
library may also have rearranged the menus and the functions available
on them.
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Accessing the Menus and Functions

Acquisitions Main Menu

The ACQUISITIONSMAIN MENU (screen identifier ACQ) providesaccessto
all Acquisitions menus and functions.

DD MW YYYY Geac ADVANCE Library System (#. ##) PPPPPP 111111
HH: MM Your Library Nane

ACQUI SI TI ONS MAI N MENU

1. ORDM Ordering Menu 6. FUNM Fund Managenent Menu
2. RECM Receiving Menu 7. CODM Code Table Menu

3. INVM Invoicing Menu 8. CTLM Control Table Menu
4. ARM  Reports Menu 9. ARCM Archive Access Menu

5. VENM Vendor Maintenance Menu

10. MM Return to Master Menu

Enter your selection :
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Chapter 2: Overview

Menu and Function Map

The menus and functions you may encounter in using the Acquisitions
Module are listed in this section. The user-availability, location, and
titles of these items might have been modified by the library.

Itemsin italics are covered in the Acquisitions Management Guide; the
non-italic items are covered in the Acquisitions User’s Guide. Itemsin
bold are menus.

MM  ADVANCE Master Menu
ACQ AcquisitionsMain Menu

ORDM  Ordering Menu
ORDA  Order Add
CRDU  Order Update
ORDD  Order Display
VENP Vendor Labd Print

RECM Receiving Menu
RECU Receiving Entry/Update
RECD Receiving Display
CLMP  ClaimsPrint
CANP  Cancellation Print
CEH  Edit Holdings Information

I NVM  Invoicing Menu
I NVU  Invoice Entry/Update
I NVD  Invoice Display
VCHU  Voucher Entry/Update
VCHD Voucher Display

ARM  Report Menu
CCR  System Reports
RW Report Writer
ARGC Report Group Codes
RPC  Report Prompt Codes
ARI P Report | nput Parameters Menu
SRW/  Subscription Review/Renewal
ARCP  Audit Archive & Purge Setup
ARCT Time Period Archive Setup

VENM Vendor Maintenance Menu
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Menu and Function Map

VENU  Vendor Entry/Update
VEND Vendor Display
VENP Vendor Label Print

FUNM Fund Management Menu
FUNU Fund Entry/Update
FUND  Fund Display
FUNMP  Fund Mapping
FUNT  Fund Hierarchy Totalling
JRNU  Journal Entry/Update
JRND Journal Display

CODM  Code Table Menu
LI BCD Library Codes
SHPTO Ship To Codes
Bl LTO Bill To Codes
CURRC Currency Codes
| CURR 130 Currency Codes
CLMCD Claim Codes
SELCD Sedlector Codes
LOCCD Location Codes
CNTCD Country Codes
PRI OC Priority Codes
POFMT PO Print Format Codes

(and PO Format Field Definitions)

RTECD Route ID Codes
FSPER Fund Period Codes
YEND  Year End Codes
CANCD Cancel Codes
CLMVBG Claim Message Codes
REPCD Report Codes
VENUS Vendor Usage Codes
VENTP  Vendor Type Codes
ORDMTH Order Method Codes
VENST \endor Satus Codes
SUBJCD Subject Codes
| NFSRC |nformation Source Codes
| N\VDFT Invoice Default Codes
PAYMTH Payment Method Codes

CTLM Control Table Menu
PAYTP Payment Type Codes
ORDTP  Order Type Codes
FUNTP  Fund Type Codes
ORDCD  Order Condition Codes
FI SCL  Fiscal Profile
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FI SCL2
PONO
ACP

Fiscal Profile 2
PO Number Format
Calendar Processor

CTLM Control Table Menu (Continued)

JNLNO
| NVTP
FUNST
FUNSTR
JRNTP
CUDEF
REQ\O
CLMTXT
YENDD
VCHNO
TRNNO

AUTI L

Journal Number Format
Invoice Type Codes
Fund Satus Codes
Fund Sructure

Journal Type Codes
User Defaults

Request Number Format
Claim Text Codes

Year End Close Dates
\Voucher Number Format
Transaction Number Format

Acquisitions Utilities Menu
BSCM BISAC Order I nterface Menu

BSCccm BISAC Codes Menu
BSCVND BISAC PO Vendor Defaults
COFMT  Confirmation Prt. Format Codes
CNFSRC Confirmation Source Codes
ADVCTYP ADVCOMM Action Codes

ORDB Create BISAC PO Transmission File
CONFBSC Process BISAC Confirmations
BTSENDPO Send BISAC PO Fileto B&T
BTCONFPO Get BISAC PO Conf. FilefromB&T
BTDELAY Delayed BISAC Processing for B& T

I NLOAD Invoice Loader Profile
APLOAD Approval Loader Profile
X121 MP  X12 Imported File Display

ARCM Archive Access Menu

ARCF
ARCD
ARCO
ARCI

ARCV

Search Master Archive File for Archive Tape Number
Determine Current Archive Database

Search Orders on Current Archive Database

Search Invoices on Current Archive Database

Search Vouchers on Current Archive Database
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Using the Tables

This chapter describes how to access the Acquisitions setup tables,
explains the fields and options on the table'sinitial and detail screens,
and describes how to edit (add, modify, copy, and delete) the codes.
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Accessing the Tables

To access a setup table, enter its screen identifiers on any Acquisitions
menu, or select the table from the CODE TABLE MENU (CODM) Of CONTROL
TABLE MENU (CLTM).

Code Table Menu
(cooM

DD MW YYYY Geac ADVANCE Library System (#. ##) PPPPPP 111111
HH: MM Your Library Nane

CCODE TABLE MENU ( CODM

1. LIBCD Library codes 14. YEND Year end codes

2. SHPTO ship to codes 15. CANCD Cancel codes

3. BILTO Bill to codes 16. CLMVMBG d ai m nessage codes
4. CURRC Currency codes 17. REPCD Report codes

5. ICURR |SO Currency Codes 18. VENUS Vendor usage codes

6. CLMCD C aimcodes 19. VENTP  Vendor type codes

7. SELCD Selector codes 20. ORDMIH Order nethod codes

8. LOCCD Location codes 21. VENST Vendor status codes
9. CNTCD Country codes 22. SUBJCD Subject codes

10. PRICC Priority codes 23. INFSRC |Information source codes
11. POFMI PO print format codes 24. INVDFT Invoice default codes
12. RTEDC Route id codes 25. PAYMIH Paynent nethod codes

13. FSPER Fund period codes

Enter the nunber of your selection and press <ENTER>
or ? followed by <ENTER> for Hel p.
Press <ENTER> to return to previous |evel
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Control Table Menu
(CTLM

DD MWM YYYY
HH: MM

PAYTP
ORDTP
FUNTP
ORDCD
FI SCL
FI SCL2
PONO
ACP
JNLNO
I NVTP

CoNOGOR~®NE

=
o

Geac ADVANCE Library System (#. ##)
Li brary Nane

Your

CONTROL TABLE MENU ( CTLM

Paynent type codes
Order type codes

Fund type codes

Order condition codes
Fi scal profile

Fiscal profile 2

PO nunber fornat

Cal endar Processor
Journal nunber format
I nvoi ce type codes

or ?

11.
12.
13

14

15.
16.
17.
18.
19.
20.

FUNST
FUNSTR
JRNTP
CUDEF
REQNO
CLMTXT
YENDD
VCHNO
TRNNO
AUTI L

PPPPPP 11111

Fund st atus codes

Fund structure setup
Journal type codes

User defaults

Request nunber for nat
Clai mtext codes

Year end cl ose date
Voucher nunber format
Transacti on nunber format
ACQ Uilities

Enter the nunber of your selection and press <ENTER>
foll owed by <ENTER> for Help
Press <ENTER> to return to previous |eve

~
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Table Screens

Most of the Acquisitions setup tables have two levels: an initial screen
listing the codes, and adetail screen showing the val ues associated with
acode. This section describes the screens’ contents and options.

Four of the tables are single-level. These are the number format tables,
including REQUEST NUMBER. You can consider these as single-code
tables—only a detail screen is shown.

One of the tables, USER DEFAULTS, has two levels but does not list codes
onitsinitial screen. Instead, the screen just prompts you to enter avalid
code. Thisis because the codes (User IDs) are confidential and can only
be added or deleted by the system manager.

One of thetables, PO PRINT FORMAT CODES, has a second, inner table (PO
FORMAT FIELD DEFINITIONS) which can be accessed from its fourth field.

3-4 Acquisitions Management Guide (September 2000)



Table Screens

Initial Screen

Theinitia screen of a setup table typically provides a numbered list of
valid codes and an option line that indicates the possible actions you can
take. As an example, consider the ORDER METHOD CODES table.

ORDER METHOD CODES

Nunber of records : 3

Code Description of code
1. FAX1 Faxon regul ar orders
2. NOPRIN Already printed
3. REG Regul ar PO print and mail

Opti ons:

? help Add item # line Print For war d Backwar d Search junp
Exi t

Fields

Number of records

Code

Description of code

Options
? help

Add item

The total number of codes defined for this table. In the example, there
are only three. The system keeps count.

The codes and their reference numbers. For example, Order Method
Code number 3 is REG. The system lists up to 14 codes per screen, and
maintains the full list in aphabetical sequence.

Brief description of each code, generally library-defined on the detail
screen.

Provides library-specified help on the setup table

Addsanew code to the table and accesses its detail screen (see Editing a
Code on page 3-10). After selecting this option, enter a new code (such
as ABC) and <ENTER>.

NOTE: Thelibrary cannot add codesin some of the setup tables. Inthese
cases, the system does not offer the Add item option.
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# line

Print

Forward,
Backward

Search jump

Selecting an Option

3-6

Exit

Accesses the detail screen for the code you specify. On that screen you
can examine and edit the associated values. (See Editing a Code on page
3-10.) After selecting this option, enter a code number (such as 3 for
REG) and <ENTER>.

Prints the compl ete code list for the table.

Display other screens of along code list.

Allows you to jump forward or backward in along code list, skipping
the intermediate screens. The screen prompts:

Enter new search term

Enter a complete or partial code name (such as S) and <ENTER>. The
option is case sensitive: for example, enter Rrather thanr to jump to the
R's.

L eaves the setup table and returns you to the menu from which you
accessed the table. For example, if you selected the ORDER METHOD
CODES table from the CODE TABLE MENU, then Exiting the table returns
you to that menu. If you instead entered the table’s screen identifier from
another menu, such as the ORDERING MENU (ORDM), then Exiting the
table returns you to that menu instead.

If the “option bar” feature is available, you can press the space bar or
arrow keys to move the highlighting from one option to the next until
you reach the option you want. Alternatively, you can enter the option’s
initial character (e.g. P for Print) and <ENTER>. When the option you
want is highlighted, <ENTER> to execute the option.

If the “option bar” featureis not available, then you cannot use the space
bar or arrow keys to highlight the option you want. Instead, enter the
option’s code (e.g. PRT for Print) and <ENTER> to select and execute the
option.
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Table Screens

Detail Screen

The detail screen of a setup table displays the values associated with a
code and provides an option line that indicates the possible edit actions
you can take. As an example, consider the detail screen for the Order
Method Code REG. (This sample screen was accessed by selecting the #
line option and specifying 3 on the table’sinitial screen.)

ORDER METHOD CODES
: REG
1. Description : Regular PO print and mail
2. Mode of transm ssion 0
0 - mail
1 - BISAC

2 - X12 (future)
3. Print paper copy (1 =YES) : 1

4. Default PO format : REG = Regular (nulti-line) PO
Opti ons:
? help # line Line by line Copy Print Del ete File Exit

Fields

The detail screen shows field numbers, field descriptions, and a code's
field values. The detail screen is different for each setup table. For
exampl e, the screen for the ORDER METHODS CODES table hasfour fields:

Description
(abrief free-text description of a code)

Mode of transmission
(achoice of three methods of sending a purchase order)

Print paper copy
(achoice of printing or not printing apaper copy of apurchase order)
Default PO format

(oneof the PO Print Format Codes, to determine the default format of
the purchase order).

The name of the code on display is given near the top of the detail
screen, between the screen heading and the first field. For example, the
sample screen is for the code REG.
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Options
?help  Provides library-specified help text about the detail screen of a setup
table.
#line  Accessesthefield that you specify. In that field, you can change the
current value. (See Editing a Code on page 3-10.)
After selecting this option, enter afield number (such as 2 for Mode of
transmission) and <ENTER>.
Line by line  Accesses all the fields for you to edit. (See Editing a Code on page 3-
10.)
Copy  Copiesthe values from another code to this code, and accesses all the
fields for you to accept or edit. (See Editing a Code on page 3-10.)
After selecting this option, enter another code (such as NOPRI N) and
<ENTER>.
Print  Prints the detail screen for the code on display.
Delete  Deletes the code on display. (See Editing a Code on page 3-10.) This
option is not available on al of the screens.
After selecting this option, answer Y or Nto the system prompt and
<ENTER>.
CAUTION: Do not delete any codesthat arein use.

File  Savesthe code and values as they are currently displayed, and returns
you to the table's initial screen. If the table does not have an initial
screen, this option returns you to the table’'s menu instead.

NOTE: In most tables, the File option becomes available only after you
have changed one of the code’s field values.

Exit Returnsyou to thetable'sinitial screen (or the table's menu), without
saving the code and values on display.

Selecting an Option If the “option bar” feature is available, you can press the space bar or

arrow keys to move the highlighting from one option to the next until
you reach the option you want. Alternatively, you can enter the option’s
initial character (e.g. P for Print) and <ENTER>. When the option you
want is highlighted, <ENTER> to execute the option.
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If the “option bar” featureis not available, then you cannot use the space
bar or arrow keys to highlight the option you want. Instead, enter the
option’s code (e.g. PRT for Print) and <ENTER> to select and execute the

option.
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Editing a Code

This section describes how to add, modify, copy, and delete the codes in
asetup table. Theinformation is general and coverstables from both the
CODE TABLE MENU and CONTROL TABLE MENU.
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Editing a Code

More Than One User At the Same Time

More than one person can access the same setup code at the same time.
Because most libraries permit only one person to change codes, this situ-
ation would likely be rare — perhaps when the system isfirst being set
up and several staff members are working on the tables.

Simultaneous use may produce some confusion, but keep in mind the
two basic rules followed by the system:

1. information is saved rather than discarded
2. thelatest information is the information saved.

If one person usesthe File option to |eave the detail screen, and the other
uses Exit, the system saves the code as it was Filed (no matter which
person left the code last).

If both people use the File option to leave, the system saves the code as
it was Filed by the last person to leave.
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Cross Validation of Codes

3-12

Deleted Codes

Hierarchically
Related Codes

Some fields can be assigned a code value from another setup table. For
example, theLIBRARY CODES detail screen has afield for specifying a
default Ship To Code. In most cases, when you edit the field and specify
acode, the system will only accept valid codes. There are two situations
inwhich invalid or inappropriate codes can be stored in afield; these
involve deleted codes or hierarchically related codes.

If someone accesses the sHIP TO CODES table and deletes one of the Ship
To Codes that you had earlier specified in the LIBRARY CODES table, the
system does not automatically delete from the LIBRARY CODES field too.
Thus a specified code can become invalid. When you delete a code, first
check all the other setup tablesin which it might have been assigned, and
specify replacement codes wherever necessary.

CAUTION: Do not delete a code once it has been assigned in the data-
base; for example in orders or invoices.

This situation only arisesin the LOCATION CODES table, in which several
hierarchical codes can be specified. The system does not check that the
Sublocation Code, Collection Code, and Call # Prefix that you specify
areal valid for the particular Institution Code that you specify. Be
careful to select codes that are properly related. See Location Code

( LOCCD) on page 4-60.
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Field Entry Commands

The commands you can use to edit text or display help within a detail
screen field are described in Appendix A, Using ADVANCE. These
include commands such as# to clear afield, ?? to seealist of codes that
can be assigned in the field, and <ESC> P to open an edit window.

Some of the commands work differently in multi-field mode than single-
field mode. The system puts you in line-by-line mode when you add a
code or use the Line by line option, and in single-field mode when you
select afield using the # line option.

Use the backspace key and type over existing text when necessary. Be
careful about using arrow keys because they work differently on
different types of terminals.
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Adding a Code

3-14

To add anew codeto atable, highlight the Add item option on the table’s
initial screen by entering A and <ENTER> or by using the arrow keys.
Then <eENTER> to select the option.

NOTE: The Add item option is not available in some setup tables.
The system responds by displaying a prompt below the Opt i on line:
Enter the code you wish to add :

To add anew code, enter the new code and <ENTER>. Alternatively, if
you change your mind and do not want to enter a new code, <ENTER>
with the prompt’s field | eft empty — the cursor will return to the
Option line

When you add a new code, the system displays the detail screen and
places the cursor at the beginning of the first field for input. For
example, if you add a new Order Method Code called ABC, the system
displays the following screen and places the cursor at the beginning of
the Description field.

0 - mail

1 - BISAC

2 - X12 (future)

. Print paper copy (1 = YES)
. Default PO format

. Description
. Mbde of transm ssion

~

ORDER METHOD CCDES

*** New Record ***

J

Enter avalue for the first field and <eNTER>. The system responds by
moving the cursor to the next field, and so on until you have gone
through all the fields, upon which the system displays the Opt i on line.
(To reach the option line quickly, leaving all the remaining fields empty,
enter only a space in the field and <ENTER>.)

Oncethe Opt i on lineis displayed, you can go back and edit afield,
print the code, and so on.
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Usethe File option to save the new code, or the Exit option to discard the
new code.
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Modifying a Code

3-16

To modify a code, access the code’s detail screen. To do this, first high-
light the # line option on the table'sinitial screen by entering # and
<ENTER>, or by using the arrow keys. Then select a code by entering the
code's reference number and <ENTER>. The system responds by
displaying the detail screen for that code.

NOTE: The accessing step is not necessary on tables such as FISCAL
PROFILE which lack an initial screen and show a detail screen immedi-
ately.

Onthedetail screen, usethe#line option to select onefield to change, or
the Line by line option (if available) to be prompted through all the
fields. Type over existing text as necessary, and use the field edit
commands.

Use the File option to save the code with its changed values, or the Exit
option to discard the changes.
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Copying a Code

To copy the values from one code to another, first access the detail
screen of the code you want changed or added. To do this, usethe #line
or Add item option on the table'sinitial screen to select or add a code,
respectively. The system responds by displaying the detail screen for that
code.

On the detail screen, highlight the Copy option by entering C and
<ENTER>, or by using the arrow keys. <eNTER> and the system responds
by displaying a prompt below the Opt i on line:

Enter codes to copy from

To copy the field values from another code, enter the name of that code
and <ENTER>.

Alternatively, if you change your mind and do not want to copy a code,
<ENTER> with the prompt’sfield left empty. The cursor will returnto the
Opti on line.

If you are not sure of the code, you can use ?? to display the code list
from theinitial screen and then select one.

After you specify a code, the system replaces all the current values with
new values, and returns the cursor to the Opt i on line.

Use the File option to save the code with its displayed values, or the Exit
option to discard the changes.
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Deleting a Code

3-18

CAUTION:

To delete a code, first access the detail screen—use the # line option on
the table'sinitial screen to select a code. The system responds by
displaying the detail screen for that code.

NOTE: The Delete option is not available in some setup tables.

On the detail screen, highlight the Delete option by entering D and
<ENTER>, or by using the arrow keys. <eNTER> and the system responds
by displaying a prompt below the Opt i on line:

Are you sure that you want to delete this code?

To delete the code, enter Y and <ENTER>. The system removes the code
and returns you to the table'sinitial screen.

Alternatively, to not delete the code, enter N and <ENTER>. The system
returns the cursor to the Opt i on line.

Do not delete any codesthat arein usein the database. The system
cannot automatically remove codes from existing orders, invoices,
vendors, journal entries, and so on.

If acodeis not used in the database and is thus safe to del ete, be sure to
also check whether it is assigned as a default in other setup tables. If the
code is assigned in other tables, remove it from there as well.
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Setup Tables

This chapter describes the Acquisitions setup tables in a phabetical

sequence:

BILL TO CODES

CANCEL CODES

CLAIM CODES

CLAIM MESSAGE CODES
CLAIM TEXT CODES
COUNTRY CODES
CURRENCY CODES
FISCAL PROFILE

FISCAL PROFILE 2

FUND PERIOD CODES
FUND STATUS CODES
FUND STRUCTURE SETUP
FUND TYPE CODES
INFORMATION SOURCE CODES
INVOICE DEFAULT CODES
INVOICE TYPE CODES

1SO CURRENCY CODES
JOURNAL ENTRY NUMBER
JOURNAL TYPE CODES
LIBRARY CODES
LOCATION CODES

ORDER CONDITION CODES

ORDER METHOD CODES
ORDERTYPE CODES
PAYMENT METHOD CODES
PAYMENT TYPE CODES

PO PRINT FORMAT CODES
PO FORMAT FIELDS
PRIORITY CODES
PURCHASE ORDER NUMBER
REPORT CODES

REQUEST NUMBER

ROUTE ID CODES
SELECTOR CODES

SHIP TO CODES

SUBJECT CODES
TRANSACTION NUMBER
USER DEFAULTS

VENDOR STATUS CODES
VENDORTYPE CODES
VENDOR USAGE CODES
VOUCHER NUMBER

YEAR END CLOSE DATE
YEAR END PROCESSING CODES

For descriptions of the ACQUISITIONS CALENDAR PROCESSOR menu and
its PRODUCTION CODES table, see Calendar Processor on page 5-1.

For a description of the Acquisitions Utilities (AUTI L), see Approval
Loader on page 7-1, BISAC Ordering Interface on page 8-1, and Serial

Invoice Loader on page 9-1.
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For setup table updating instructions, see Using the Tables on page 3-1.
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Sequence in Which to Complete the Tables

Because many of the setup codes are assigned in other setup tables, Geac
recommends you complete the tables in the following sequence. Read
the descriptions of all the tables before you start.

Groups B, C, D, and G may be completed in any sequence. You may
leave Group F until the very end if you prefer to work on related codes
from E and G together (for example, the three claim-related codes).

Group A: Libraries, Locations, Fund Structure, etc.

Group B: Numbers

Bill To Codes
Ship To Codes
Library Codes

Fund Structure
L ocation Codes

Payment Method Codes
Invoice Default Codes
Fund Period Codes

Year End Processing Codes

Journal Entry Number
Purchase Order Number
Request Number
Transaction Number
Voucher Number

Group C: Invoice and Order Types

Group D: Purchase Order Format, Fiscal Profiles, etc.

Invoice Type Codes
Order Type Codes

Information Source Codes
PO Print Format Codes
Order Method Codes
Fiscal Profile

Cancel Codes

Report Codes

Fiscal Profile 2
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(BI LTO)
(SHPTO)
(LI BCD)

(FUNSTR)
(LooCD)

(PAYMTH)
(I NVDFT)
(FSPER)
(YEND)

(INLNO)
(PONO)

(REQNO)
(TRNNO)
(VCHNO)

(I N\VTP)
(ORDTP)

(I NFSRC)
(POEMT)
(ORDMTH)
(FI SCL)
(CANCD)
(REPCD)
(FI SCL2)
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Group E: Remaining Codes Assigned as User Defaults

Claim Codes (CLMCD)
Currency Codes (CURRC)
I SO Currency Codes (I CURR)
Order Condition Codes (ORDCD)
Payment Type Codes (PAYTP)
Priority Codes (PRI OC)
Selector Codes (SELCD)
Subject Codes (SuBJCD)
Group F: User Defaults
User Defaults (CUDEF)

Group G: Remaining Tables

Claim Message Codes (CLMVBG)
Claim Text Codes (CLMTXT)
Country Codes (CNTCD)
Fund Status Codes (FUNST)
Fund Type Codes (FUNTP)
Journal Type Codes (JRNTP)
Route ID Codes (RTECD)
Vendor Status Codes (VENST)
Vendor Type Codes (VENTP)
Vendor Usage Codes (VENUS)
Year End Close Date (YENDD)
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CAUTION: Deleting Codes

Do not delete any codesthat arein usein the database. The system
cannot automatically remove codes from existing orders, invoices,
vendors, journal entries, and so on.

If acodeisnot used in the database and is thus safe to delete, be sure to
also check whether it is assigned as a default in other setup tables. If the
code is assigned in other tables, remove it from there as well.
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Bill To Code (BI LTO)

The Acquisitions module can supply vendors with billing addresses,
phone numbers, and related information. The Library Code that is
assigned by the staff will determine which Bill To Code could be used by
the system. If you like, you can define Bill To Codes that match your
Ship To Codes.

Thelibrary can define purchase order formats which include the Bill To
Code information. See PO Print Format Code ( POFMT) on page 4-76.

Access  Select the BILL TO CODES table on the CODE TABLE MENU, or enter the
screen identifier Bl LTOon any Acquisitions menu.

Initial Screen

4 )

Bl LL TO CODES

Nunber of records = 2
Code Descri ption of code

1. CENT Central Library - Acquisitions Dept.

2. MED Medi cal Institute of Technol ogy - Acquisitions Dept.

Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exit
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Bill To Code (BI LTO)

Detail Screen

BILL TO CODES
: CENT
1. Nane : Central Library - Acquisitions Dept.
2. Address 1 : 123 First Street
3. Address 2 : P.O Box 1233
4. Address 3 :
5. City, Prov/State, Postal/Zl P: New York, New York, 14616
6. Contact/Attention : THE LI BRARI AN
7. Phone : (703) 123-1233
8. SAN © 1232143
9. Associated LI BRARY Code : AV=AUDI O VI SUAL LI BRARY
Opti ons:
? help # line Line by line Copy Print Del ete File Exi t
Fields
NOTE: You may |leave any of these fields empty, including lines at the
end of the billing address.
Bill To Code [1-6 characters]
1. Name [any]
Brief description of the Bill To Code.
2. Address 1 [any]
to i N .
3. Address 3 First, second, and third lines of the billing address.

5. City, Prov/State,

Postal/ZIP

6. Contact/Attention

7. Phone

[any]

Final line of the billing address. The city, province or state, country, and
postal or zip code should be separated by comas.

[any]
Library contact person for hills.

[any]
Phone number of the contact person.
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8. SAN [any]
Standard Address Number of the library.

9. Associated LIBRARY  [Library Code, 1-6 characters)

code
Assign the Library Code associated with this billing address. This infor-

mation is used when exchanging transactions (i.e. serial invoices) elec-
tronically with a vendor.

Where Assigned

Setup Table ¢ LIBRARY CODES (LI BCD).
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Cancel Code ( CANCD)

Cancel Code

( CANCD)

Acquisitions staff can assign a Cancel Code to a purchase order to
describe why the order is being or has been cancelled. This assignment
does not start or otherwise affect the cancellation process. When staff
access a cancelled order in the Ordering or Receiving Functions, the
system displays the Cancel Code determined reason in the STATUS line
— for example:

Cancelled - by library - no | onger published

Access  Select the CANCEL CODES table on the CODE TABLE MENU, or enter the
screen identifier CANCD on any Acquisitions menu.
Initial Screen
CANCEL CODES
Nunber of records : 6
Code Description of code
1. LNOLP Library cancelled - no |onger published
2. LNOTP Library cancelled - not published
3. LNOTW Library cancelled - not wanted
4. VNOTA Vendor cancelled - not available
5. VNOTP Vendor cancelled - not published
6. VOUTP Vendor cancelled - out of print
Opt i ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
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Detail Screen

CANCEL CCDES
LNOLP
1. Description . Library cancelled - no | onger published
2. Cancel l ed by 1

0 - by vendor
1- by library
2 - by selector
3. Reason for cancellation D2
- not published
- not yet published
- no |longer published
- inadequate supply
- not avail able
- not wanted
- out of print

OO~ WNEFE O

Opti ons
? help # line Line by line Copy Print Del ete File Exi t

N /

Fields

Cancel Code [1-6 characters]

Name of code.

1. Description [any]
Brief description of the Cancel Code.
2. Cancelled by [0- 2]
0 Cancelled by the vendor.
1 Cancelled by thelibrary.

2 Cancelled by a selector.
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3. Reason for [0- 6]
cancellation
0 Cancelled because item not published.
1 Cancelled becauseitem not yet published.
2  Cancelled because item no longer published.
3 Cancelled because there is an inadequate supply of the item.
4 Cancelled because item is not available.

5 Cancelled because item is not wanted.

6 Cancelled becauseitem isout of print.

Where Assigned
Setup Table + REPORT CODES (REPCD).

Acquisitions ¢ ORD - NOTES SCREEN (in the CANCEL CD field).
Screen
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Claim Code

( CLMCD)

The Acquisitions module automatically determines action dates for
claim and cancellation letters, in a cycle based on the periods specified
in thistable. Acquisitions staff can assign Claim Codes to purchase
orders, and can assigh a default code to each vendor. Staff can override
the system-generated action dates.

The Allow system to autogenerate claims field in the FISCAL PROFILE
table determines whether the system generates letters or just reports the
need for aletter (in verification reports).

Access  Select the cLAIM CODES table on the CODE TABLE MENU, or enter the

screen identifier CLMCD on any Acquisitions menu.

Initial Screen
CLAI M CODES
Nunber of records : 4
Code Description of code
1. DAMG Itemreceived damaged
2. DISC DI SCOUNT DI SCREPANCY
3. MSS Mssing copies
4. NORC No receipts for invoiced copies
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
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Detail Screen

4 )
CLAI M CODES
DFLT
L Description  : Default Gaimoele
2. Gaim1l (# days) ;30
3. Caim?2 (# days) . 15
4. Caim3 (# days) 5
5. Claim4 (# days) 0
6. Cancel (# days) 7
Opti ons:
? help # line Line by line Copy Print Del ete File Exi t
- J
Fields
NOTE: You may |leave any of these fields empty, including intermediate
periodsin the cycle — you do not need four claims before the order
cancellation.
Claim Code [1-6 characters]
Name of code.
1. Description [any]
Brief description of the Claim Code.
2. Claim 1 (# days) [any number]
When Acquisitions staff order an item, the system adds this number of
days to the order date to determine the estimated delivery date (EST
DELVRY) which is shown on most Ordering and Receiving screens.
If the library has not received the item by the estimated delivery date, the
system issues a claim letter or reports the need for one.
3. Claim 2 (# days) [any number]

When thefirst claim is generated, the system adds this number of daysto
the transaction date to determine a default ACTION DATE whichis
shown on some receiving screens. Acquisitions staff can override this
date on the REC- CLAIM TRANSACTION DISPLAY Screen.
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4. Claim 3 (# days)

5. Claim 4 (# days)

6. Cancel (# days)

Where Assigned
Setup Table

Acquisitions
Screens

4-14

If the library has not received aresponse from the vendor by the ACTION
DATE (either the materials, a notification of cancellation, or anew
expected date for delivery), the system reissuesthe claim | etter or reports
the need for a second one.

[any number]

If asecond claim letter isgenerated, the system adds this number of days
to the ACTION DATE to determine when a vendor response is next due.

If the library has not received a response from the vendor by the new
ACTION DATE, the system issues the claim letter a third time or reports
the need for one.

[any number]

If athird claim letter is generated, the system adds this number of days
to the ACTION DATE to determine when a vendor response is next due.

If the library has not received a response from the vendor by the new
ACTION DATE, the system issues the claim letter afourth time or reports
the need for one.

[any number]

When the final claim letter is generated, the system adds this number of
days to the ACTION DATE to determine when to cancel the order and
generate a cancellation letter, or report the need for cancellation.

If you leave this field empty, the system does not cancel the order, nor
report the need for cancellation, at the end of the claim cycle.

* USERDEFAULTS ( CUDEF)

* ORD - ORDERING DATA (in the CLM CODE field)

* VEN - VENDOR HEADER SCREEN (in the CLAIM CODE field).
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Claim Message Code ( CLMVBG)

Acquisitions staff can assign a Claim Message Codeto aclaim to havea
stored message printed out on the claim letter sent to the vendor.

Access  Select the CLAIM MESSAGE CODES table on the CODE TABLE MENU, Or
enter the screen identifier CLMVBG on any Acquisitions menu.

Initial Screen
CLAI M MESSAGE CODES
Nunber of records : 2
Code Description of code
1. DAM Itemreceived damaged
2. INC Itemreceived inconplete
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
CLAI M MESSAGE CODES
DAM
1. Description : ltemreceived danaged
2. Message : THI'S | TEM WAS RECEI VED DAMAGED.
Opti ons:
? help # line Line by line Copy Print Del ete File Exi t
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Fields
Claim Message Code [1-4 characters]
Name of code.
1. Description [any]
Brief description of the Claim Message Code.
2. Message [any]

The message to be printed. Up to 195 characters can be printed on the
standard claim letter.

Where Assigned

Acquisitions ¢ REC- CLAIMING ITEMS (in the MESSAGE field)

Screens . .
* INV - CLAIMING ITEMS (in the MESSAGE field).
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Claim Text Code ( CLMI'XT)

Currently, the Acquisitions module supports the use of only one Claim
Text Code— CANCEL. The corresponding text, defined in thistable, will
be printed out on the cancellation letter.

Access  Select the CLAIM TEXT CODES table on the CONTROL TABLE MENU, Or
enter the screen identifier CLMTXT on any Acquisitions menu.

Initial Screen
CLAI M TEXT CCODES
Nunber of records : 1
Code Description of code
1. CANCEL Claimon cancel | ation
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
CLAI M TEXT CCODES
CANCEL
1. Description : Claimon cancellation
2. Linel : Dear Sir/Madam
3. Line2 :
4. Line3 : This is to informyou that the title(s) +
5. Line4 : cancel | ed. Thank you for your co-operati+
Opti ons:
? help # line Line by line Copy Print Del et e File Exi t
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Fields
Claim Text Code [CANCEL]
Name of the code.
1. Description [any]
Brief description of the Claim Text Code.
2. Linel [any]
to
5. Line4 Upto four lines of text to be printed on the letter. On the standard cancel-

lation letter, up to 70 characters can be printed per line.
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Country Code ( CNTCD)

Acquisitions staff can assign a Country Code to each vendor. The full
name of the country is printed as the bottom line of the vendor’s address,

Access

and some reports can be sorted by country.

Select the COUNTRY CODES table on the CODE TABLE MENU, or enter the

screen identifier CNTCD on any Acquisitions menu.

Initial Screen
COUNTRY CODES
Nunber of records : 3
Code Descri ption of code
1. CAN Canada
2. ENG Engl and
3. USA United States of Anerica
Opt i ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
COUNTRY CODES
NZ
1. Name of Country : New Zeal and
Opti ons:
? help # line Line by line Copy Print Del et e File Exi t
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Fields

NOTE: You may leave any of these fields blank.
Country Code [1-8 characters]

Name of code.
1. Name of Country [any]

Full name of the country.

Where Assigned

Acquisitions ¢ VEN - VENDOR ADDRESS SCREEN (in the COUNTRY field).
Screen
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Currency Code ( CURRC)

Access

The Acquisitions module handles multiple currencies, and uses therates
specified in this table to convert amounts to a base currency for encum-
brance and payment. Acquisitions staff can assign Currency Codesto
purchase orders, invoices, and vouchers, and can assign adefault code to
each vendor.

Thelibrary will need to update thistable frequently to reflect changesin
exchange rates.

Changing arate will affect future orders and invoices, not the already
encumbered amounts of unpaid purchase orders and invoices.

Select the CURRENCY CODES table on the CODE TABLE MENU, oOr enter the
screen identifier CURRC on any Acquisitions menu.

Initial Screen
CURRENCY CODES
Nurmber of records : 5
Code Description of code
1. AUS Australia dollar
2. CDN Canada dol | ar
3. BELG Bel gi um franc
4. WK Uni ted Ki ngdom pound
5. US United States dollar
Opt i ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
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Detail Screen

CURRENCY CCDES
AUS
1. Currency description : Australia dollar
2. Exchange rate : 1.10
3. 1SO Currency code : AUD = Australian dollar
Opti ons:
? help # line Line by line Copy Print Del et e File Exi t

Fields

Currency Code

1. Currency description

2. Exchange rate

3. ISO Currency code

Where Assigned

Setup Tables

4-22

[1-8 characters]

Name of code.

[any]
Brief description of the Currency Code.

[up to about 5 or 6 digits; adecimal point can be used]

The multiplier that will convert an amount in this currency to the base
currency. (The base currency is defined as 1.0000, even if you do not
create a particular Currency Code for it.)

[1SO Currency Code, 3 characters]

ISO Currency Code that correspondsto this Currency Code in Acquisi-
tions. Thisfield is used when exchanging transactions (i.e. seria
invoices) electronically with a vendor.

* USERDEFAULTS ( CUDEF)
* APPROVAL LOADER PROFILE ( APLQAD)

* INVOICE LOADER PROFILE (| NLOAD) .
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Acquisitions ¢  ORD - ORDERING DATA (in the CURRENCY field)

Screens .
* INV - INVOICE HEADER SCREEN (in the INVOICE CURR and PAYMENT

CURR fields)

e VCH - VOUCHER HEADER SCREEN (in the INVOICE CURR and
PAYMENT CURR fields)

* VEN - VENDOR HEADER SCREEN (in the CURRENCY field).
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Fiscal Profile ( FI SCL)

Access

The Acquisitions Module can be set up with several fiscal and general
defaults, specified in the Fiscal Profile.

Select the FISCAL PROFILE table on the CONTROL TABLE MENU, Or enter
the screen identifier FI SCL on any Acquisitions menu.

FI SCAL PROFI LE
: ACQ CTL*FI SCAL
1. Tax Y%age to apply at order time? (99v999) . 8.0
2. Acceptabl e PO percentage vari ance ;20
3. Apply funds as percentage? (1=YES) 1
4. Barcode nonograph receipts? (1=YES) 1
5. Default Purchase order format code? : BOOKPO = Regul ar Bo+
6. Are ACQ MARC records edit checked? (1=YES) 0
7. Are ACQ Bib records discarded? (1=YES) 0
8. Workfile prefix for discarded records? :
9. Allow systemto autogenerate clainm? (1=YES) 0
10. Maxi mum order armpunt to al |l ow? : 1000. 00
11. Generate one claimfor all |ocations? (1=YES) :
12. Default for ' TRANSFER to Catal ogue? (1=YES) 1
13. Display LIBRARY CODE on index browses? (1=YES) 1
14. All ow negative BUDGET anmpunts in Funds?(1=YES) .0
15. Encunber vs. funds with insufficient nonies? 0
Opti ons:
? help # line Line by line Print File Exi t
NOTE  For efficiency, the system reads this table when each user logs on, rather
than every time the setup information is needed. This means, however,
that if you make any changes to the table, users must log off and then
back on to see any effect.
Fields

1. Tax %age to apply at
order time

4-24

[0-6 digits, up to 99.9999]

The percentage you want the system to use when calculating a default
tax amount for each order. The TAX % field on the ORD - ORDERING DATA
screen will have the default answer specified in this setup field.
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2. Acceptable PO
percentage variance

3. Apply funds as
percentage

0 or empty

4. Barcode monograph
receipts
1

0 or empty

5. Default Purchase
order format code

[0-2 digits]

The system will warn staff of a Price discrepancy if they enter an invoice
amount that is different than the order amount by more than this
percentage. The warning can be overridden.

[0 or1]

By default, allocate funds by per centage when placing an item on order
on the ORD - ALLOCATIONS Or ORD - BRIEF ORDER ENTRY screen. The
ALLOCATIONSBY % field on the ORD - ALLOCATIONS screen will havethe
default answer Y.

By default, allocate funds by copy when placing an item on order on
these screens. The ALLOCATIONSBY % field will have the default answer
N.

NOTE: This general default will be overridden by the user default spec-
ified in the USER DEFAULTS table.

[0 or1]

By default, prompt for barcode number (on a detail receipt screen) when
receiving monographs. The BARCODE field on the main REC - RECEIVING
ITEMS screen will have the default answer Y.

By default, do not prompt for barcode number when receiving mono-
graphs. The BARCODE field on the REC - RECEIVING ITEMS screen will
have the default answer N.

[PO Print Format Code, 0-10 characters|

Default for an order when the order’s vendor and the order’s library do
not provide one — the vendor lacks an Order Method Code or else has
onethat lacks a PO Print Format Code, and the order hasaLibrary Code
that lacks a PO Print Format Code.

To see the PO PRINT FORMAT CODES table, enter ?? and <ENTER>.

An order without a PO Print Format Code will not be printed.
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6. Are ACQ MARC
records edit checked

1

0 or empty

7. Are ACQ Bib records
discarded

0 or empty

8. Workfile prefix for
discarded records

4-26

[0or1]

Acquisitions MARC records can be edit-checked when staff use the
Accept option on the ORD - BRIEF ORDER ENTRY OF ORD - BIBLIOGRAPHIC
ENTRY/UPDATE screen. If the system finds problems with the record, it
will display a CATALOGUING WARNING/ERROR LIST screen that describes
the problems.

The system will edit-check the MARC format of Acquisitions records.

The system will not edit-check Acquisitions MARC records, and thus
will never display the CATALOGUING WARNING/ERROR LIST screen when
staff Accept arecord. The library can have cataloguing staff edit-check
therecords at alater stage: after the records have been transferred from
Acquisitions to the Catalogue (or to a Catal oguing workfile).

[0or1]

Acquisitions MARC records can be transferred to the Catalogue. This
field only refersto "hooked" records — that is, records which were
created by copying a Catalogue record so that new copies of the item
could be ordered. It does not refer to records created to describe a new
item.

When it isfirst transferred, the Acquisitions version of the MARC infor-
mation will be discarded, regardless of whether or not it is different than
the Catal ogue version.

If the Catal oguing and Acquisitions versions are different, the transfer
job will keep the Acquisitions version. (Cataloguing or Acquisitions
staff might have updated one of the records since the date it was copied
for Acquisitions use.) Where the Acquisitionsversion is kept dependson
how you answer the following field.

If Acquisitions and Catalogue versions are identical, the transfer job
will discard the Acquisitions version.

[0-3 characters]

Your answer to thisfield mattersonly if you answered 0 or blank infield
7. The workfile prefix is actually for non-discar ded records.
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[1-3 characters]

empty

9. Allow system to
autogenerate claims
1

0 or empty

10. Maximum order
amount to allow

11. Generate one
claim for all locations

1
0 or empty
12. Default for
‘TRANSFER'’ to
Catalogue 1

Acquisitions Management Guide (September 2000)

The transfer will add the Acquisitions version to the catal oguing work-
file whose prefix you specify in thisfield. The workfile prefix assigned
by Geac in the default system is BDS.

The transfer will overwrite the main Catalogue record with the Acquisi-
tions version.

[0 or 1]

The system will automatically generate claim and cancellation letters
(on dates determined by the library-defined cyclein the CLAIM CODES
table).

The system will only report the need for claim and cancellation |ettersin
corresponding verification reports (on dates determined by the library-
defined cycle in the CLAIM CODES table).

[0-12 digits, up to 9999999999.99]

The system will warn staff if they enter an order amount that is greater
than this value. The warning can be overridden.

Enter an amount in the base currency.

If you leave this field empty, the system will not check the amount
entered by staff.

[0or1]

Your answer to thisfield matters only if you answered Y tofield 9in this
table (for automatic claim and cancellation letter generation).

The system will generate only one letter for all the outstanding items on
apurchase order. (The letter has only one Ship To address — the one
corresponding to the first item’s location.)

The system will generate a separate letter for each group of outstanding
items that have the same location.

[0 or1]

The TRANSFER field on the ORD - ORDERING DATA and ORD - BRIEF
ORDER ENTRY screenswill have the default answer Y. If staff |eave the
field answered Y, then the Acquisitions to Catalogue Transfer Job will
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transfer an order’s bibliographic and/or pieceinformation after the order
has been cut or cancelled or pieces have been received or returned.

O orempty The TRANSFER field will have the default answer N. If staff leave the
field answered N, then the Acquisitions to Catal ogue Transfer Job will
not transfer an order’s information.

13. Display LIBRARY [0or1]
CODE on index
browses? 1 TheAcquisitionsindex browse screens (such as atitle browse on the
ORD - ORDER SEARCH & RETRIEVAL screen) will show each record’s
Library Code in a LIBRARY column at theright. Thisis particularly
useful at librarieswhich set up User Permissionsto restrict record access
by Library Code.

0 orempty  Only the vendor browse screens available from the VENDOR fields on
Ordering, Invoicing, Voucher, and Fund Management screens will show
the Library Codes.

14. Allow negative [0or1]
BUDGET amounts in
funds? 1 Staff will be warned if they attempt to File ajournal entry on the FUN -

JOURNAL ENTRY HEAD SCREEN that would result in the budget amount of
afund becoming negative. Staff can override the warning and post the
entry. Thismay assist the library in tracking all appropriations to their
funds.

0 orempty  Staff will be prevented from posting a journal entry that would result in
a negative budget amount in afund. The system will display an error
message. Thisisthe typical setting.

15. Encumbervs. funds [0 or 1]

with insufficient

monies? 1 Allow unlimited overencumbrance of funds. A fund’s total encumbered
plus spent can go over the budget amount by an unlimited amount,
regardless of the value in the ENCUMBER % field on the FUN - FUND
HEADER SCREEN. The budget amount can even be zero. This enables the
library to process and track encumbrances while waiting for budgets to
be approved and allocated. Libraries generally use this setting only
temporarily.
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0 orempty  Ordering staff cannot add or update orders that would make afund’s
total encumbered plus spent amount go over the budget amount by more
than the amount determined by the ENCUMBER % field. Thisisthe
typical setting.
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Fiscal Profile 2 ( FI SCL2)

Thistable contains additional fiscal optionsthat could not fit in the main
Fiscal Profile.

Access  Select the FISCAL PROFILE 2 table on the CONTROL TABLE MENU, Or enter
the screen identifier FI SCL2 on any Acquisitions menu.

FI SCAL PROFILE 2

. ACQ CTL*FI SCAL2

-

1. Allow nmulti-LIBRARY year ends? (1=YES) 1

2. Restrict vendor usage to VENDOR LI BRARY?( 1=YES) 1

3. Allow inconsistent vendors? (1=YES) 1

4. Default REPORT CODE at tinme of receipt : LCLO = Library repo+
5. Pronpt when Exit option is used on changed iten? : 1

6. Allow LIBRARY m smatch btn order & invoice(1l= YES) 1

7. Contents of Vol/Part in PlIECES created for : Vol .

Miul tipart itens (separate levels with ':")
Opti ons:
? help # line Line by line Print File Exi t

J

NOTE

Fields

1. Allow multi LIBRARY
year ends
1

0 or empty

4-30

For efficiency, the system reads this table when each user logs on, rather
than every time the setup information is needed. This means, however,
that if you make any changes to the table, users must log off and then
back on to see any effect.

[0or1]

Multiple year ends are allowed. (See Year End Processing Code
( YEND) on page 4-116.)

Multiple year ends are not allowed. The Year End Process (YEND1)

performsonly one year end, as defined by the DFLT Year End Processing
Code.
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2. Restrict vendor
usage to VENDOR
LIBRARY 1

0 or empty

3. Allow inconsistent
vendors

0 or empty

4. Default REPORT
CODE at time of
receipt

[0or1]

The order’s vendor’s Library Code must match the order’s own code.
Staff can assign avendor in the VENDOR field of the ORD - BRIEF ORDER
ENTRY Or ORD - ORDERING DATA screen only if that vendor’s Library
Code (defined in the LIBRARY field of the VEN - VENDOR HEADER
SCREEN) is the same as the one defined in the LIBRARY field of the
order’s ORD - BRIEF ORDER ENTRY OF ORD - BIBLIOGRAPHIC ENTRY/
UPDATE SCreen.

Answerl if you answered 1 to the preceding question (multiple year
ends), or if the library wants separate vendor statistics, ratings, and/or
contact people for each agency (Library Code).

The disadvantage of this approach is that duplicate vendors must be
maintained, one for each agency that can order from them.

Order vendor-assignment is not restricted by Library Code.

[0or1]

Allow staff to create an invoice with a vendor code that is different than
the one currently on the order. This enablesthelibrary to renew an order
with anew vendor before completing the invoicing on the order with the
old vendor. The system will warn staff when theinvoice vendor does not
match the order vendor.

Prevent staff from creating an invoice with a vendor code different than
the one currently on the order.

Staff can assign avendor in the VENDOR field of the INV - INVOICE
HEADER SCREEN only if it matches the one in the order’s ORD - BRIEF
ORDER ENTRY Of ORD - ORDERING DATA SCreen.

If the library does not renew orders, it is best to answer 0 and keep this
consistency check in place.

[Report Code, 1-4 characters]

When staff Receive an item on the REC - RECEIVING ITEMS screen, the
system supplies this default in the REPORT CD field. For example, the
library can specify a default code that would automatically close the
order.

To see the REPORT CODES table, enter ?? and <ENTER>.
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5. Prompt when Exit
option is used on
changed item 1

6. Allow LIBRARY
mismatch btn order
& invoice

0 or empty

7. Contents of Vol/Part
in PIECES created
for Multipart items

4-32

[0or1]

When staff attempt to use Exit or Prior screen to leave arecord without
first Filing any changes made, the system will warn:

Record has been nodifi ed.
Do you still wish to discard the changes? (Y/'N

Thiswarning is not given on setup table screens.

The system will not warn staff when they leave changed records.

[0or1]

Your answer to thisfield isignored and assumed to be 0 if you answered
1 tofield 1 in thistable (to alow multiple year ends).

Staff can add adetail lineto aninvoice even if the Library Code speci-
fied in the detail line's order does not match the Library Code specified
on the invoice header. Only libraries which process invoices for orders
for all agenciestogether and do not have multiple year ends should
consider using this setting.

Staff will be prevented from adding a detail line to an invoice if the
Library Code specified in the detail line's order does not match the
Library Code specified on theinvoice header. The system will display an

error message.

[0-20 characters]

The contents of thisfield are placed into the Vol/Part (enumeration |abel)
field of piecesthat are created for parts of multi-part copy orders
received in Acquisitions. Thisinformation is used if thereis no label
information defined in the order record (NOTES screen).

You can enter avalue with or without a period, i.e. Vol . or Vol
Separate enumeration labels with a colon (for examplevol . : pt.).If
thisfield is left blank, the system supplies a default value of Pt. in the
\olume/Part field of the piece.
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Fund Period Code ( FSPER)

Access

The Fund Period Maintenance Job (PER) can take periodic snapshots of
each fund’s bal ance and encumbered, spent, and authorized amounts for
display in the FUN - FUND PERIODS DISPLAY screen (see the Acquisitions
User’s Guide). Thistable controls the scheduling of the snapshots.

The library can define separate schedules, for separate library agencies
(i.e. separate Library Codes), particularly if thelibrary has multiple year
ends (i.e. answers 1 to the Allow multi-LIBRARY year ends question in
the FISCAL PROFILE 2 table).

The background processor should be scheduled to execute the Fund
Period Maintenance Job daily. The job will compare the day’s date
against the dates defined in the FUND PERIOD CODES table for the
library’s agency: if they match, the job will take a fund snapshot.

Select the FUND PERIOD CODES table on the CODE TABLE MENU, Or enter
the screen identifier FSPER on any Acquisitions menu.

Initial Screen
FUND PERI OD CODES SUPER

Nunber of records : 3
Code Descri ption of code

1. DFLT Default fund periods

2. MED Medi cal Institute of Technol ogy

3. TRAIN Trai ni ng

Opti ons:

# line Add item Forward Backwar d ? help Exi t
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Detail Screen

Fields

/

N

FUND PERI OD CCDES SUPER

FUND PERI CD CODE: DFLT

1. Description . Default fund periods

2. Start date : 06/01/91

3. End date : 05/31/92

4. Nunber of periods 1 24

5. End of period dates : 06/19/91 06/28/91 07/12/91 07/26/91 08/09/91+
Options:

File Li ne by Line # line ? help Exi t

Fund Period Code

1. Description

2. Start date

3. End date

4-34

[DFLT or avalid Library Code, 1-6 characters]
Each Library Code specifies the separate schedule for a specific library
agency.

The DFLT code describes the schedule for all remaining library agencies
(whose Library Codes are not individually defined as Fund Period
Codes).

[any]

Brief description of the Fund Periods Code, typically afiscal year
divided into monthly or semimonthly periods.

[year, month, day (in system format)]

Thisisthe date of the beginning of the first period. The system takes the
first fund snapshot on this date.

Libraries generally specify the first day of the fiscal year but, when
initially setting up the Acquisitions module, it is better to specify the
system start-up date instead. If you change the start date, the system asks
whether you want the default snapshot dates (field 5) recal culated.

[year, month, day (in system format)]

Thisisthe date of the end of the last period. The system takes the last
fund snapshot on thisdate. Libraries generally specify thelast day of the
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fiscal year. If you changethe end date, the system asks whether you want
the default snapshot dates (field 5) recal culated.

4. Number of periods [1-2 digits]

The system can cal culate default snapshot dates based on the informa-
tionin thisfield and in the preceding two fields. For example, for
monthly snapshotsin a one-year range, enter 12. If you change the
number of periods, the system asks whether you want the default snap-
shot dates (field 5) recal culated.

5. End of period dates  [year, month, day (in system format)]

The system takes fund snapshots on these dates as well as the start date
specified above.

The system calculates a default set of snapshot dates based on the infor-
mation you provide in the preceding three fields. You can change the
default dates by editing thisfield. The last date must be the same as the
end date specified above.

If you change the start date, end date, or number of periods, then the
system can automatically recal culate the snapshot dates.
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Fund Status Code ( FUNST)

Acquisitions staff can assign a Fund Status Code to a fund to open or
close afund.

For convenient reporting, the library may create multiple codesthat have
the same system effect. For example, to distinguish among reasons for
fund closures, the library might create multiple codes which have the
Closed/No Updates field set to 1 (yes).

Access  Select the FUND STATUS CODES table on the CONTROL TABLE MENU, OF
enter the screen identifier FUNST on any Acquisitions menu.

Initial Screen

4 )

FUND STATUS CODES

Nunber of records : 3
Code Description of code

1. ACTIVE Fund is active
2. CLOSED Fund is closed

3. OPEN Fund i s open

Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t

Detail Screen
FUND STATUS CODES
OPEN

1. Description : Fund is open
2. Closed/ No Updates (1 = YES) 0

Opti ons:
? help # line Line by line Copy Print Del et e File Exi t
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Fields

Fund Status Code

1. Description

2. Closed/No Updates

1

0 or empty

Where Assigned

Acquisitions
Screen

[1-7 characters]

Name of code.

[any]
Brief description of the Fund Status Code.
[0or1]

The fund is closed. The system will prevent staff from authorizing new
orders and encumbering amounts from the fund. This does not prevent
amounts being spent from the fund.

The fund is open.

*  FUN - FUND HEADER SCREEN (in the STATUSfield).
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Fund Structure ( FUNSTR)

The library can specify the structure of the fund number — up to six
divisions separated by hyphens. These divisions can control page breaks
and totals in the reports.

Access  Select the FUND STRUCTURE SETUP table on the CONTROL TABLE MENU,
or enter the screen identifier FUNSTR on any Acquisitions menu.
/
FUND STRUCTURE SETUP SUPER
FUND FORMAT : ####H#- #H###- I
DI VI SION DESCRI PTI ON LENGTH PAGE TOTAL
1 Di vi si on 4 Y Y
2 Facul ty 5 Y Y
3 Account Nunber 9 Y Y
4 0
5 0
6 0
7. LIMT LENGTH OF FUND NUMBER: Y
Options:
Li ne by Line # line File ? help Exi t
o /
NOTE  For efficiency, the system reads this table when each user logs on, rather
than every time the setup information is needed. This means, however,
that if you make any changes to the table, users must log off and then
back on to see any effect.

Fields

FUND FORMAT [1-18 number signs (#) and 0-5 hyphens (-)]

Thisisadisplay field. The system usesthisfield to summarize your fund
structure, as defined in the following five fields.

DIVISION The fund number can be separated into up to 6 divisions which will be
separated by hyphensin the displays. Acquisitions staff do not include
the hyphens when entering fund numbers; the hyphens are supplied by
the system in displays.
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DESCRIPTION

LENGTH

PAGE

0 or empty

TOTAL

0 or empty

LIMIT LENGTH OF
FUND NUMBER

N or empty

[0-2 characters]

Brief description of afund number division.

[0-20 characters]

Length of afund number division. Keep in mind that the total length of
the fund number must be 18.

If you want fewer than 6 divisions, assign some divisions the length 0.

[0 or 1]

In fund-organized reports, the system will start anew page whenever this
division of the fund number changes.

The system will not page-break reports on this division.

[0or1]

In fund-organized reports, the system will calcul ate totals whenever this
division of the fund number changes.

The system will not calculate totals on this division.

[Y (ves) or N(no)]

This field determines the maximum length of fund numbers that staff
will be allowed to enter.

Allow staff to enter fund numbers up to the length specified in this table;
that is, the total of the LENGTH column.

Allow staff to enter fund numbers up to 18 digits long.
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Fund Type Code ( FUNTP)

Access

Acquisitions staff can assign a Fund Type Code to each fund to control
some system checks and organize some reports.

The library does not have to define all four possible codes and can, in
fact, define more than four (for the separate reporting of codes which
have the same system effect).

Select the FUND TY PE CODES table on the CONTROL TABLE MENU, Or enter
the screen identifier FUNTP on any Acquisitions menu.

Initial Screen
FUND TYPE CODES
Nunber of records : 4
Code Description of code
1. DEPO Deposit fund
2. DONOR Donation fund
3. REG Regul ar fund
4. TRACK  Tracking fund
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
FUND TYPE CODES
DEPO
1. Description : DEPCSI T ACCOUNT
2. Type 1
0 - normal
1 - deposit
2 - tracking only
3 - donation
Opti ons:
? help # line Line by line Copy Print Del ete File Exi t
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Fields

Fund Type Code

1. Description

2. Type

Where Assigned

Acquisitions
Screen

[1-6 characters]

Name of code.

[any]
Brief description of the Fund Type Code.

[0- 3]
Normal fund.

Deposit account fund. When Acquisitions staff place an order with a
deposit account Payment Type Code, the system checksthat the fund has
adeposit account Fund Type Code.

For adeposit account fund, the system allows staff to specify the vendor
with whom the account is maintained. When staff place an order using a
deposit account fund, the system checks that the order’s vendor isvalid

for that particular fund.

Tracking fund. Thiskind of fund is used to keep track of amounts allo-
cated in particular areas, but does not itself contain money and so cannot
be used to pay invoices. When ordering an item, staff can allocate
amounts from tracking funds in addition to the funds that will actually
pay for theitem.

Donation fund. The money in this fund was donated to the library.

* FUN - FUND HEADER SCREEN (in the TYPE field).
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Information Source Code (| NFSRC)

When defining a purchase order print format (in the PO FORMAT CODE
sub-table), the library defines the size, position, and contents of each
print field; to specify the data source for these field contents, the library
also assigns an Information Source Code. For example, the Information
Source Code B2 specifies where to get author information.

The INFORMATION SOURCE CODES screen defines these data sources.

Access  Select the INFORMATION SOURCE CODES table on the CODE TABLE MENU,
or enter the screen identifier | NFSRC on any Acquisitions menu.

Initial Screen This screen lists the first 14 of 61 Geac-provided codes.

4 )

| NFORMATI ON SOURCE CODES

Nunber of records : 61
Code Description of code
B1 Title
B10 Material code
B11 Pl ace of Publication
B12 Publ i sher
Date of publication
B14 Subj ect
B15 Sort code
B16 Vol ume nunber
9. B17 Vendor stock nunber
10. B18 For mat code
11. B2 Aut hor
12. B20 Encodi ng Level
13. B21 Cat al ogui ng Sour ce

ONOORAWNE
w
=
w

14. B3 LC Card nunber

Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exit
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Detail Screen

| NFORMATI ON SOURCE CODES
Bl

1. Description  Title

2. Field type : 2 = Bibliographic field

3. Source for bib info . 3,*245a

Opti ons:

? help # line Line by line Copy Print Del et e File Exi t

Fields
Information Source [1-5 characters]
Code

1. Description

By convention, the code consists of aletter and adistinguishing number;
the letter is one of the following:

B  hibliographicinformation  (Field Type Code = 2)
N  notes (Field Type Code=1)
S standard (Field Type Code = 1)
T totals (Field Type Code = 1)
U  Geac-programmed (Field Type Code = 4)
V  vendor record information  (Field Type Code=1)

Although you may add or modify the B codes, do not change anything
other than the Description in the other codes. The definitions used by the
purchase order print jobs for other codes are actually stored elsewhere,
and the codes are shown in this table only for completeness; changes
made to the non-B codes do not affect the real definitions and will only
be confusing.

[any]
Brief description of the Information Source Code.
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2. Field type

3. Source for bib info

4-44

[Field Type Code, 1- 4]
This system-defined code describes the kind of information source.

To see the FIELD TYPE CODES table, enter 2? and <ENTER>.

Standard field:
Order details, notes, vendor details, and other information from Acquisi-
tions records. GEAC-ASSIGNED ONLY.

Bibliographic field:
Information from the top of Acquisitions screens (i.e. title, author,
| SBN/ | SSN, or LCCN) or from specified MARC fields and subfields.

Freetext field:
DO NOT ASSIGN IN THISTABLE.

Programmed field:
A specia customized information source, coded by Geac programmers
for the library. GEAC-ASSIGNED ONLY.

[any]

Your answer to thisfield matters only if you answered 2 to the preceding
field.

Specify the source(s) of bibliographic information. If you specify alter-
nate sources, use commas to separate them; the system will take infor-
mation from the first source that has data. There are three types of
sources:

Internal PONrecord field number:
3 title, as shown on the top of Ordering and Receiving screens.
4 author, as shown on the top of Ordering and Receiving screens.
5 Library of Congress Control Number (LCCN), as shown on the
top of Ordering and Receiving screens.
6 ISBN/ISSN, as shown on the top of Ordering and Receiving
screens.

MARC record fields and subfields:
inthe format "*nnnssss', where "nnn" represents the 3-digit MARC
tag and "ssss" represents the complete list of MARC subfield codes.
The tag must be preceded by an asterisk. (The elements of fixed
length fields such as 008 cannot be specified.)
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Data from repeated subfields are separated by a semicolon when
printed; datafrom different subfields are separated by ablank.

MARC record Leader field:
intheformat "Lnn-mm", where"nn" representsthe starting character
position and "mm" represents the number of characters.

Where Assigned

Setup Table ¢ CODM - PO FORMAT FIELD DEFINITIONS ( POFM) .
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Invoice Default Code (| NVDFT)

Acquisitions staff can pay taxes and/or regular chargesin an invoice
from general accumulation funds rather than from the individual order
funds, and can prorate an invoice's taxes, regular charges, and/or
discount amounts across the invoice line items. Invoice Default Codes
specify the accumulation funds and default prorate methods for each
Library Code.

Access  Select the INVOICE DEFAULT CODES table on the CODE TABLE MENU, Or
enter the screen identifier | NVDFT on any Acquisitions menu.

Initial Screen

s

I N\vOI CE DEFAULT CODES
Nurmber of records : 4
Code Descri ption of code
1. ADM N Head Office and Administration
2. CENT Central Library
3. MED Medi cal Institute of Technol ogy
4. TRAIN  Training

? help Add item # line Print For war d Backwar d Search junp

Detail Screen

4-46

-

I N\VO CE DEFAULT CODES
CENT
1. Description . Central Library
2. Accunul ation fund for regular charges © AU99REGULAR
3. Accumul ation fund for tax ampunts © AU9TAXES
4. Accumul ation fund for other charges © AU99OTHER
5. Default prorate nethod for taxes D2
6. Default prorate nethod for discounts D2
7. Default prorate nmethod for regular charges D2
8. Default prorate nethod for other charges D2
9. Default PAYMENT METHOD code : CASH = Cash
Opti ons:
? help # line Line by line Copy Print Del ete File Exit

/
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Fields

Invoice Default Code

1. Description

2. Accumulation fund
for regular charges

3. Accumulation fund
for tax amounts

4. Accumulation fund
for other charges

[Library Code, 1-6 characters]

If an invoice's assigned Library Code is not included in thistable, and
staff then attempt to prorate an invoice against accumulation funds, the
system will prevent them from authorizing the invoice.

[any]
Brief description of the Invoice Default Code.

[1-18 characters (do not enter hyphens)]

If staff choose prorate method 1 to prorate the invoice regular charges
across invoice line items, the system uses this accumulation fund to pay
them. The system validates this fund number when the invoiceis veri-
fied.

NOTE: Entering ?? and <ENTER> does not display the FUN - FUND
SEARCH & RETRIEVAL browse list of valid fund numbers. Instead, you
must access the Fund Management Function (FUND or FUNU) and
conduct a search.

[1-18 characters (do not enter hyphens)]

If staff choose prorate method 1 to prorate the invoice taxes across
invoice line items, the system uses this accumul ation fund to pay them.
The system validates this fund number when the invoiceis verified.

NOTE: Entering ?? and <eNTER> does not display the FUN - FUND
SEARCH & RETRIEVAL browse list of valid fund numbers. Instead, you
must access the Fund Management Function (FUND or FUNU) and
conduct a search.

[1-18 characters (do not enter hyphens)]

If staff choose prorate method 1 to prorate the invoice other charges,
such as Goods and Services Tax (GST) or Value Added Tax (VAT)
charges, across invoice line items, then the system uses this accumula-
tion fund to pay them. The system validates this fund number when the
invoiceis verified.
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5. Default prorate
method for taxes

1

2 or blank

3

4

6. Default prorate

method for discounts

2 or blank

3

4

7. Default prorate
method for regular
charges

4-48

NOTE: Entering ?? and <ENTER> does not display the FUN - FUND
SEARCH & RETRIEVAL browse list of valid fund numbers. Instead, you
must access the Fund Management Function (FUND or FUNU) and
conduct a search.

[1-4]

By default, prorate the invoice taxes across the line items. The value
specified in this field supplies the default value in the PRORATE
METHOD column of the TAX field of the INV - INVOICE HEADER SCREEN.

Prorate the invoice taxes by line item net amount, and pay these taxes
from the library’s tax accumulation fund instead of the order fund(s).

Prorate the invoice taxes by line item net amount.
Acquisitions staff can specify tax amounts on individua line items.

Prorate the invoice taxes by number of copies.

[2-4]

By default, prorate the invoice discount across the line items. The value
specified in this field supplies the default value in the PRORATE
METHOD column of the DISCOUNT field of the INV - INVOICE HEADER
SCREEN.

Prorate the invoi ce discount by line item net amount. (Acquisitions staff
can specify adiscount percentage instead of discount amount on the
invoice, and can specify additional percentages on individual line items.
Discount amounts cal culated from such line item percentages are
brought forward to the invoice'stotal discount amount.)

Acquisitions staff can specify discount amounts on individual line items.
Prorate the invoice discount amount by number of copies.

[1-4]

By default, prorate the invoice regular charges amount across the line
items. The value specified in this field supplies the default value in the
PRORATE METHOD column of the REGULAR CHG field of the INV -
INVOICE HEADER SCREEN.
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1 Proratetheinvoice regular charge by line item net amount, and pay this
charge from the agency’s regular charges accumulation fund instead of
the order fund(s).

2 orblank  Prorate theinvoice regular charge by line item net amount.
3 Acquisitions staff can enter regular charges on individual line items.

4 Prorate the invoice regular charge by number of copies.

8. Default prorate [1-4]
method for other . . .
charges By default, prorate the invoice other charges amount acrossthe line

items. The value specified in this field supplies the default value in the
PRORATE METHOD column of the OTHER CHG field of the INV - INvOICE
HEADER SCREEN.

1 Prorate the invoice other charge by line item net amount, and pay this
charge from the agency’s regular charges accumulation fund instead of
the order fund(s).

2 orblank  Prorate the invoice other charge by line item net amount.
3 Acquisitions staff can enter other charges on individual line items.

4 Prorate the invoice other charge by number of copies.

9. Default PAYMENT [Payment Method Code, 1-6 characters]

METHOD code . .
Default method of payment for new invoices.
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Invoice Type Code (| NVTP)

Acquisitions staff must assign an Invoice Type Code to an invoice, or an
invoice line item, to affect how the system spends money, adjusts
balances, checks for receipts, and so on.

The library does not have to define all five possible codes and can, for
reporting purposes, create multiple codes for the same system-type.

Access  Select the INVOICE TYPE CODES table on the CONTROL TABLE MENU, Or
enter the screen identifier | NVTP on any Acquisitions menu.

Initial Screen
I N\VO CE TYPE CODES
Nurmber of records : 5
Code Description of code
1. CRE Credit Note
2. DEP St at ement from Deposit Vendor
3. INV Regul ar Paynent
4. PAR Partial Paynent
5. PRO Pr of or na
Options:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
I N\VO CE TYPE CODES
CRE
1. Description : Credit Note
2. Type o1
0 - regul ar paynent
1 - credit note
2 - partial paynent
3 - proforma
4 - statenent from deposit vendor
Opti ons:
? help # line Line by line Copy Print Del ete File Exi t

4-50

Acquisitions Management Guide (September 2000)



Invoice Type Code (| NVTP)

Fields

Invoice Type Code

1. Description

2. Type

Where Assigned

Setup Tables

Acquisitions
Screens

[1-3 characters]

Name of code.

[any]
Brief description of the Invoice Type Code.

[0- 4]
Regular payment.

Credit note from the vendor. The system adjusts the spent amount in the
fund(s).

Partial payment. Staff can pay in instalments rather than by copy. The
system disencumbers and spends the amount specified in the PRICE field
on the INV - INVOICE DETAIL screen. This code valueis useful for paying
monographic series and serial orders, and for paying additional money
on invoices after all copies ordered have been invoiced and paid. Usethis
code for supplemental and adjustments invaices.

Proforma payment. The system will not check for receipts. This code
value is useful for orders requiring prepayment.

Statement from deposit vendor. The system adjusts the balance of your
deposit account fund.

e ORDERTYPE CODES ( ORDTP) .

* INVOICE LOADER PROFILE (| NLOAD) .

* REC- INVOICE DETAILED DISPLAY (in the LINE TYPE field)
* INV - INVOICE HEADER SCREEN (in the TYPE field)

* INV - INVOICE DETAIL (in the LINE TYPE field).
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ISO Currency Code (| CURR)

Access

ISO Currency Codes are used when exchanging transactions (i.e. seria
invoices) electronically with avendor. Acquisitionsisinstalled with 22
ISO Currency Codes. The library can add more ISO currency codes if
necessary. These codes are defined in the 1SO 4217 standard. Each
Currency Code (CURRC) must have an associated 1SO Currency Code
assigned to it if the library wishes to exchange transactions el ectroni-
caly.

Select the 1ISO CURRENCY CODES table on the CONTROL TABLE MENU, Or
enter the screen identifier | CURR on any Acquisitions menu.

Initial Screen
[ | SO CURRENCY CODES \
Nunber of records : 22
Code Descri ption of code

1. ATS Schilling

2. AUD Australian Dol lar

3. BEF Bel gi an Franc

4. CAD Canadi an Dol | ar

5. CHF Swi ss Franc

6. CNY Yuan Renmi nbi

7. CUP Cuban Peso

8. DDM Mar k der DDR

9. DEM Deut sche Mark
10. DKK Dani sh Krone
11. FIM Mar kka
12. FRF French Franc
13. GBP Pound Sterling
14. HKD Hong Kong Dol | ar

Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
- J

4-52

Acquisitions Management Guide (September 2000)



SO Currency Code (| CURR)

Detail Screen

| SO CURRENCY CODES
CAD
1. Currency description : Canadi an Dol | ar
Valid ACQ currency codes : CDN
Opti ons:

? help # line Line by line Copy Print Del ete Exi t
Fields
ISO Currency Code [3 characters]

1. Currency description

2. Valid ACQ currency
codes

Where Assigned

Setup Table
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Name of code, according to the 1SO 4217 standard.

[any]
Brief description of the 1SO Currency Code.

Display-only field of Acquisitions Currency Codes associated with this
ISO Currency Code. A Currency Code is added to thislist by assigning
the 1SO Currency Code in the Currency Codes table.

e CURRENCY CODES (CURRC)
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Journal Entry Number ( JNLNO)

When Acquisitions staff add ajournal entry, the system automatically
assigns the journal entry number shown in thistable.

Access  Select the JOURNAL ENTRY NUMBER table on the CONTROL TABLE MENU,
or enter the screen identifier INLNOon any Acquisitions menu.

JOURNAL ENTRY NUMBER
. #NEXT. FUTX. KEY
1. Next Journal # © 91000071
Opti ons:
? help # line Line by line Print File Exi t
Fields
1. Next Journal # [up to 8 digits]

The system will assign the number stored in thisfield to the next journal
entry and then add 1 to this number. At initial start-up time, the library
can specify anumber such as 00024847, or perhaps 89003771 (in
which the first two digits come from the current fiscal or calendar year).
Later, the library can modify this number to start a new range of journal
entry numbers, perhaps at year end.

Where Assigned
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Acquisitions  System-assigned on:

Screen . .
* JRN - JOURNAL ENTRY HEAD SCREEN (in the JOURNAL # field).
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Journal Type Code ( JRNTP)

Acquisitions staff can assign a Journal Type Code to each journal entry
to identify transfers, amounts carried forward at year end, and so on.

Access  Select the JOURNAL TYPE CODES table on the CONTROL TABLE MENU, Or
enter the screen identifier JRNTP on any Acquisitions menu.

Initial Screen This screen lists the four standard codes.
NOTE: Thelibrary cannot add or delete Journal Type Codes.

4 )

JOURNAL TYPE CODES

Nunber of records : 4
Code Description of code

1. 0 Add equity to system
2.1 Transfer noney between funds
3. 2 Carry forward encunbered + authorized at year end
4. 3 Carry forward unspent at year end
Opti ons:
? help # line Print For war d Backwar d Search junp Exi t
Detail Screen
JOURNAL TYPE CODES
1
1. Description : Transfer noney between funds
2. Type : TRN
Options:
? help # line Line by line Copy Print File Exi t
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Fields

Journal Type Code

1. Description

2. Type

Where Assigned

Acquisitions
Screen

4-56

[0-3]
Add additional money (equity) to the system.

Transfer money between funds. The system will check that the total
amount removed equals the total amount added.

Total of encumbered plus authorized amounts carried forward at year
end. (Thiscode cannot be assigned to ajournal entry by staff, only by the
Year End Processing Job — see Year End Processing on page 5-51.)

Unspent amount carried forward at year end. (This code cannot be
assigned to ajournal entry by staff, only by the Year End Processing
Job.)

[any]
Brief description of the Journal Type Code.

[1-3 letters]

The common values are:
EQUfor code 0
TRNfor code 1
CFwfor code 2
NFWfor code 3.

* JRN - JOURNAL ENTRY HEAD SCREEN (in the TYPE field).
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Library Code

Access

(LI BCD)

The ADVANCE Acquisitions modul e recognizes agencies (financial
units) within the library by their Library Codes. Acquisitions staff must
assign a Library Code to each fund, and to each purchase order, vendor,
journal entry, invoice, and voucher. The code assigned to a purchase
order determines the billing address, default shipping address, and
default PO format. The code al so determinesthe accumulation fundsand
default prorate methods for invoices, and the fiscal periods for fund
amount snapshots. User permissions for various functions and tasks may
be restricted by Library Code (see User Permissions on page B-1). Most
acquisitions reports are totalled and paginated by the code.

After setting up the Library Codes, the library can aso define corre-
sponding Invoice Default Codes, Year End Processing Codes, and Fund
Period Codes.

Single-agency libraries will define only one Library Code for general
use and perhaps one for staff training on the system; multi-agency
libraries will define several.

Select the LIBRARY CODES table on the CODE TABLE MENU, or enter the
screen identifier LI BCD on any Acquisitions menu.

Initial Screen
LI BRARY CODES

Nurmber of records : 4

Code Description of code
1. ADM N Head O fice and Administration
2. CENT Central Library
3. MED Medi cal Institute of Technol ogy
4. TRAIN Trai ni ng
Opti ons:

? help Add item # line Print For war d Backwar d Search junp

Exi t
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Detail Screen

LI BRARY CODES
ADM N

1. Institution Nane : Head Office and Administration

2. Default SH P TO code : CENT = Central Library - Acquisitions Dept.

3. Default BILL TO code : CENT = Central Library - Acquisitions Dept.

4. Library defined ident 1 1234

5. Default PO format :

Opt i ons:

? help # line Line by line Copy Print Del ete File Exi t

Fields
Library Code [1-6 characters]

1. Institution Name

2. Default SHIP TO
code

3. Default BILL TO
code

4-58

Name of code.

[any]

Brief description of the Library Code. Thistext is printed on report
headings.

[Ship To Code, 0-6 characters]

Default shipping information used when the user enters a Library Code
on the ORD - BIBLIOGRAPHIC ENTRY/UPDATE screen. However, the user
can override this non-displayed default by entering a different Ship To
Code on the ORD - ALLOCATIONS screen.

To see the SHIP TO CODES table, enter ?? and <ENTER>.

CAUTION: Do not leave thisfield empty. If you do, the purchase orders
will not print.

[Bill To Code, 0-6 characters]

Default billing information used when the user specifiesaLibrary Code
on the ORD - BIBLIOGRAPHIC ENTRY/UPDATE SCreen.

To see the BILL TO CODES table, enter 2? and <ENTER>.
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4. Library defined ident

5. Default PO format

Where Assigned

Setup Tables

Acquisitions
Screens

If you leave this field empty in the table, the system will not use billing
information.

[any]

An alternate name or number for the Library Code — for example, an
identifier used by the library’s financial services department. Currently,
this code has no effect on the system and is commonly |eft empty.

[PO Format Code, 0-8 characters]

Default purchase order format used when the user specifiesa Library
Codeon the ORD - BIBLIOGRAPHIC ENTRY/UPDATE screen. If field 5, isleft
blank, the default PO format is taken from the FISCAL PROFILE table. In
either case, the default format is used only when the vendor has no
default Order Method (and therefore no PO format) defined. May be
used to separate purchase order printing by Library Code.

+ BILL TOCODES (BILTO)
* USERDEFAULTS ( CUDEF)

* INVOICE DEFAULT CODES (| NVDFT)

* FUND PERIOD CODES ( FSPER)

* YEAR END PROCESSING CODES ( YEND)

* APPROVAL LOADER PROFILE ( APLQAD)

* INVOICE LOADER PROFILE (I NLOAD)

*  ACQUISITIONS AUDIT ARCHIVING/PURGING ( ARCP)

* ACQUISITIONSARCHIVING FOR TIME PERIOD ( ARCT)

*  ORD - BIBLIOGRAPHIC ENTRY/UPDATE (in the LIBRARY field)
* ORD - BRIEF ORDER ENTRY (in the LI BRARY field)

* INV - INVOICE HEADER SCREEN (in the LIBRARY field)

* VCH - VOUCHER HEADER SCREEN (in the LIBRARY field)

e VEN - VENDOR HEADER SCREEN (in the LIBRARY field)

*  FUN - FUND HEADER SCREEN (in the LIBRARY field)

e JRN - JOURNAL ENTRY HEAD SCREEN (in the LIBRARY field).
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Location Code ( LOCCD)

L ocation Codes define the ordering locations. The code enables the
library to include some location information for the piece and serials
copy set information sent to the Catal ogue (used by the Cataloguing,
Circulation, and Online Catalogue M odules). This location information
can include Institution Code, a Collection Code, and so on.

The code also permits you to assign a default shipping address, and
default funds which the system will supply when Acquisitions staff allo-
cate funds to orders.

Access  Select the LOCATION CODES table on the CODE TABLE MENU, or enter the

screen identifier LOCCD on any Acquisitions menu.

Initial Screen
[ LOCATI ON CODES \
Nurmber of records : 3
Code Descri ption of code
1. LOCO01 Location 1
2. LOC002 Location 2
3. LOCO03 Location 3
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
- J
Detail Screen
[ LOCATI ON CODES \
LOC004
1. Description : Location 3
2. Institution code : APL = A PUBLIC LI BRARY
3. Subl ocation code : BRAL = Public Library Main Branch
4. Collection code : AV = Audi o-Visual Collection
5. Call # Prefix
6. Default fund
7. Default SH P TO code
Options:
? help # line Line by line Copy Print Del et e File Exi t
o J
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Fields

Location Code

1. Description

2. Institution Code

3. Sublocation Code

4. Collection Code

5. Call Number Prefix

NOTE: You may |leave any of these fields empty.

CAUTION: Be careful that the Sublocation Code, Collection Code, and
Call Number Prefix you specify are al valid for the Ingtitution Code you

specify.
[1-6 characters]

Name of code.

[any]
Brief description of the Location Code.

[Institution Code, 0-6 characters]

Identifies the highest level of holdingsin ADVANCE (see the Cata-
loguing Management Guide).

To see Cataloguing's INSTITUTION CODES table, enter ?? and <ENTER>.

[Sublocation Code, 0-6 characters]

Identifies a building or other unit within an institution (see the Cata-
loguing Management Guide).

To see Cataloguing’s SUBLOCATION CODES table, enter ?? and <ENTER>.

[Collection Code, 0-6 characters]

Identifies a circulation policy-based collection within an institution and
sublocation (see the Cataloguing Management Guide).

To see Cataloguing's COLLECTION CODES table, enter ?? and <ENTER>.

[Call Number Prefix Code, 0-6 characters]

I dentifies a precise class of items (see the Catal oguing Management
Guide).

To see Cataloguing's CALL NUMBER PREFIX table, enter ?? and
<ENTER>.
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6. Default fund

7. Default SHIP TO
code

Where Assigned

Setup Tables

Acquisitions
Screens

4-62

[0-18 characters (no hyphens)]
A valid fund number.

If the user allocatesfunds by copy on the ORD - ALLOCATIONS screen, the
system will supply, on each allocation line, the default defined for the
Location Code that is specified on that line.

If the user allocates funds by percentage, the system will supply, on all
allocation lines, the default from thefirst Location Codethat is specified
on the order and that has a default defined.

[Ship To Code, 0-6 characters]

Default shipping address, supplied when staff enter this Location Code
on the ORD - ALLOCATIONS screen. (In thefirst alocations line, the
default defined in the USER DEFAULTS table overrides this default.)

To see the sHIP TO CODES table, enter ?? and <ENTER>.

* USERDEFAULTS (CUDEF)

* APPROVAL LOADER PROFILE (CUDEF) .

* ORD - ALLOCATIONS (in the LOCATN field)

* ORD - BRIEF ORDER ENTRY (inthe LOCATN field).
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Order Condition Code ( ORDCD)

Acquisitions staff can assign an Order Condition Code to each order to
describe its status and control system checking.

Access  Select the ORDER CONDITION CODES table on the CONTROL TABLE MENU,
or enter the screen identifier ORDCD on any Acquisitions menu.

Initial Screen This screen lists the eleven standard codes.
NOTE: Thelibrary cannot add or delete Order Condition Codes.

/ ORDER CONDI TI ON CODES \
Nunber of records : 11
Code Description of code
1. AUTH Request is authorized for ordering
2. CANCEL Order/request is cancelled
3. CLOSED Order is closed
4., COWPL Previous year's renewal is conplete
5. CONSID Itemis still in request stage
6. CUT Generate the order inmmediately
7. DESID Desiderata item
8. AFT Itemis free
9. OPEN Oder is open
10. RENEW Renew the item
11. VNDCHG Vendor charge
Opti ons:
? help # line Print For war d Backwar d Search junp Exi t
- J
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Detail Screen

/ ORDER CONDI TI ON CODES \
CLOSED
1. Description . Order is closed
2. Status 5
0 - under consideration
1 - authorized for ordering
2 - generate PO inmmediately
3 - gift item
4 - desiderata item
5 - closed item
6 - cancelled item
7 - open item
8 - renewed
9 - prior year's paynents conplete
10 - vendor change
Opti ons:
? help # line Line by line Copy Print File Exi t
. J

Fields

Order Condition Code [1-6 characters]

Name of code.

1. Description [any]

Brief description of the Order Condition Code.

2. Status [0-10]

0 A request. Theitemis under consideration for ordering. The system
does not do authorization checks.

1 Item authorized for ordering. When Acquisitions staff assign the corre-
sponding code to an item, the system checks that the funds have money,
that the selectors are proper selectors, and so on. If the order passesthese
checks, the system authorizes the order amount (adds the order amount
to the AUTHORIZED totd for the fund) and a purchase order will be
generated the next time the Order Generation Job is executed.
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10

Where Assigned

Setup Table

Acquisitions
Screens

Generate order for item immediately. The system will assign a purchase
order number and encumber the order amount.

Gift item. A purchase order does not need to be generated.

Desiderataitem. Thisis arequest — if there is money remaining in an
appropriate fund near year end, staff will consider ordering thisitem.

Closed order. The item has been received and invoiced. The system will
disencumber any remaining encumbrance on the order. Staff can also set
this status via a Report Code on the invoicing screen.

Cancelled request or order. The system cancels the order/request, disen-
cumbering any remaining encumbrance. Staff can also set this statusvia
a Report Code on the receiving and invoicing screens.

Open order. When the system generates a purchase order, it assigns this
Order Condition Code to the item.

Renewed order for an item. Staff will use this code to renew serial and
monographic series subscriptions.

Prior year's payment for renewable item is complete. Staff can also set
this status via a Report Code on the invoicing screen.

Vendor changed. Staff will use this code to reissue a subscription order
to a new vendor.

e USERDEFAULTS ( CUDEF)

e APPROVAL LOADER PROFILE (CUDEF) .

*  ORD - ORDERING DATA (in the CONDITION field)

* ORD - BRIEF ORDER ENTRY (in the CONDITION field).
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Order Method Code ( ORDMTH)

Acquisitions staff can assign an Order Method Code to each vendor to
control the printing, transmission, and default format of orders to that
vendor.

Access  Select the ORDER METHOD CODES table on the CODE TABLE MENU, Of
enter the screen identifier ORDMIH on any Acquisitions menu.

Initial Screen
ORDER METHOD CODES

Nunber of records : 3

Code Description of code
1. FAX1 Faxon regul ar orders
2. NOPRIN Already printed
3. REG Regul ar PO print and mail

Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
ORDER METHOD CODES
REG

1. Description : Regular PO print and mail
2. Mode of transm ssion 0

0 - mail

1 - BISAC

2 - X12 (future)
3. Print paper copy (1 = YES) : 1
4. Default PO format : REG = Regular (nulti-line) PO

Opti ons:

? help # line Line by line Copy Print Del ete File Exi t
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Fields

Order Method Code

1. Description

2. Mode of
transmission
0
1
2
3. Print paper copy
1
0

4. Default PO format

Where Assigned

Acquisitions
Screen

[1-6 characters]

Name of code.

[any]

Brief description of the Order Method Code.

[0-2]

Send order by mail.

Electronically transmit the order using the BISAC ordering stream.

Electronically transmit the order using the X 12 ordering stream. (Not yet
implemented.)

[0 or1]

Your answer to this field matters only if you answered 1 or 2 in the
preceding field.

Yes, print a paper copy of the order.
No, do not print a paper copy.
[PO Print Format Code, 0-10 characters|

Determines the format of the printed purchase order.

To see the PO PRINT FORMAT CODES table, enter 2? and <ENTER>.

* VEN - VENDOR NOTES (in the ORDER METHOD field).
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Order Type Code ( ORDTP)

Acquisitions staff can assign an Order Type Code to each order to
control some system checks and warnings upon receipt and invoice. The
code can also include a default Invoice Type Code.

Access  Select the ORDER TYPE CODES table on the CONTROL TABLE MENU, Or
enter the screen identifier ORDTP on any Acquisitions menu.

Initial Screen
ORDER TYPE CODES
Nunber of records : 5
Code Descri ption of code
1. APPROVAL APPROVAL
2. DEPCSI T DEPCSI T | TEM
3. GFT G FT
4. MONOGRAPH MONOGRAPH
5. REGULAR REGULAR ORDER
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
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Detail Screen

/ ORDER TYPE CODES \
: APPROVAL

1. Description : APPROVAL

2. Receiving Criteria o1
0 - Itemnust be on order
1 - Itens may be received w thout order
2 - Receipts not expected

3. Invoicing Criteria 0

0 - Check for receipts

1 - Do not check for receipts

2 - No invoicing required
4. Invoice line type default : REG = REGULAR PAYMENT
5. Suppress printing & transmission of orders : 1

Opti ons:
? help # line Line by line Copy Print Del et e File Exi t
- J

Fields
Order Type Code [1-12 characters]

Name of code.
1. Description [any]

Brief description of the Order Type Code.
2. Receiving Criteria [0- 2]

0 Thesystemwill display an error message when staff attempt to receive
an item that is not on order, and prevent them from receiving it.

1 Staff will be warned when they attempt to receive an item that is not on
order. They can override the warning and receive the item if they wish.

2 Receipts not expected. Thisvalueisfor staff information only; it does
not control awarning message.
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3. Invoicing Criteria

4. Invoice line type
default

5. Suppress printing &
transmission of
orders 0

Where Assigned

Setup Tables

Acquisitions
Screens

4-70

[0-2]

The system will display a warning message when staff invoice an item
that has not been received.

The system will not inform staff when they invoice an item beforeit is
received.

Invoicing not required. Thisvalue is for staff information only; it does
not control awarning message.

[Invoice Type Code, 0-6 characters]

Theinvoice lineitem’s default type, in the LINE TYPE field on the INV -
INVOICE DETAIL Screen.

To see the INVOICE TYPE CODES table, enter ?? and <ENTER>.

[0 or1]

As adefault, orders with this order type will be printed or transmitted
electronically to the vendor unless otherwise specified in the vendor
record (i.e. ORDER METHOD and RENWL NOTICE fields).

As adefault, orders with this order type will not be printed or trans-
mitted electronically to the vendor. The user may chooseto print specific
orders with this order type by updating the PRINT ORDER status on the
ORD - STATUS SCREEN tO Y.

e USERDEFAULTS (CUDEF)

* APPROVAL LOADER PROFILE ( APLQAD) .

e ORD - BIBLIOGRAPHIC ENTRY/UPDATE (in the ORDER TYPE field)

* ORD - BRIEF ORDER ENTRY (in the ORDER TYPE field).
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Payment Method Code ( PAYMIH)

Acquisitions staff must assign a Payment Method Code to each invoice
and voucher to specify how money isto be paid (for example, by check
or by money orde).

Access  Select the PAYMENT METHOD CODES table on the CODE TABLE MENU, OF
enter the screen identifier PAYMIH on any Acquisitions menu.

Initial Screen
[ PAYMENT METHOD CODES \
Nurmber of records : 9
Code Description of code
1. AMEX Anerican Express Credit Card
2. CASH Cash
3. CERT Certified Check
4. CHK Check
5. FREE No Char ge
6. MC Master Charge Credit Card
7. MO Money O der
8. UNSPEC Unspecified
9. VISA Visa Credit Card
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
- J

Detail Screen

PAYMENT METHOD CODES
CHK
1. Description : Check
Opti ons:
? help # line Line by line Copy Print Del et e File Exi t
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Fields

Payment Method Code  [1-6 characters]

Name of code.

1. Description [any]

Brief description of the Payment Method Code.

Where Assigned

Setup Tables ¢ INVOICE DEFAULT CODES (| NVDFT)

* INVOICE LOADER PROFILE (| NLOAD) .

Acquisitions ¢ INV - INVOICE HEADER SCREEN (in the PAY METHOD field)
Screens . .
* VCH - VOUCHER HEADER SCREEN (in the PAY METHOD field).
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Payment Type Code ( PAYTP)

Acquisitions staff can assign a Payment Type Code to an order to affect
how money is spent by the system. In addition, a default code can be

assigned to each vendor.

The library does not have to define codes for all four possible payment
actions and can, for reporting purposes, create multiple codes for the

same payment action.

Access  Select the PAYMENT TY PE CODES table on the CONTROL TABLE MENU, Or
enter the screen identifier PAYTP on any Acquisitions menu.
Initial Screen
PAYMENT TYPE CODES
Nunber of records : 7
Code Description of code
1. CASH PETTY CASH
2. DEP DEPCSI T ACCOUNT
3. FREE FREE
4. GFT G FT
5. MEM MVEMVBERSHI P
6. PAY REGULAR PAYNENT
7. PRE PREPAYNENT
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
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Detail Screen

/

Opti ons:

? help
-

1. Description : REGULAR PAYMENT
2. Paynent Action .0

Expense on | nvoi ce Paynent

- Pay agai nst Deposit Account

No Expense

- Prepaynent Required

0 -

1
2 -
3

# line Line by line Copy Print Del et e File Exit

PAYMENT TYPE CODES

Fields

Payment Type Code

1. Description

2. Payment Action

Where Assigned

Setup Table

4-74

[1-8 characters]

Name of code.

[any]

Brief description of the Payment Type Code.

[0- 3]

Spend when item isinvoiced and the invoiceis paid.

Dehit the balance of the deposit account fund when item isinvoiced.
(The amount is already spent.)

No payment is expected.
Prepayment required. The system prints prepayment orders together so

that they can be sent to the invoicing department and paid before being
sent to the vendor.

* USERDEFAULTS ( CUDEF) .
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Acquisitions  *  ORD - ORDERING DATA (in the PAY TYPE field)
Screens . .
* ORD - BRIEF ORDER ENTRY (inthe PAYMENT TYPE field)

e VEN - VENDOR HEADER SCREEN (in the PAY TYPE field).
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PO Print Format Code ( POFM)

The PO Print Format Codes define the Geac-provided and library-
defined purchase orders print formats, both single-line item formats and
multi-line item formats. The format used for any particular order is
determined by the order’s vendor (the format assigned to each Order
Method Code whichis, in turn, assigned to each vendor), or, failing that,
by default defined in LIBRARY CODE or by a general default (the format
assigned on the FISCAL PROFILE). See Order Processing on page 5-17 for
adescription of the order processing jobs.

Access  Select the PO PRINT FORMAT CODES table on the CODE TABLE MENU, Of
enter the screen identifier POFMT on any Acquisitions menu.

NOTE: This table has a sub-table, PO FORMAT FIELD DEFINITIONS,
described in the next section.

Initial Screen This screen lists three codes; the first two are Geac-provided and the
third isa sample library-specific code.

4 )

PO PRI NT FORMAT CODES

Nunmber of records : 3

Code Description of code
1. BOOKPO Regul ar single-line PO
2. MULTIPO Milti-line PO

3. UPO Uni versity PO
Opti ons:
# line Add item Forward Backwar d ? help Exi t

4-76 Acquisitions Management Guide (September 2000)



PO Print Format Code ( POFMT)

Detail Screen

PO PRI NT FORMAT CCDES
BOOKPO

1. DESCRI PTI ON : Regul ar single-line PO
2. SINGLE LI NE PURCHASE ORDERS 1
3. PRI NT VENDOR LABELS 1
4. TOTAL NUMBER OF FI ELD DEFI NI TI ONS 1 43
5. NUMBER OF TI TLES PER PAGE 1
6. FIELD NUMBER FOR START OF TITLE BLOCK : 8
7. FIELD NUMBER FOR END OF TI TLE BLOCK : 18
8. NUMBER OF BLANK LI NES BTN TI TLES 0
9. PRINT FORM FEED BETWEEN PO PAGES ;0
Opti ons:

File Line by line # line ? help Exi t

Filing Prompts ~ When you File a code, the system asks:
Do you wi sh to print a sanple Purchase Order now?

Answer Y to print 2 dummy pages of the purchase order, or N to save
changes and return to theinitial screen without printing a page. The
dummy pages have X’sfilling out all the defined fields — this way you
can get abetter picture of new or modified formats, or can line up forms
on a printer before printing the purchase orders output by the Purchase
Order Print Job ( ORDP) .

If you answer Y to print the dummy pages, the system then prompts:
Do you wi sh to make further nodifications to the PO format?

Answer Y to stay on thisscreen, or Nto return to thetable’sinitial screen.
If you answer Y to stay, the current code definitionis not filed — to save
any work you do on this screen, you must later File it without printing a
dummy page or without asking to make further modifications.
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Fields

PO Print Format Code

1. DESCRIPTION

2. SINGLE LINE
PURCHASE
ORDERS

0 or empty

3. PRINT VENDOR
LABELS

0 or empty

4. TOTAL NUMBER OF
FIELD
DEFINITIONS

5. NUMBER OF
TITLES PER PAGE

4-78

[1-8 characters]
Name of code.

Geac recommendsthat the library add new codesfor any library-specific
formats, and leave the Geac-supplied codes unchanged for reference or
use.

[any]
Brief description of the PO Print Format Code.

[0o0r1]

Oneitem (title) per purchase order. CAUTION: If asingle-lineformat is
used to print multi-line orders, the printed information will be incom-
plete or incorrect.

Multipleitems (titles) per purchase order. Thisformat can reduce redun-
dant information and thus is preferred by some vendors.

[0or1]

Create a vendor list for printing vendor address labels for the purchase
orders (assuming that the staff will use the Vendor Print Function (VENP)
after the Purchase Order Print Job).

Do not create avendor list for printing labels.

(system- supplied number)

Number of PO Format Fields defined for the purchase order. <ENTER> to
access the PO FORMAT FIELD DEFINITIONS sub-table which defines the
contents and position of these fields. (See PO Format Field on page 4-
80.)

[up to 2 digits]

Number of items (titles) printed per page. For a single-line format,
answer 1; for amulti-line format, answer 1 or more.
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6-7. FIELD NUMBER [up to 2 digits]
FOR START / END
OF TITLE BLOCK Reference numbers of thefirst and last PO Format Fields which describe
an item (title). PO formats have three groups of PO Format Fields
(defined on the PO FORMAT FIELD DEFINITIONS sub-table):

» top-of-form information such as order number and date
» "title block" — item description such as title and publisher

e bottom-of-form information such as totals.

8. NUMBER OF [up to 2 digits]
BLANK LINES BTN . . . . . .
TITLES Number of blank lines left between items (titles) if multiple titles are

printed per page (seefield 5).

9. PRINTFORMFEED [0 or 1]
BETWEEN PO
PAGES 1 print aform feed between pages of the purchase order.

0 orempty  Print the purchase order continuously, without form feeds. Thisway, text
can be printed on the bottom line of each page.

Where Assigned

Setup Tables ¢ FISCAL PROFILE ( FI SCL)
e ORDERMETHOD CODES ( ORDMTH)

* LIBRARY CODES (LI BCD).
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PO Format Field

The PO Format Fields define the size, position, and contents of each of
the print fields for a PO Print Format Code.

Access  Access the PO FORMAT FIELD DEFINITIONS sub-table by selecting line 4
on the detail screen of the PO PRINT FORMAT CODES table.

Initial Screen This screen shows the first 14 fields for BOOKPO, a Geac-provided PO
Print Format Code.

NOTE: The system keeps the fields sorted in ROW,COLUMN sequence.

/ CODM - PO FORMAT FI ELD DEFI NI TI ONS \
PO FORVAT CODE: BOOKPO

FI ELD DESCRI PTI ON FROM ROW COLUWN TO ROW COLUWN
1. ORDER NO 2,3 2,11
2 ORDER DATE 2,16 2,23
3 COPI ES 2,28 2,30
4. ESTI MATED PRI CE 2,33 2,42
5. VENDOR CODE 2,50 2,58
6 FUND AUTHORI ZER 2,64 2,66
7 FUND NUMBER 2,68 2,80
8. TITLE 4,1 5,67
9. AUTHOR 6,1 6, 67

10. PUBLI SHER 7,1 7,19

11. EDI TI ON 8,1 8, 20

12. YEAR/ VOLUVE 8,21 8, 40

13. FORMAT CCDE 8,41 8, 60

14. SERI ES 9,1 9, 67

Opti ons:
# line Add item Forward Backwar d ? help Exi t
. J
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Detail Screen

This screen is for format field 8.

/ CODM - PO FORVAT FI ELD DEFI NI TI ONS \
PO FORMAT CODE: BOOKPO
FI ELD NUMBER : 8
1. DESCRI PTI ON : TITLE
2. START ROW 4
3. START COLUWN 1
4. END ROW 6
5. END COLUWN . 67
6. FIELD TYPE 2 - Bibliographic field
7. LABEL :
8. | NFORVATI ON SOURCE: B1
Opt i ons:
File Line by line # line Delete ? help Exi t
- J
Fields
FIELD NUMBER [1-2 digits]

1. DESCRIPTION

2. START ROW
to
5. END COLUMN

System-assigned field number for the code, from the FIELD column on
theinitial screen.

[any]
Brief description of the PO Format Field.

[up to 2 digits]

Starting and end print positions for the field. You can specify amultiple-
row field, if you wish, but make sure the end column is greater than the
start column.

If thefield islabelled (see field 7), include the width of the label in the
space you specify infields 2 to 5.

If thefield isthefirst field of thetitle block (as specified for the PO Print
Format Code; see PO Print Format Code ( POFMT) on page 4-76), then
make sureit isthefirst field onits row. Similarly, if the field isthe last
field of the title block, then make sure it is the last field on its row.
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6. FIELD TYPE

7. LABEL

8. INFORMATION
SOURCE

4-82

[Field Type Code, 1 digit]

Describes the kind of information source. Thisis a Geac-defined code.
To see the FIELD TYPE CODES table, enter 2? and <ENTER>.

Standard field — order details, notes, vendor details, and other informa-
tion from Acquisitions records.

Bibliographic field — information from the top of Acquisitions screens
(i.e. title, author, ISBN/ISSN, or LCCN) or from specified MARC fields
and subfields.

Free text field.

Programmed field — a special customized information source, coded by
Geac programmers for the library.

[any]

Text (including blanks) printed at the beginning of the field, such as
"ITEM "or"COPIES: ".

If the print field is afree text field, specify all itstext here.

NOTE: Labels cannot be printed as part of multi-lined Information
Source Codes (seefield 8). If you want labelling information printed for
these fields, define the label in a separate free text field next to or above
the multi-lined field.

[Information Source Code, 1-5 characters or blank]

Describeswhere the datafor thefield is provided from. The Information
Source Code you specify must have aField Type value which matches the
one you specify in the PO Format Field’s FIELD TYPE field.

To see the INFORMATION SOURCE CODES table, enter ?? and <ENTER>.
If the print field is afree text field, leave this blank.

Some Information Source Codes are multi-valued and multi-lined:
ship to address ( S15)
billing address ( S16)
vendor name and address ( V4)
fund authorizer ( S19)
selector ( S20)
fund ( S22) .
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If an order has multiple ship to addresses (S15), then asingle-lineformat
will break the purchase order onto separate pages, and a multi-line
format will not.

Totals (T##) are calculated only for multi-line formats.

Thedatain dollar amount fields and total fieldsisright-justified; the data
in most other fieldsis left-justified.
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Priority Code ( PRI OC)

Acquisitions staff can assign a Priority Code to each order, indicating a
rush order or rush processing status. The system will display these
statuses and will print Rush Or der on purchase orders. The library can
also select any of the other seven priorities for a code, but only the
ordering and processing priorities have an effect on the system.

Access  Select the PRIORITY CODES table on the CODE TABLE MENU, or enter the
screen identifier PRI OC on any Acquisitions menu.

Initial Screen
PRI ORI TY CODES
Nurmber of records : 4
Code Descri ption of code

1. FAST Fast Order

2. NORUSH No Rush Order

3. RUSH Rush Order

4. SLOW Sl ow O der

Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
PRI ORI TY CODES
RUSH

1. Description : Rush Order

2. Priority level 1=highest, 10=l ownest 5

3. Selection Priority; 1=yes, 0=no 1

4. Ordering Priority; 1=yes, 0=no 1

5. Shipping Priority; 1l=yes, 0=no o1

6. Receiving Priority; 1=yes, 0=no o1

7. Processing Priority; 1l=yes, 0=no 1

8. Invoicing Priority; 1=yes, 0=no 0

9. Delivery Priority; 1l=yes, 0=no 0

Options:
? help # line Line by line Copy Print Del et e File Exi t
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Fields
Priority Code [1-6 characters]
Name of code.
1. Description [any]
Brief description of the Priority Code.
2. Priority level [1-10]
Overall priority for the item. 1 indicates the highest urgency, and 10 the
lowest.
3. Selection Priority [0or1]
1 Thisitem needsto be selected as soon as possible.
0 orempty  Selection of thisitem is not urgent.
4. Ordering Priority [0or1]

1 Thisitem needsto be ordered as soon as possible. The STATUSIine on
the Ordering and Receiving screenswill say Rush Or der, and the
system will print Rush Or der on purchase orders.

0 orempty  Ordering of thisitem is not urgent.
5. Shipping Priority [0or1]

1  Thisitem needs to be shipped as soon as possible.

0 orempty  Shipping of thisitem is not urgent.

6. Receiving Priority [0o0r1]
1 Thisitem needsto be received as soon as possible.

0 orempty  Receiving of thisitem is not urgent.
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7. Processing Priority [0 or 1]

1  Thisitem needsto be processed as soon as possible. The STATUSIine on
the Ordering and Receiving screenswill say Rush Pr ocessi ng.

0 orempty  Processing of thisitem isnot urgent.

8. Invoicing Priority [0or1]
1  Thisitem needsto be invoiced as soon as possible.

0 orempty Invoicing of thisitem is not urgent.

9. Delivery Priority [0or1]
1 Thisitem needsto be delivered as soon as possible.

0 orempty Delivery of thisitem is not urgent.

Where Assigned

Setup Table e« USERDEFAULTS ( CUDEF)

* APPROVAL LOADER PROFILE ( APLQOAD) .

Acquisitions e ORD - ORDERING DATA (in the PRIORITY field)

Screens . .
* ORD - BRIEF ORDER ENTRY (inthe PRIORITY field).
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Purchase Order Number ( PONO)

Access

When generating a purchase order, the system automatically assigns the
order number shown in thistable.

Select the PURCHASE ORDER NUMBER table on the CONTROL TABLE
MENU, or enter the screen identifier PONO on any Acquisitions menu.

PURCHASE ORDER NUMBER
© #NEXT. PO. KEY
1. Next Purchase Order # : 9100000155
Opti ons:
? help # line Print File Exi t
Fields

1. Next Purchase

Order #

Where Assigned

Background Job

Acquisitions
Screen

[up to 10 digits]

The system will assign the number stored in this field to the next
purchase order it generates, and then add 1 to this number. At initial
start-up time, the library can specify a number such as 0000294847, or
perhaps 8900013771 (in which the first two digits come from the
current fiscal or calendar year). Later, the library can modify this
number to start a new range of order numbers, perhaps at year end.

Purchase Order Generation Job ( ORDG).

If staff CUT an order, or use VNDCHG to change an order’s vendor, on the
ORD - ORDERING DATA OF ORD - BRIEF ORDER ENTRY screen, the system
will prompt for the purchase order number. The person can either
<ENTER> t0 have the system assign the next available number from this
table, or enter anumber of their choice. (This entered number, unlike the
system-assigned number, can include | etters and other characters.) The
system displays the order number in the PO # field of various screens.
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Report Code ( REPCD)

Acquisitions staff can assign a Report Code to an order in the receiving
or invoicing screensto change its status to cancelled, closed, etc.

Access  Select the REPORT CODES table on the CODE TABLE MENU, or enter the
screen identifier REPCD on any Acquisitions menu.

Initial Screen

4 )

REPORT CODES
Nurmber of records : 8
Code Description of code

1. LCLO Library report - close order
2. LCGW Library report - renewable item s invoicing conplete
3. LNCH Library report - no change
4. VBAC Vendor report - on backorder
5. VCAN Vendor report - cancel order
6. VCLO Vendor report - close order
7. VNCH Vendor report - no change
8. VSUS Vendor report - serial suspended publication
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exit
- J

Detail Screen

4 )

REPORT CODES
VCAN
1. Description . Vendor report - cancel order
2. Type o1

0 - report by library about order
1 - report fromvendor about order

3. PO status action 2

0 - no change

1 - close order

2 - cancel order

3 - backorder

4 - invoicing conplete (SERIALS)
4. Cancel code : VNOTA = Vendor cancelled
Opti ons:

? help # line Line by line Copy Print Del ete File Exi t

- J
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Fields

Report Code

1. Description

2. Type
0 or empty

1

3. PO status action

[1-4 characters]

Name of code.

[any]
Brief description of the Report Code.

[0or1]
Order information reported by library.

Order information reported by vendor.

[0-4]
No change in order status.

Close the order. If staff assign this code on a Receiving screen, the
system de-activates outstanding order claims but does not assign the
CLOSED Order Condition Code.

If staff assign this code on an Invoicing screen, the system will de-acti-
vate outstanding order claims and assign a CLOSED Order Condition
Code when the Voucher Payment Job is executed.

Cancel the order. If staff assign this code on a Receiving screen, the
system disencumbers funds, de-activates outstanding order claims, and
assigns a CANCEL Order Condition Code.

If staff assign this code on an Invoicing screen, the system will disen-
cumber funds, de-activate outstanding order claims, and assign a
CANCEL Order Condition Code when the Voucher Payment Job is
executed.

Back-order the item. This sets a status and leaves the order open.

Complete the invoicing of arenewable item (subscription).

If staff assign this code on an Invoicing screen, the system will complete
the invoicing, disencumber remaining encumbrance for the current
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subscription, and assign a"prior year payment complete" Order
Condition Code when the VVoucher Payment Job is executed.

4. Cancel Code [Cancel Code, 0-6 characters]

Describes why the order is being cancelled. (Leavethisfield blank if the
Report Code is not a cancellation code.)

If itisthelibrary that is cancelling the order — Type 0 above — then
the system will print a cancellation letter or report the need for one.

To see the CANCEL CODES table, enter ?? and <ENTER>.
Where Assigned

Setup Table ¢ FISCAL PROFILE2( FI SCL2) .

Acquisitions ¢ REC- ADDING REPORT CODES (in the REPORT CD field)
Screens . .
e REC-RECEIVING ITEMS (in the REPORT CD field)
* REC- INVOICE DETAILED DISPLAY (inthe REPORT CD field)

e INV - INVOICE DETAIL (in the REPORT CD field).
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Request Number ( REQNO)

Access

When Acquisitions staff create arequest, the system automatically
assigns the request number shown in thistable.

Sel ect the REQUEST NUMBER table on the CONTROL TABLE MENU, Or enter
the screen identifier REQNO on any Acquisitions menu.

Screen
REQUEST NUMBER
: #NEXT. POD. KEY
1. Next Request # : 910000055
Opti ons:
? help # line Line by line Print File Exi t
Fields

1. Next Request #

Where Assigned

Acquisitions
Screens

[up to 9 digits]

The system will assign the number stored in thisfield to the next request
and then add 1 to this number. At initial start-up time, the library can
specify anumber such as000294847, or perhaps 910013771 (inwhich
the first two digits come from the current fiscal or calendar year). Later,
the library can modify this number to start a new range of request
numbers, perhaps at year end.

System-assigned on:
* ORD - ORDERING DATA (in the REQUEST # field).
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Route ID Code ( RTECD)

The Route ID Code enables staff to assigh a one-to-ten person routing
path for materials received by the library. Currently, Acquisitions does
not print out arouting dip.

Access  Select the ROUTE ID CODES table on the CODE TABLE MENU, or enter the
screen identifier RTECD on any Acquisitions menu.

Initial Screen

4 )

RQUTE | D CODES

Nunber of records : 2
Code Description of code

1. ART Fine Arts
2. sC Sci ences
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t

Detail Screen

RQUTE | D CODES

Descri ption . Sci ences

Route to person Al an A. Appl eby
Route to person Rita B. Renoulle
Route to person Davi d G een
Route to person
Route to person
Route to person
Route to person
Route to person
Route to person
Route to person

.
POoowoNoOR~ONE

P ©O©o0o~NOUhWNERE

=

Options:
? help # line Line by line Copy Print Del et e File Exi t

- J
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Fields
NOTE: You may leave any of these fields empty, including namesin the
middle of thelist.

Route ID Code [1-6 characters]
Name of code.

1. Description [any]
Brief description of the Route ID Code.

2. Route to person 1 [any]

to

11. Route to person 10 Name of up to 10 people or groups, in sequence, for the routing list.

Where Assigned

Acquisitions ¢ ORD - NOTES SCREEN (in the ROUTING field)

Screens . .
* REC-RECEIVING ITEMS (in the ROUTE ID field).
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Selector Code ( SELCD)

Access

Acquisitions staff can list the sel ectors who have chosen to place anitem
on order. In addition, staff can assign selectorsto afund, and so restrict
who can encumber the fund.

Select the SELECTOR CODES table on the CODE TABLE MENU, or enter the
screen identifier SELCD on any Acquisitions menu.

Initial Screen
SELECTOR CODES

Nunber of records : 6

Code Description of code
1. DAW David Allen WIlians
2. ETS Ellen T. Sallard
3. LE Loren Esterhazy
4. MD M ke Doct or
5. RTT Rick T. Talliourq
6. SDB Shawn D. Brown

Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
SELECTOR CODES
DAW
1. Nanme David Allen WIlians
2. Dept Cheni stry
3. Phone : 444-1234
Options:
? help # line Line by line Copy Print Del et e File Exi t
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Fields

Selector Code

1. Name

2. Dept

3. Phone

Where Assigned

Setup Tables

Acquisitions
Screens

NOTE: You may |leave any of these fields empty.

[1-3 characters]

Name of code.

[any]
Name of the selector.

[any]
Department or subject area of the selector.

[any]
Phone number of the selector.

e USERDEFAULTS ( CUDEF)

* APPROVAL LOADERPROFILE ( APLOAD) .

* ORD - ORDERING DATA (in the SELECTOR field)
* ORD - BRIEF ORDER ENTRY (in the SELECTORSfield)

*  FUN - FUND HEADER SCREEN (in the SELECTORS field).
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Ship To Code ( SHPTO)

Initial Screen
SHI P TO CODES

Nurmber of records = 3

Code Descri ption of code
1. CENT Central Library - Acquisitions Dept.
2. FARAW Faraway Public Library
3. MED Medi cal Institute of Technology - Acquisitions Dept.
Opti ons:

? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
SHI P TO CODES
CENT
1. Nane : Central Library - Acquisitions Dept.
2. Address 1 : 123 First Street
3. Address 2 : P.O Box 1233
4. Address 3 :
5. City, Prov/State, Postal/Zl P: New York, New York, 14616
6. Contact/Attention . THE LI BRARI AN
7. Phone (703) 123-1233
8. SAN ;1232143
9. Exchange Partner (1 =yes) : O
Opti ons:
? help # line Line by line Copy Print Del ete File Exi t

4-96

Access

Some library acquisitions departments order materials to be drop-
shipped to a number of locations. The ADVANCE Acquisitions module
supports decentralized receipt of materials. Acquisitions staff can enter
Ship To Codes to invoke full addresses, phone numbers, and related
information. The system prints this information on purchase orders,
claims, and cancellation | etters.

Select the sHIP TO CODES table on the CODE TABLE MENU, Or enter the
screen identifier SHPTO on any Acquisitions menu.
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Fields

Ship To Code

1. Name

2. Address 1
to
4. Address 3

5. City, Prov/State,

Postal/ZIP

6. Contact/Attention

7. Phone

8. SAN

9. Exchange Partner

0 or empty

NOTE: You may leave any of these fields empty, including lines at the
end of the shipping address.

[1-6 characters]

Name of code.

[any]
Brief description of the Ship To Code.

[any]

First, second, and third lines of the shipping address. The city, province
or state, country, and postal or zip code should be separated by commas.

[any]
Final line of the shipping address.

[any]
Library contact person for shipped materials.

[any]
Phone number of the library contact person.

[any]
Standard Address Number of this library address.
[0 or 1]

This Ship To Code describes an exchange partner. Staff can assign this
code when the library sends material to the partner, or when the library
has a vendor send material directly to the partner.

This Ship To Code does not describe an exchange partner.
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Where Assigned

Setup Tables ¢ LIBRARY CODES ( LI BCD)
e LOCATION CODES ( LOCCD)
e USER DEFAULTS ( CUDEF)

* APPROVAL LOADER PROFILE ( APLQAD) .

Acquisitions ¢ ORD - ALLOCATIONS (in the SHIPTO field)
Screens . .
* ORD - BRIEF ORDER ENTRY (inthe SHIPTO field)

e VEN-VENDOR NOTES (in the SHIPTO field).

4-98 Acquisitions Management Guide (September 2000)



Subject Code ( SUBJCD)

Subject Code ( SUBJCD)

Acquisitions staff can assign a Subject Code to each item placed on
order. This code can be used to organize reports.

Access  Select the SUBJECT CODES table on the CODE TABLE MENU, or enter the
screen identifier SUBJCD on any Acquisitions menu.

Initial Screen

4 )

SUBJECT CODES

Nunber of records : 23

Code Description of code

1. ART Art
2. BIO Bi ol ogy
3. BIOG Bi ogr aphi es
4. BIOM Mari ne Bi ol ogy
5. CAWP Canpi ng
6. COVMUN Conmuni cati on Technol ogi es
7. COw Conput er Sci ences
8. CONS Conservation
9. ECON Econoni cs

10. ELEC El ectroni cs

11. ENG N Engi neeri ng

12. ENVIR Envi r onnent

13. FICT Fiction

14. H SCAN Canadi an History

Opt i ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
- J

Detail Screen

4 )

SUBJECT CODES

1. Description: : Economcs

Opti ons:
? help # line Line by line Copy Print Del et e File Exi t

- J
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Fields

Subject Code [1-12 characters]
Name of code.

1. Description [any]

Brief description of the Subject Code.

Where Assigned
Setup Table « USERDEFAULTS ( CUDEF) .

Acquisitions ¢ ORD - BIBLIOGRAPHIC ENTRY/UPDATE (in the SUBJECT CODE field).
Screen
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Transaction Number ( TRNNO)

Access

When Acquisitions staff claim an item, receive an item, return an item,
assign areport code to an order, or claim an invoice, then the system
automatically assigns the transaction number shown in this table.

Select the TRANSACTION NUMBER table on the CONTROL TABLE MENU, Or
enter the screen identifier TRNNO on any Acquisitions menu.

TRANSACTI ON NUMBER
1 #NEXT. POTX. KEY
1. Next Transaction # : 910000023
Opti ons:
? help # line Line by line Print File Exi t

Fields

1. Next Transaction #

Where Assigned

Acquisitions
Screens

[Oto 9 digits]

The system will assign the number stored in this field to the next trans-
action and then add 1 to this number. At initial start-up time, the library
can specify anumber such as 000294847, or perhaps 910013771 (in
which the first two digits come from the current fiscal or calendar year).
Later, thelibrary can modify this number to start a new range of transac-
tion numbers, perhaps at year end.

System-assigned, on the Receiving and Invoicing screens.

The number is shown only in Receiving's transaction index and in the
TRANSACTION field of the REC - TRANSACTION SUMMARY DISPLAY and
INV - CLAIM SUMMARY DISPLAY SCreens.

Acquisitions Management Guide (September 2000) 4-101



Chapter 4: Setup Tables

User Defaults ( CUDEF)

Initial Screen

Detail Screen

4-102

Access

Each Acquisitions user can be set up with several default code valuesfor
ordering. “User” does not necessarily refer to a single staff member —
thelibrary can define some User IDs (also called I dentification Codes or
Access Codes) that several people will share. The library defines User
IDsin the Enter Access Codes function (EACC) of the Utilities Module
(see the Utilities Management Guide).

Select the USER DEFAULTS table on the CONTROL TABLE MENU, Or enter
the screen identifier CUDEF on any Acquisitions menu.

Enter avalid User ID next to the prompt on the initial screen, then
<ENTER>. You can enter your own ID o, if permitted, someone else's
User ID (your own ID is shown in the top right corner of the screen).

Alternatively, to return to the CODE TABLE MENU from this screen,
<ENTER> with the field left empty.

USER DEFAULTS SUPER

Enter a USER id

[ USER DEFAULTS SUPER \
USER I D :J. BROWN
1. BRIEF ORDER : Y 9. SELECTOR : LCD*SDB*+
2. LI BRARY : LIBL 10. TOTAL COPY: 2
3. ORDER TYPE : MONOGRAPH 11. PRIORITY : NORUS
4. MATERI AL CODE: am 12. CURRENCY : CDN
5. SUBJECT CODE : ENVIR 13. CONDITION : CUT
6. VENDOR . BUZZY 14. ALLOCATION: N
7. PAYMENT TYPE : PAY 15. LOCATION : LOC001
8. CLAIM CODE : DEFAULT 16. SH PTO . CENT
Opti ons:
Li ne by Line # line File ? help Exi t
. J
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Fields

USER ID

1. BRIEF ORDER

Nor empty

2. LIBRARY

3. ORDER TYPE

4. MATERIAL CODE

NOTE: You may leave any of these fields blank.

[1-30 characters]

The valid User 1D which you entered to reach this screen.

[Y (yes) or N(no)]

Automatically accessthe ORD - BRIEF ORDER ENTRY screen rather than the
ORD - BIBLIOGRAPHIC ENTRY/UPDATE, for convenient, single-screen entry
of anew order/request.

Do not allow access to the ORD - BRIEF ORDER ENTRY Screen.

[Library Code, 0-6 characters]

User’s default in the LIBRARY field of the ORD - BIBLIOGRAPHIC ENTRY/
UPDATE and ORD - BRIEF ORDER ENTRY Screens.

To see the LIBRARY CODES table, enter ?? and <ENTER>.

If you leave thisfield empty in the table, the system will not supply the
user with adefault.

[Order Type Code, 0-12 characters]

User’s default in the ORDER TYPE field of the ORD - BIBLIOGRAPHIC
ENTRY/UPDATE and ORD - BRIEF ORDER ENTRY Screens.

To see the ORDER TYPE CODES table, enter ?? and <ENTER>.

If you leave thisfield empty in the table, the system will not supply the
user with adefault.

[Material Code, 0-2 characters]

User’s default in the MATERIAL CODE field of the ORD - BIBLIOGRAPHIC
ENTRY/UPDATE and ORD - BRIEF ORDER ENTRY Screens. For a description
of this code, see the Cataloguing Management Guide.

To see Cataloguing's MATERIAL CODES table, enter ?? and <ENTER>.

If you leave thisfield empty in the table, the system will not supply the
user with adefault.
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5. SUBJECT CODE

6. VENDOR

7. PAYMENT TYPE

8. CLAIM CODE

4-104

[Subject Code, 0-12 characters]

User’s default in the SUBJECT CODE field of the ORD - BIBLIOGRAPHIC
ENTRY/UPDATE Screen.

To see the SUBJECT CODES table, enter ?? and <ENTER>.

If you leave thisfield empty in the table, the system will not supply the
user with a default.

[vendor code, 0-8 characters]

User’sdefault in the VENDOR field of the ORD - ORDERING DATA and ORD
- BRIEF ORDER ENTRY screens. The vendor codes are not defined in the
setup tables. (When creating avendor record, staff definethiscodeinthe
CODE field on the VEN - VENDOR HEADER SCREEN. For more informa-
tion, see the Acquisitions User’s Guide.)

To see the VEN - VENDOR SEARCH & RETRIEVAL index browse list, enter
?? and <ENTER>. If you wish to search by vendor name or related name
rather than by Vendor Code, enter the N= command instead.

If you leave thisfield empty in the table, the system will not supply the
user with adefault.

[Payment Type Code, 0-8 characters]

User’s default in the PAY TYPE field of the ORD - ORDERING DATA Screen
and the PAYMENT TYPE field of the ORD - BRIEF ORDER ENTRY Screen.

To see the PAYMENT TY PE CODES table, enter ?? and <ENTER>.

If you leave thisfield empty in the table, the system will not supply the
user with adefault.

[Claim Code, 0-6 characters]

User’s default in the CLM CODE field of the ORD - ORDERING DATA
screen.

To see the cLAIM CODES table, enter ?? and <ENTER>.

If you leave thisfield empty in the table, the system will not supply the
user with adefault.
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9. SELECTOR [zero, one, or more Selector Codes, 0-3 characters each]

User’'s default list in the SELECTOR field of the ORD - ORDERING DATA
and ORD - BRIEF ORDER ENTRY Screens.

To see the SELECTOR CODES table, enter ?? and <ENTER>.

If you leave thisfield empty in the table, the system will not supply the
user with adefault list.

10. TOTAL COPY [0-3 digits]

User’s default number of copiesto be placed on order. This refersto the
TOTAL CPY field of the ORD - ORDERING DATA screen.

If you leave thisfield empty in the table, the system will not supply the
user with adefault.

11. PRIORITY [Priority Code, 0-6 characters]

User’s default in the PRIORITY field of the ORD - ORDERING DATA and
ORD - BRIEF ORDER ENTRY SCreens.

To see the PRIORITY CODES table, enter ?? and <ENTER>.

If you leave thisfield empty in the table, the system will not supply the
user with adefault.

12. CURRENCY [Currency Code, 0-8 characters)

User’s default in the CURRENCY field of the ORD - ORDERING DATA
screen.

To see the CURRENCY CODES table, enter ?? and <ENTER>.

If you leave thisfield empty in the table, the system will not supply the
user with adefault.

13. CONDITION [Order Condition Code, 0-6 characters]

User’s default in the CONDITION field of the ORD - ORDERING DATA and
ORD - BRIEF ORDER ENTRY SCreens.

To see the ORDER CONDITION CODES table, enter ?? and <ENTER>.

If you leave thisfield empty in the table, the system will not supply the
user with adefault.
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14. ALLOCATION

N or empty

15. LOCATION

16. SHIPTO

4-106

NOTE: Do not assign the code OPEN in thisfield because it is a system-
assigned condition.

[YorN]

By default, allocate funds by per centage when placing an item on order
on the ORD - ALLOCATIONS Or ORD - BRIEF ORDER ENTRY screen. The
ALLOCATIONSBY % field of the ORD - ALLOCATIONS screen will havethe
default answer Y.

By default, allocate funds by copy when placing an item on order on
these screens. The ALLOCATIONSBY % field will have the default answer
N.

NOTE: This user default overrides the general default specified in the
FISCAL PROFILE table (described earlier in this chapter).

[Location Code, 0-6 characters]

User’s default in the LOCATN field of the ORD - ALLOCATIONS and ORD -
BRIEF ORDER ENTRY SCreens.

To see the LOCATION CODES table, enter ?? and <ENTER>.

If you leave thisfield empty in the table, the system will not supply the
user with adefault.

[Ship To Code, 0-6 characters]

User’'s default in the SHIPTO field of the ORD - ALLOCATIONS and ORD -
BRIEF ORDER ENTRY Screens.

To see the sHIP TO CODES table, enter ?? and <ENTER>.

CAUTION: If you define location-specific shipping defaults (in the
LOCATION CODES table), leavethisfield blank. Otherwise the system will
confuse users by supplying the user default on the first allocation line of
the order but location defaults on subsequent lines.
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Vendor Status Code ( VENST)

Acquisitions staff can assign a Vendor Status Code to each vendor to
prevent or allow the use of the vendor for orders. The statusis displayed
on the VEN - VENDOR SEARCH & RETRIEVAL browse lists.

Access  Select the VENDOR STATUS CODES table on the CODE TABLE MENU, Or
enter the screen identifier VENST on any Acquisitions menu.

Initial Screen
VENDOR STATUS CODES
Nunber of records : 3
Code Descri ption of code
1. ACTI VE Active
2. BLIST Vendor is blacklisted
3. GONE Vendor has gone out of business
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
VENDOR STATUS CODES
GONE
1. Description : Vendor has gone out of business
2. Activel/okay to use (1 = YES) 0
Opti ons:
? help # line Line by line Copy Print Del et e File Exi t
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Fields
Vendor Status Code [1-8 characters]
Name of code.
1. Description [any]
Brief description of the Vendor Status Code.
2. Active/okay to use [0o0r1]

1  Yes, the vendor can be used.

0 orempty  No, the vendor cannot be used.

Where Assigned

Acquisitions e VEN - VENDOR HEADER SCREEN (in the STATUS field).
Screen
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Vendor Type

Access

Code (VENTP)

Acquisitions staff can assign a Vendor Type Code to each vendor to indi-
cate whether the vendor is a supplier, publisher, donor, or exchange
partner. Thisinformation is used on reports, and is displayed on the VEN
- VENDOR SEARCH & RETRIEVAL browselists.

The library does not have to define all four possible codes.

Select the VENDOR TY PE CODES table on the CODE TABLE MENU, Or enter
the screen identifier VENTP on any Acquisitions menu.

Initial Screen
VENDOR TYPE CODES
Nunber of records : 4
Code Description of code
1. DONO Donor
2. EXCH Exchange partner
3. PUBL Publisher
4. SUPP Supplier
Opt i ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
VENDOR TYPE CODES
DONO
1. Description DONOR
2. Type 2
0 - supplier
1 - exchange partner
2 - donor
3 - publisher
Opti ons:
? help # line Line by line Copy Print Del ete File Exi t
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Fields
Vendor Type Code [1-4 characters]
Name of code.
1. Description [any]
Brief description of the Vendor Type Code.
2. Type [0- 3]

0  Supplier.
1 Exchange partner.
2 Donor.

3 Publisher.

Where Assigned

Acquisitions e VEN - VENDOR HEADER SCREEN (in the TYPE field).
Screen
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Vendor Usage Code ( VENUS)

Asaguide for order-placing staff, the library can assign a Vendor Usage
Code to each vendor to indicate the kind of materials that may be
ordered from them. (The codeisfor information only — the system does
not use it to control which vendors can be assigned to which orders.)

Access  Select the VENDOR USAGE CODES table on the CODE TABLE MENU, oOr
enter the screen identifier VENUS on any Acquisitions menu.
Initial Screen
VENDOR USAGE CODES
Nunber of records : 4
Code Description of code
1. BOOKX Books only
2. NEWS  Newspapers only
3. REG Al'l books and serials
4. SER Serials only
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
VENDOR USAGE CODES
NEWS
1. Description : Newspapers only
Opt i ons:
? help # line Line by line Copy Print Del ete Exi t
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Fields

Vendor Usage Code [1-4 characters]
Name of code.

1. Description [any]

Brief description of the Vendor Usage Code.

Where Assigned

Acquisitions ¢ VEN - VENDOR HEADER SCREEN (in the USAGE field).
Screen
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Voucher Number ( VCHNO)

Access

When generating a voucher, the system automatically assigns the
voucher number shown in thistable.

Select the VOUCHER NUMBER table on the CONTROL TABLE MENU, Or
enter the screen identifier VCHNO on any Acquisitions menu.

VOUCHER NUMBER
#NEXT. VOCH. KEY
1. Next Voucher # : 91000055
Opti ons:
? help # line Line by line Print File Exi t
Fields

1. Next Voucher #

Where Assigned

Background Job

Acquisitions
Screen

[up to 8 digits]

The system will assign the number stored in thisfield to the next voucher
and then add 1 to this number. At initial start-up time, the library can
specify anumber such as 00294847, or perhaps 91013771 (in which
the first two digits come from the current fiscal or calendar year). Later,
the library can modify this number to start a new range of voucher
numbers, perhaps at year end.

Voucher Generation Job (VCHG).

System-assigned on:

* VCH - VOUCHER HEADER SCREEN (in the VOUCHER# field).
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Year End Close Date Code( YENDD)

When the Year End Processing Job (YEND1) processes an agency for the
first time, it adds the agency’s Library Code as a Year End Close Date
Code in this table, and writes the date of the last day of the previous
fiscal year. During subseguent executions, the job updates the date. The
system prevents staff from posting journal entries dated before this date.

The processing job gets the close date from the Year end date field
defined for the agency in the YEAR END PROCESSING CODES table.

Access  Select the LAST CLOSE DATE CODES table on the CONTROL TABLE MENU,
or enter the screen identifier YENDD on any Acquisitions menu.

Initial Screen This screen lists four system-assigned sample values.
LAST CLOSE DATE CODES
Nurmber of records : 4
Code Description of code
1. ADM N LAST CLOSE ADM N
2. CENT LAST CLOSE - CENT
3. MED LAST CLOSE MED
4. TRAIN LAST CLOSE TRAI'N
Opti ons:
? help # line Print Forwar d Backwar d Search junp Exi t
Detail Screen

LAST CLOSE DATE CODES

1. Description: LAST CLOSE - ADM N
2. Last close : 01 JUN 1991

Opti ons:
? help # line Line by line Print File Exi t

- J
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Fields

1. Description [any]
Brief description of the Year End Close Date Code. You may change the
system-assigned description if you wish.

2. Last close [day, month, year (in system format)]

Thisisthelast day of the agency’s previousfiscal year. You may not
change this system-assigned date.
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Year End Processing Code ( YEND)

The Year End Processing Codes define one or more fiscal year ends for
thelibrary.

If the Allow multi-LIBRARY year ends question in the FISCAL PROFILE 2
tableis answered 1, then the library can process separate year ends, for
separate library agencies (i.e. separate Library Codes).

Access  Select the YEAR END PROCESSING CODES table on the CODE TABLE MENU,
or enter the screen identifier YEND on any Acquisitions menu.
Initial Screen
YEAR END PROCESSI NG CODES
Nunber of records : 3
Code Description of code
1. DFLT Default year end
2. MED Medi cal Institute of Technol ogy
3. TRAIN Training
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t
Detail Screen
YEAR END PROCESSI NG CODES
DFLT
1. Description DEFAULT YEAR END
2. Current fiscal year 1992
3. Prior fiscal year 1991
4. Carry forward unspent bal ance in funds? (1=YES) 1
5. Date that year end processing will be run? : 03 JUN 1992
6. Year end date : 01 JUN 1992
Opti ons:
? help # line Line by line Copy Print File Exi t

4-116
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Fields

Year End Processing
Code

1. Description

2. Current fiscal year

3. Prior fiscal year

4. Carry forward
unspent balance in
funds 1

0 or empty

5. Date that the year
end processing will
be run

[DFLT or avalid Library Code, 1-6 characters]

Each Library Code specifies the separate year end done for a specific
library agency.

The DFLT code describes the year end done for all remaining library
agencies (whose Library Codes are not individually defined as Year End
Processing Codes).

If the Allow multi-LIBRARY year ends question in the FISCAL PROFILE 2
tableis answered 0, then the Year End Processing Job (YEND1) will use
only the DFLT code.

[any]
Brief description of the Year End Processing Code.

[4 digits]

The system date-stamps the vendor detail and fund detail records with
thisyear. Assign avalue when the system isfirst installed, and only
change it just before fiscal year end.

[4 digitg]

The previousfiscal year. Only change this value just before fiscal year
end. Assign avaue when the system isfirst installed (even though there
will be no prior year information), and only change it just before fiscal
year end.

[0or1]

The year end processes will carry forward the unspent balance in each
fund to the new fiscal year (see Year End Processing on page 5-51).

The year end processes will discard and report the unspent balance in
each fund.

[day, month, year (in system format)]

Thisisthe day the year end processing jobs were last executed or are
going to be executed (see Year End Processing Code ( YEND) on page
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6. Year end date

4-118

4-116). Changethisdate to today’s date at the end of the year, just before
executing the year end jobs — they select library agencies based on this
date.

CAUTION: Although the year end processing date can be after the year
end date (specified in field 6), the library must be careful to do ABSO-
LUTELY NO Acquisitions processing on the relevant library agencies
during this period.

[day, month, year (in system format)]
Thisisthelast day of the previous or current fiscal year.

CAUTION: Although the year end processing date (specified in field 5)
can be after the year end date, the library must be careful to do ABSO-
LUTELY NO Acquisitions processing on the relevant library agencies
during this period.
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This chapter describes the processing setup and operations offered
through the ACQUISITIONS CALENDAR PROCESSOR menu. Each Produc-
tion Code definition controls the automatic execution of an Acquisitions
processing job.

This chapter describes the processing jobs in detail, in the following
groupings.

e order processing

 subscription renewal processing

» claim and cancellation processing
 voucher processing

e journal processing

» fund processing

e year end processing

» order/request update processing (currency conversion)

The chapter also describes:
» thefund rebalancing program

» theoptiona product add-on, Archiving.
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Calendar Processor Menu ( ACP)

The Acquisitions module has a background processor which can auto-
matically carry out scheduled tasks such as purchase order generation,
voucher invoice-payment, claim verification report production, and so
on. Acquisitions staff can aso have the system execute these tasks inter-
actively when the background processor is not activated.

Use the ACQUISITIONS CALENDAR PROCESSOR menu to schedule ajob for
the background processor (viaits Production Code), or start up ajob
interactively, or print the output from ajob.

Access  Select the ACQUISITIONS CALENDAR PROCESSOR menu on the CONTROL
TABLE MENU, or enter the screen identifier ACP on any Acquisitions

menu.
DD MW YYYY Geac ADVANCE Library System (#. ##) PPPPPP I 11111
HH: MM Your Library Nane

ACQUI SI TIONS CALENDAR PROCESSOR
1. Processing Cycles
2. Execute production run
3. Send Qutputs to Printer

Background Processor : |nactive

Last cycle check

Enter a selection , Eto exit , <RETURN> to redisplay

Options

1 Processing Cycles
Accesses the PRODUCTION CODES table and view or update the job defi-
nitions. (The background processor can be active or inactive.)

To select this option, enter 1 and <ENTER>. The system displays the
initial setup screen, as described in the following section.
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2 Execute production run
With the background processor de-activated, this option starts ajob
immediately and interactively (instead of |etting the background proc-
essor start it).

To select this option, enter 2 and <ENTER>. The system prompts:
Ent er Production Code:

Enter a Production Code (or ?? for alist) and the system responds with
the process's scheduled start time. If you then answer Y to override the
time, the system starts the job immediately.

3 Send output to printer
Prints the output generated by ajob, either to the print queue or to the
screen. (The background processor can be active or inactive.)

To select this option, enter 3 and <ENTER>. The system prompts:
Ent er Production Code:

Enter a Production Code (or ?? for alist) and the system either says that
no reports are available or displays the PRODUCTION OPTIONS screen. On
that screen, you can either exit (using Prior screen option), send the
report to the terminal’s screen, send the report to a print queue (if you
want, you can specify adifferent print queue than the one defined for the
process in the Production Code), or view creation dates and times of
retained reports for the specified production code (using Select date
option).

For more information about retaining copies of reports, see the discus-
sion of the (#Days to Retain Reports) field in the section Production
Code on page 5-10. If #Days to Retain Reportsis not set, the system will
overwrite the old output with new output every time a process runs.

When sending outputs to a printer the system prompts the user to enter a
form (printer) number. The system validates the specified form to deter-
mineif itis:

» avadlid form and loaded on the printer

» avalidform but not loaded on the printer

* anundefined form.

If itisavalid form but not loaded, the system prompts you to determine
whether you want to send your output to a printer queue. If you say yes,
the output is kept in the queue until the forms are oaded.
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E
blank
Fields
Background Processor
Inactive

Last cycle check

Exits the screen and return to the CODE TABLES menul.

To select this option, enter E and <ENTER>.

Re-displays the screen, updating the information in the Background
Processor and Last cycle check fields.

To select thisoption, just <ENTER>.

[ Active, date, time, [Production Code]]

The background processor was activated at the date and time shown. If a
jobiscurrently being executed, its Production Code is also displayed.
For example:

Active 04-27-91 15:03: 35 ORDG
The background processor is de-activated.

[date and time]

If the background processor is active, the system displays the date and
time you last pressed ENTER to update the information shown in the
fields. For example:

04-27-91 15:03:35
[Production Code]

If the background processor isinactive, the system displays the name of
the process (if any) that was executing when you last pressed ENTER to
update the information shown in the fields. For example:

ORDG

Activating and De-activating the Background Processor

5-4

To activate or de-activate the background processor, access the ACQuisI-
TIONS BACKGROUND PROCESSOR screen by entering the screen identifier
PACQ, and selecting the appropriate option. Most libraries will leave the
background processor on all the time, and let it execute all the jobs as
scheduled.
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Accessing

Retained Reports

Reports generated from calendar processor jobs in Acquisitions and
Serials may be retained for a specified period of time. The number of
daysthat areport iskept is controlled by the # Days to Retain reports
field in the production code record. System administrators should ensure
that sufficient disk spaceis available for storing reports. If the # Days to
Retain reports field is set to 0 or left blank, the system overwrites any
existing reports every time the process runs.

Procedure 1. Select Send Outputs to Printer from the ACQUISITIONS CALENDAR
PROCESSOR menul.
2. The system prompts for avalid production code.
3. Enter aproduction code and <Enter>.
4. The PRODUCTION OPTIONS FOR [PRODUCTION CODE] SCreen appears.
PRODUCTI ON OPTI ONS FOR ORDER PRI NT
LI NE PRODUCTI ON OPTI ON DESCRI PTI ON
1. PO PRI NTI NG
Opti ons:
# line For war d Backwar d Sel ect date Prior screen ? help
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5. Choose the Select date option to display alist of creation dates and
times for retained reports. The PRODUCTION OPTIONS FOR [PRODUC-
TION CODE] screen re-appears with alist of reports.
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PRODUCTI ON OPTI ONS FOR ORDER PRI NT
Dat e and Time of production run
1. 02 MAR 95  13:26
2. 02 MAR 95  17:09
3. 03 MAR 95  10:54
Opt i ons:
? help Prior screen # line
6. Select an item to display the description(s) of the report. For
example, selecting #1 produces the following screen.
PRODUCTI ON OPTI ONS FOR ORDER PRI NT
LI NE PRODUCTI ON GPTI ON DESCRI PTI ON
1. PO PRI NTING - MULTI PO
2. PO PRI NTI NG - BI SAC
Opti ons:
# line For war d Backwar d Sel ect date Prior screen ? help

7. Select an item. The system prompts: Send Job to (P)rinter or
(Merminal:. Enter Por T.

If you choose the Select date option again the system re-displaysthe
list of dates and times of the production run.

Select Prior screen to exit.
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Production Code

The Production Codes are names for the system processing jobs. (These
codes are called Processing Cyclesin the ACQUISITIONS CALENDAR
PROCESSOR menu.)

The library can schedule the background processor’s start time for each
job, define aheader for each report job, ask that output be automatically
printed, and so on.

Access  Select the PRODUCTION CODES table (option 1) from the ACQUISITIONS
CALENDAR PROCESSOR menul.

Next Production Date and Time

The date and time shown to the right of each code description are for the
job’s next scheduled production cycle (seefields 6 and 7 of the detail
screen). If ajob is scheduled to start before the previous job has been
completed, the background processor will wait until the first jobis
completed and then start the new job. If two or more jobs have the same
scheduled start time, the processor will begin them in alphabetical code
sequence.

The background processor runs the production job if the Next Produc-
tion Dateis set to blank in the Production Code. If the Next Production
Date is set but the Production Period is blank, the background processor
runs the job once and then sets the Next Production Date to blank.

Year End Jobs

Two of the year end jobs (YEND1 and YEND2) cannot be automatically
executed by the background processor. Staff must execute them interac-
tively, with the background processor de-activated.

Nevertheless, these codes are like other codes in that they must have a
next date and time specified.
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Initial Screen
These three screens list the standard production codes.

NOTE: Thelibrary cannot add or delete Production Codes.

ACQUI SI TI ONS PRODUCTI ON CODES

Nurmber of records : 33
Code Description of code

1. ARCP1 Audit Archive/Purge - Step 1 01 AUG 2002 02:12pm
2. ARCP2 Audit Archive/Purge - Step 2 01 AUG 2002 02:13pm
3. ARCP3 Audit Archive/Purge - Step 3 01 AUG 2077 02:13pm
4. ARCP4 Audit Archive/Purge - Step 4 01 AUG 2077 02:15pm
5. ARCP5 Audit Archive/Purge - Step 5 01 AUG 2077 02:15pm
6. ARCP6 Audit Archive/Purge - Step 6 01 AUG 2077 02:16pm
7. ARCT1 Time Period Archive - Step 1 01 AUG 2077 10:53am
8. ARCT2 Tinme Period Archive - Step 2 01 AUG 2077 04:52pm
9. ARCT3 Tinme Period Archive - Step 3 01 AUG 2077 10: 53am
10. ARCT4 Tine Period Archive - Step 4 01 AUG 2077 10:53am
11. ARCT5 Tinme Period Archive - Step 5 01 SEP 2077 11:56am
12. CANP  Cancel lation Letter Printing 20 JAN 1998 09: 00pm
13. CANV  Cancellation Verification Report 20 JAN 1998 11:34pm
14. CC Generation of O ains/Cancellatio 20 JAN 1998 11:34pm
Opti ons:
? Help # line Print For war d Backwar d Search junp Exi t
. J
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4 )

ACQUI SI TI ONS PRODUCTI ON CODES

Nunber of records : 33

Code Description of code
15. CFOR Carry Forward Order Report
16. CLMP CaimLetter Printing 20 JAN 1998 11:34pm
17. CLW  Caim Verification Report 25 FEB 1998 01:43pm
18. CONFB BI SAC confirmation production 26 JAN 1998 11:34pm
19. FUNWP Fund Mappi ng Procedure
20. JRNG Journal Generation 26 JAN 1998 11:34pm
21. ORDB BI SAC send-file production 26 JAN 1998 11:34pm
22. ORDG Order Generation 26 JAN 1998 11:34pm
23. ORDP  Purchase Order Print 20 JAN 1998 11:34pm
24. PER Fund Period Maintenance 20 JAN 1998 11:34pm
25. SRNW  Subscription Autonatic Renewal 31 DEC 1999 01: 00am
26. SRVW Subscription Review Report 30 DEC 1999 12:00am
27. UPCUR Update Currency Conversion 31 DEC 1999
28. VCHG Voucher Generation 27 JAN 1998 04: 54pm

Opti ons:

? Help # line Print For war d Backwar d Search junp Exi t

ACQUI SI TI ONS PRODUCTI ON CODES

Nurmber of records : 33
Code Description of code

29. VCHGV Voucher Verification Report 21 JAN 1998 04:54pm
30. VCHP  Voucher Paynent 27 JAN 1998 04:54pm
31. VCHPR Voucher Printing 21 JAN 1998 04:54pm

32. YEND1 Year End Process/Fund Summary
33. YEND2 Year End Carry Forward Process.

Opti ons:
? Help # line Print For war d Backwar d Search junp Exi t

- J
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Detail Screen

/

13.

ot i ons:

PRODUCTI ON CODES TABLE : CC

1. Description : CainfCancel |l ati on CGeneration
2. Production Charge :
3. Production Period . D
(U=M nutes, D=Daily
WeWeekl y, M=Mont hiy)
4. Length of period :
5. Period detail (Tine, Day, W\ek):
6. Next Production Date :
7. Next Production Time : 01: 44PM
8. Automatically Qutput (1 = Yes:
9. System Printer # :
10. Default Contact Method
11. CQutput Header
12. Comment Line #1
Li ne #2
14. # Days to Retain reports

? help # line Line by line Copy Print Exi t File

© 20 APR 1991

0

Fields

Production Code

1. Description

2. Production Charge

3. Production Period

5-10

[1-5 character code]

[1-32 characters]
Brief description of the Production Code.

[empty]

Do NOT usethisfield. In the Circulation Production Codes, thisfield is
used for a Production Charge Code (see the Circulation Management
Guide).

[UD WM

Fields 3 to 5 determine how the system cal culates and sets the next
production date and timein fields6 and 7.
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empty

4. Length of period

5. Period detail

The system will not calculate and set the next production date and time.
Period is specified below in minutes. (This valueisrarely used.)

Period is specified below in days.

Period is specified below in weeks.

Period is specified below in months.

[digits]

The length of time between automatic production start-ups, in units
specified by the preceding field — that is, the number of minutes, days,
weeks, or months.

[time, day, week (in numeric format)]

The preceding two fields determine the period but not the time and date
within the period.

» For amonth-based period, you can specify atime, day, and week in
thisfield. For example:

21:00,1,3

means 9:00 PM on the 1st day (Monday) of the 3rd week of the
month.

» For aweek-based period, you can specify atimeand day in thisfield.
For example:

21: 00,1
means 9:00 PM on the 1st day of the week (Monday).

» For aday-based period, you can specify atimein thisfield.For
example:

21: 00
means 9:00 PM.
» NOTE: For aminute-based period, do not use thisfield.
Enter the time in 24-hour format. Examples:

21:30
03: 00
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empty

6. Next Production
Date

7. Next Production
Time

5-12

If an operator executes ajob off-schedule — by modifying the system-
calculated date and time in the following two fields or by executing the
job interactively (option 2 on the ACQUISITIONS CALENDAR PROCESSOR
menu) — the system will use the valuein thisfield to reset the schedule.
Note, however, that the system does not reset the schedule for the
Cancellation Letter Printing (CANP) and Claim Letter Printing (CLMP)
Jobs if they are accessed from on the RECEIVING MENU.

The system will calculate the next date and time based on the previous
ones. For example, if aweek-based job was last started at 9:00 PM on
the 5th day of the week, then the system schedules the next cycle at 9:00
PM on the 5th day of one of the following weeks. It does not matter why
the job was last started at that date and time.

The system does not reset the schedule after ajob has been executed off-
schedule due to operator intervention.

[day, month, year (in system format)]

The next date that the background processor will start this job. For
example:

20 APR 1991 or 03-20-1991

If field 3 is non-empty, the system calculates and sets the date shown
here, based on the cycle defined by the fields 3 to 6. If necessary, an
operator can override the default date by editing this field.

The year can be omitted from the date — the system will assume the
current year.

[time (24-hour format)]

The next time that the background processor will start thisjob. If field 3
is non-empty, the system calcul ates and sets the time shown here, based
on the cycle defined by the fields 3 to 6. If necessary, an operator can
override the default time by editing thisfield.

When entering atime, do not enter AMor PM You do not haveto enter the
colon either. For example, if you enter:

2130

the system will display 09: 30PM after you <ENTER>.
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8. Automatically Output

1

0 or empty

9. System Printer #

10. Default Contact
Method

11. Output Header

12. Comment Line #1
to
13. Comment Line #2

14. # Days to Retain
Reports

[0-1]

Saves the production output in afile, and sends it to a print queue as
well.

Just saves the output in afile. An operator must then select option 3 on
the ACQUISITIONS CALENDAR PROCESSOR menu to send this output to a
print queue.

CAUTION: Remember to print the output befor e the next cycle of the
same process. The output file can contain output from only one produc-
tion cycle; output from the new cycle overwrites earlier output.

[digits]
The system will send output to the print queueidentified by this number.

An operator can override this default when selecting option 3 on the
ACQUISITIONS CALENDAR PROCESSOR menu to print output that the
system does not print automatically (seefield 8).

[empty]

Do not usethisfield. In the Circulation Production Codes, thisfield is
used for a Notice Method Code (see the Circulation Management
Guide).

[any]

The system displays this text on the top of the PRODUCTION OPTIONS
screen (shown for interactive output printing). Currently, the system
does not use the text in the output (on the top of each page).

[any]

Your comments about the job. The system does not use thistext — it is
just additional information for staff who read the detail screen.

[1-99]

If the # Daysto Retain reportsfield is set to 0 or empty, the calendar job
will overwrite previously generated reports every timeit runs. If setto 1,
the system retains reports created on the current date only. If set to 8, the
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system retains reports for the current date as well as seven days prior to
the current date.

CAUTION: The system administrator must ensure that sufficient spare
disk capacity exists on the system if reports are to be kept for longer
periods of time.
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Processing Jobs

The preceding sections describe how to schedule and execute the
processing jobs; the following sections describe what the jobs do, when
they should be executed, which records they select for processing, and
what kind of reports they produce.

For convenience, the non-loader jobs and the Fund Rebalancing
Program are grouped for discussion under the following headings. For
descriptions of the CONFB and ORDB |oader jobs, see BISAC Ordering
Interface on page 8-1.

Order Processing
ORDG Order Generation
ORDP  Purchase Order Print

Subscription Renewal Processing
SRVW  Subscription Review Report
SRNW  Subscription Renewal

Claim and Cancellation Processing
CcC Claim and Cancellation Generation
CLMW  Claim Verification Report
CANV  Cancellation Verification Report
CLMP  Claim Letter Print
CANP  Cancellation Letter Print

Voucher Processing
VCHG Voucher Generation
VCHGV Voucher Verification Report
VCHP  Voucher Payment
VCHPR Voucher Print

Journal Processing
JRNG Journal Posting

Fund Processing
PER  Fund Period Maintenance
FUNMP  Fund Mapping

Year End Processing
YEND1 Year End Process
YEND2 Year End Discrepancy Report
CFOR Carried Forward Order Report.
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Order/Request Updating
UPCUR Update Currency Conversion

Fund Rebalancing Program (ACQ. REBAL)
(Although not a Calendar Processor processing job, this program is
related to other processing tasks and so isincluded here.)

Archiving

Audit Archive & Purge

ARCP1 Audit Archive/Purge - Step 1
ARCP2 Audit Archive/Purge - Step 2
ARCP3 Audit Archive/Purge - Step 3
ARCP4 Audit Archive/Purge - Step 4
ARCP5 Audit Archive/Purge - Step 5
ARCP6 Audit Archive/Purge - Step 6

Archivefor a Time Period

ARCT1 Time Period Archive - Step 1
ARCT2 Time Period Archive - Step 2
ARCT3 Time Period Archive - Step 3
ARCT4 Time Period Archive - Step 4
ARCT5 Time Period Archive - Step 5
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Order Processing

Ordering

Order Formats

Scheduling

Purchase orders can be generated and printed for mailing to the vendors.
The processing jobs involved are:

ORDG Order Generation
ORDP  Purchase Order Print

In the Ordering Function, staff can AUTH (authorize) an item for back-
ground order generation, or CUT a purchase order immediately.

When staff CUT an order, the system:

» createsapurchase order

» assigns apurchase order number / line item number (PO#/LINE#)
* setsthe order CONDITION to OPEN

» encumbers money and updates the vendor statistics

» assigns an EST DELVRY date (based on the order’s Claim Code)

» setsthe PRINT ORDERflagto Y

* might set the WAITING PREPAYMENT flag to Y (depending on
whether the order’s Payment Type Code indicates that prepayment is
required)

» addsthe order/item number to an internal Order Print List.

Thelibrary can have several library-defined purchase order formats, of
two basic types: the system can generate separate single-line orders, one
for each request, or multi-line ordersthat combine several requeststo the
same vendor. In a multi-line order, each request becomes aline item.

Vendor-assignment of aformat is controlled by the PO Print Format
Code assigned to the vendor’s Order Method Code, and a default format
assigned in the FISCAL PROFILE (see Setup Tables on page 4-1).

A library might processthe order jobs weekly, depending on the number
of orders and their urgency.

Activities should be carried out in the following sequence:

1. execute ORDG, the Order Generation Job to create purchase orders
from authorized requests
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2. execute ORDP, the Purchase Order Print Job, immediately afterward

3. if vendor labels are required, execute the Vendor Label Print Job
from the Acquisitions ordering screen, VEN - VENDOR LABEL
PRINTING (VENP), selecting the screen’s PO option to print labels for
the vendors who were added to an internal Vendor Label Print list by
the Purchase Order Print Job.

Reprinting orders To set apurchase order for reprinting, Acquisitions staff can answer Y in
the PRINT ORDER field of the ORD - STATUS SCREEN.
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Order Generation (ORDG)

Selection When staff file arequest as authorized, the system sets the request’s
CONDITION to AUTH, and adds the request number and vendor to an
internal Order Generation List.

The Order Generation Job uses the request referencesin thislist, skip-
ping requests that have since been cancelled.

Effect Thejob creates single- and/or multi-line ordersfor the requests and adds
the new order/line numbers to the internal Order Print List.

Report The report format is wide (132 column).

The orders are listed, one lineitem per line, in order/line number
sequence. This sequenceisin turn based on vendor.
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Purchase Order Print (ORDP)

Selection

Effect

Reports

5-20

This job uses orders referenced in the internal Order Print List.

There are four ways orders could have been added to thislist:

orders cut by staff on an Acquisitions screen
orders generated by the Order Generation Job
orders set for reprinting by staff on an Acquisitions screen

subscription ordersrenewed by staff on an Acquisitions screen or by
the Subscription Renewal Job.

The job skips orders which have their PSEUDO ORDER flag set to .

Thejob:

clearsthe Order Print List
resets each order’s PRINT ORDER flag to N

might add the vendor to the internal Vendor Label Print List
(depending on the PO Print Format Code assigned to the vendor’s
Order Method Code).

might add the order to the internal BISAC Ordering Stream List
(depending on the vendor’s Order Method Code).

The report formats are library-defined.

Each format generates a separate report, in a separate print file. The
purchase orders within areport are printed, each starting on a new page,
in a sequence based on:

1. payment type (first the prepayment-required orders, then the other

types)

2. vendor code.
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Subscription Renewal Processing

Subscription orders for serials and monographic series can be renewed
individually by Acquisitions staff or automatically by a processing job.

The system can predict and report an estimated cost for each renewal
based on past invoice amounts and can, if you want, use these predic-
tions when automatically renewing the orders.

The processing jobs involved are:

SRVW Subscription Review Report
SRNW  Subscription Renewal

Parameters Before executing the subscription jobs, make sure that they are properly
set up in the SUBSCRIPTION REVIEW/RENEWAL REPORTS screen ( SRVW ,
available through the Acquisitions REPORTS MENU.

SUBSCRI PTI ON REVI EW RENEWAL REPORTS
© ACQ. CTL* SRW
1. Start review date? :11/01/91
2. Ending review date? :12/31/91
3. Only reviewitenms with no outstanding commtnent? (1= YES) 0
4. Mnimmrenewal period |ength (in days)? : 365
5. Maxi mum renewal period |length (in days)? : 365
6. Maxi mum al | owabl e percentage increase between periods? ;30
7. Maxi mum al | owabl e dol | ar anpunt increase between periods?: 750.00
8. Inflation Rate (% °? 0
9. Use price projections to update price (1=YES) o1
10. Update renewal start and end dates? (1=YES) 1
Opti ons:
? help # line Line by line Print File Exit
Fields 1to 3  Determine which orders are selected for review or renewal.
Fields 4,5  Set bounds on the length of the renewal period.
Fields 6, 7 Help to exclude invoice clerical errors (anomalous values) from the

Field 8

prediction calculations.

Provides an optional inflation rate adjustment on top of the predicted
increase.
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Field 9

Field 10

Order Selection

Cost Prediction

5-22

Step by Step
Description

Determines whether the Subscription Renewal Job uses the predicted
cost or just the value currently in the order’s UNIT COST field.

Determines whether the Subscription Renewal Job updates the order’'s
RNW START and RNW END dates.

Thejobsselect only orders, that is, only requeststhat have been cut. This
excludes, for example, requests with a status of CONSID. Thejobs select
each order that meets all the following criteria:

» the subscription review date, in the REVW DATE field of the order’s
ORD- NOTES SCREEN, iswithin the range specified by the Start and
Ending review date parameters.

» theorder is not CANCELLED or CLOSED

» theorder isnot already renewed and awaiting payment compl etion,
that is, does not have a Qut st andi ng Renewal status

» theorder isnot achild order, that is, not a series entry or title split.

» theorder has no outstanding encumbrance — this sel ection condition
isused only if the Only review items with no outstanding commit-
ment parameter is answered 1 (yes).

The jobs predict anew UNIT COST for each order based on past invoice
amounts. Because recent trends are the best predictors, the calculations
weigh the most recent amounts most heavily. The invoicing history is
divided into periods, the percentage change between successive periods
is determined, each change is weighted twice that of the preceding
change, and a new percentage change is calculated and applied to the
renewal period.

All amounts are calculated and reported in base currency.

1. Invoicing History
Goes through all paid invoices on the order, constructing “invoice
periods’ and determining the net amount for each period.

Invoi ce periods are based on the invoice detail FROM and TO dates
(which originally defaulted from the order’s subscription dates).

Net amounts are the invoice detail TOTAL amounts, in base currency.

If aperiod falls within another period, combines the shorter period
into the longer.
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If two or more periods overlap, combines them into anew long
period. However, if the FROM date of one period is the same as the
TO date of the preceding period, |eaves the two periods separate.

If the most recent invoice does not have FROM and TO dates, or if
there are no invoices, creates a period with today as the TO date and
today minus 365 days as the FROM date.

If an invoice does not have FROM and TO dates, uses the invoice
document date from the invoice header’'s DOC' T field, and if that
field is empty, uses the invoice creation date from the invoice
header’s ENTRY field.

» If the date falls within a period, includes the invoice in that
period.

» If the date does not fall within a period, creates a new period: for
the new period's FROM date, add 1 to the preceding period's TO
date; and if thereis not any preceding period, uses the order’'s
ORDER DATE. for the new period’'s TO date, uses the invoice
DOC' T documentation date; and if that field is empty, uses the
invoice ENTRY creation date.

If aperiod contains only acredit note, REJECT Sthe period and adds
the amount to the preceding period.

If the most recent period has outstanding encumbrance, adds that
amount to the period.

If the total amount for a period is more than $10,000, instead usesthe
order’s current UNIT COST timesthe number of copiesfor the period.

2. Annualize Amounts
Annualizes each invoice period’s amount by dividing the amount by
the number of years covered by the period.

3. Calculate Percentage Increases
Calculates the percentage increase in annualized amounts between
consecutive invoice periods, from the most recent period to the
oldest.

If an increaseis over the percentage or amount limits set by the
Maximum allowable ... increase between periods parameters, then
REJECT S the period. This prevents large clerical errors on invoices
from affecting the predicted cost.
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5-24

4. Calculate Percentage I ncrease for Renewal

Calculates an average percentage increase, weighting each increase
twice as heavily as the preceding increase. In other words, weights
themintheratiol: 1/2: 1/4: 1/8 : 1/16 and so on. This ensures that
the most recent changes have the greatest effect on the predicted
cost.

If thereis an Inflation Rate parameter defined, adds this additional
percentage to the predicted percentage increase. Because normal
inflation should already be accounted for in the average, the library
should use this parameter only for extraordinary adjustments.

5. Renewal Period

Determines the renewal period, equal to the length of the latest
invoicing history period. Reduces or lengthens the renewal period to
keep it within the bounds set by the Minimum and Maximum renew
period length parameters. For example, if the last invoice period was
3 years (1035 days) but the defined minimum and maximum are 365
and 730 days, respectively, then the renewal period will be only 730

days.

6. Calculate Total Encumbrance for Renewal Period

To calculate the total encumbrance for the renewal order, multiplies
the renewal percentage increase times the annualized amount for the
latest invoicing history period, timesthe length of the renewal period
(in years).

7. Calculate Gross for Renewal Period

To calculate the gross amount for the renewal order, adjusts the
encumbrance for the taxes and discounts which will be re-applied
when the order is renewed:

1) to correct for taxes, divides the total encumbrance by (1 plusthe
order’s current TAX %)

2) tothen correct for discounts, divides the tax-adjusted encum-
brance by (1 minus the order’s current DISCOUNT %).

8. Unit Cost for Renewal Period

To calculate the renewal unit cost, divides the gross amount by the
number of copies.

NOTE: If the Use price projections parameter is answered no, then
the Subscription Renewal Job will use the order’s current UNIT
COST (rather than this predicted unit cost) for the renewal.
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Example  Consider a serial with an invoicing history which can be grouped into
five periods, three of them one year long and two of them two years

long.
Peri od I nvoi ce Annualized Percentage Wei ght for
Amount Amount I ncrease Aver agi ng
1. 1990-91 $620 $310
10.7 1
2. 1989 280 280
21.7 1/2
3. 1988 230 230
9.5 1/4
4. 1986-87 420 210
5.0 1/8
5. 1985 200 200

Although a straight average of the percentage increases would be only
10.6%, the weighted average is 13.1%, as cal culated bel ow:

(10.7 * 1) + (21.7 * 1/2) + (9.5 * 1/4) + (5.0 * 1/8)

1+ 1/2 +1/4 + 1/8

Assuming that the defined Minimum and Maximum renewal period
lengths are both 365 days and the defined I nflation Rate is zero, then the
predicted renewal isfor one year at 13.1%. The predicted encumbrance
amount therefore $310 + (13.1% * $310) = $339.34.

The grossis the encumbrance adjusted for taxes and discounts.
Adjusting for atax of 5% and a discount of 20%, the grossis $404, as
calculated below:

(1 +0.05) * (1 - 0.20)

Assuming that the order isfor two copies, the predicted unit cost is $202.
Thisis the amount which will be shown in the Subscription Renewal
Report and, once converted into order currency, shown in the order’s
UNIT COST field.
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Scheduling

5-26

The library might execute the subscription jobs quarterly or semiannu-
ally, or whenever renewals are required. The Subscription Review Job
can be executed frequently, as often as desired.

Activities should be carried out in the following sequence:

1

execute the Subscription Review Job to see which orders are due for
renewal and which funds they are to be encumbered from

Acquisitions staff could update ordersto change their fund alloca-
tion, copy locations, vendor, and so on

execute the Subscription Review Job again to verify any fund alloca
tion changes made, and to see the total amounts that will be encum-
bered from each fund

Acquisitions staff should ensure that these funds contain enough
money for the renewals

Acquisitions staff could manually RENEWany orders that they do not
want handled automatically by the Subscription Renewal Job

optionally, execute the Subscription Renewal Job to automatically
renew the orders based on current or predicted unit cost

to check the results, Acquisitions staff could produce the RENEWAL
REPORT from the REPORT MENU’S ACQUISITIONS TRANSACTION
REPORTS SCreen.
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Subscription Review Report (SRVW

Selection This job selects order records that meet the conditions described at the
beginning of this section.

Effect This job does not affect the database.

Reports The report format is wide (132 column).
There are two reports:

1. Subscription Review Summary Report — this indicates that the job
has executed. If the number of “records’ is zero, the Detailed Report
will not be generated.

2. Subscription Review Detailed Report — thisliststhe ordersina
sequence based on:

1) library
2) fund
3) title.

4) For eachtitle, the report shows any outstanding encumbrance,
lists the invoices for each historic period (in reverse chronolog-
ical sequence), and shows the predicted percentage change and
renewal amount.

NOTE 1: Each fund is reported separately. If an order has copies or
percentages allocated to more than one fund, the order will appear
more than once in the report. Although the unit cost shown in each
placeisthe full predicted cost per copy, the total costs shown are for
asingle fund only: some percentage or fraction of the order’s full
total costs.

NOTE 2: All report amounts are in base currency.
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Subscription Renewal (SRNW

Selection

Effect

Reports

5-28

This job selects order records that meet the conditions described at the
beginning of this section.

Thejob first checksthat there is sufficient money in the fundsto
encumber for the renewed orders. If even one fund is short, none of the
renewals will take place.

For each order, the job:

sets the REVW DATE (review date) to its current date plus the
predicted renewal period

optionally changes the RNW START and RNW END dates, if the
Update renewal start and end datesto its current date parameter is
answered yes— this setsthe RNW START date to the current SUB END
date plus 1 day and sets the RNW END date to the SUB END date plus
the predicted renewal period

sets the UNIT COST to the predicted unit cost (converted into the
order currency) only if the Use price projections parameter is
answered yes; otherwise the job leaves the UNIT COST unchanged

adds the order to the internal Order Print List for printing by the
Purchase Order Print Job (ORDP) only if the order’s vendor RENWL
NOTICE field is answered yes; and if the purchase order print format
has Information Source Code S24 assigned, then the purchase order
will say: *** RENEWAL ***

sets the CONDITION to RENEwWand Files the order — this encumbers
money and, if an order’s STATUSwas | nvoi ci ng conpl et e, then
also movesthe RNW START and RNW END dates to the SUB START and
SUB END dates.

The report format is wide (132 column).

There are two reports:

1. Subscription Renewa Summary Report — thisindicates that the job

has compl eted execution. If the number of “records” is zero, the
Error Report will not be generated.
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2. Subscription Renewal Error Report — this indicates whether there
was insufficient money in any of the funds for renewal encum-
brances.
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Claim and Cancellation Processing

Claim Code

Claiming and cancelling

5-30

Order claims and cancellations and invoice claims can be generated or
listed for verification, and printed for mailing to the vendors.

The processing jobs involved are:

CcC Claim and Cancellation Generation
CLW Claim Verification Report

CANV Cancellation Verification Report
CLMP Claim Letter Print

CANP Cancellation Letter Print

NOTE: Non-calendar versions of the Claim and Cancellation Letter
Print Jobs (CLMP and CANP) can be executed from the Acquisitions
receiving screens: PRINTING CLAIM LETTERS and PRINTING CANCELLA-
TION LETTERS. For details, see the descriptions of the specific calendar
jobs.

The Claim Code assigned to every order, and to every invoice's vendor,
specifiesthe number of days between successive claims and between the
last claim and the cancellation. The cycles can vary in complexity: from
ones with no claims and no cancellation to ones with as many as 4
claims and a cancellation. For details, see Claim Code ( CLMCD) on
page 4-12.

Staff can directly claim orders on the Receiving screens, cancel orders
on the Ordering and Receiving screens, and claim invoices on the
Invoicing screens.

When staff update an existing claim transaction and answer Y to the
reprint prompt, the order or invoiceis directly cancelled or claimed
again. (The number of times claimed and Claim Code determine
whether it isaclaim or cancellation that is created.)

When staff claim an order or invoice, the system:
» createsaclaim transaction
e adds1 tothe TIMES CLAIMED counter

e assigns an ACTION DATE (by adding the number days specified by
the Claim Code to the current date)
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» setsthetransaction TYPE to either CM(if an order claim) or CI (if an
invoice claim)

» adds the transaction number and order or invoice number to an
internal Claim/Cancellation Print List.

When staff cancel an order, the system:

* inactivates all claim transactions for the order

» changesthe order’'s CONDITION to CANCEL LED and sets the associ-
ated DATE to the current date

» disencumbers money and updates the vendor statistics
» addsthe order number to an internal Claim/Cancellation Print List.

When staff change an order’s vendor (typically a subscription order),
they can ask the system to print a cancellation letter to the old vendor.

Inactivating a claim There are three ways for staff to inactivate a claim:
» cancel an order — thisinactivates all claim transactionsfor the order
» close an order — thisinactivates al claim transactions for the order

 directly inactivate an order or invoice claim transaction (by changing
the transaction’s STATUSACTIVE flag from Y to N).

Autogeneration and Autogeneration is activated or de-activated by answering Y or Nin the
verification Allow system to autogenerate claims field of the FISCAL PROFILE table
(see Setup Tables on page 4-1).

If autogeneration is activated, the Claim and Cancellation Generation
Job will automatically claim or cancel orders according to their claim
cycles.

If autogeneration is de-activated, the Generation Job will select orders
in the same way but will just make references to them in an internal list
used by the verification reports. After inspecting these reports of orders
due for claiming or cancelling, the library staff must choose which ones
to claim or cancel.

Whether or not autogeneration is activated, the Claim and Cancellation
Generation Job will select the invoices due for claiming (based on their
vendor’s claim cycle) and add them to the Verification List. After
producing the Claim Verification Report, library staff can choose which
onesto claim.
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Multiple-location claims

Scheduling

5-32

Multiple-location order claiming is activated and de-activated by
answering Y or Nin the Generate one claimfor all locations field of the
FISCAL PROFILE table (see Setup Tables on page 4-1).

If autogeneration is on, the above field determines how many transac-
tions the Generation Job will create for outstanding items on the order.
The job will follow one of the following two rules:

» create one claim transaction for al items (resulting in asingle claim
notice that uses the Ship To address from only the first item’s loca-
tion)

» creagte a separate claim transaction for the items at each separate
location (resulting in multiple claim notices, one for each location).

If autogeneration is off, the above field does not have an effect.

A library might execute the claim and cancellation jobs weekly,
depending on the number of claims and cancellations and their urgency.

If autogeneration is on, activities should be carried out in the following
sequence:

1. execute CC, the Claim and Cancellation Generation Job

2. execute CLM, the Claim Verification Report, immediately afterward
3. inspect the verification report, then claim invoices as desired

4. execute CLMP and CANP, the print jobs.

If autogeneration is off, activities should be carried out in the following
sequence:

1. execute CC, the Claim and Cancellation Generation Job

2. execute CLMV and CANV, the verification reports, immediately after-
ward

3. inspect the verification reports, then claim and cancel orders and
claim invoices as desired

4. execute CLMP and CANP, the print jobs.
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Claim and Cancellation Generation (CC)

Selection This job selects orders and invoices based on counters and dates.

For orders, the relevant information is contained in the TIMES
CLAIMED, EST DELVRY, and ACTION DATE fields, shown on the REC -
CLAIM TRANSACTION DISPLAY and other screens. The TIMES CLAIMED
field showsthe number of timesaclaim has been generated for the order.
The EST DELVRY date, and default ACTION DATE, are assigned by the
system based on the order’s Claim Code.

For invoices, the relevant information is contained in the TIMES
CLAIMED and ACTION DATE fields, shown on the INV - CLAIM TRANSAC-
TION DISPLAY and other screens.

In particular, the job selects an order for claiming or cancelling, or an
invoice for claiming, if either of the following conditions are met:

* the TIMESCLAIMED valueis 0 and the EST DELVRY date is on or
before the current date

e the TIMESCLAIMED valueis 1 or greater and the ACTION DATE ison
or before the current date.

Whether an order is selected for claiming or selected for cancelling is
determined by the Claim Code and the TIMES CLAIMED value.

The system skips orders that have been closed. Although earlier claims
may have been made, the order claim STATUS would no longer be
Acti ve.

Effect If autogenerationison, thejob will automatically claim or cancel orders;
if autogeneration is off, thejob will only select the ordersthat are due for
claiming or cancelling. In either case, the job will select theinvoicesthat
are duefor claiming.

Report None.
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Claim Verification Report (CLMW)

Selection Thisjob uses all the order and invoice claim references that the Claim
and Cancellation Generation Job has added to the internal Claim/
Cancellation Verification List. If autogeneration is on, the report will
only include invoice claim references; if autogeneration is off, the report
will include both order and invoice claim references.

Effect Thejob clears claim references from the Verification List when finished.

Report The report format is wide (132 column).
The suggested claims are listed, one per ling, in a sequence based on:
1. kind of claim (order item claims, then invoice claims)
2. vendor
3. for orders: purchase order number / item number

for invoices: invoice number.
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Cancellation Verification Report (CANV)

Selection This job uses all the order cancellation references that the Claim and
Cancellation Generation Job has added to the internal Claim/Cancella-
tion Verification List.

If autogeneration ison, there is no need to ever produce thisreport — it
would always be empty.

Effect The job clears cancellation references from the Verification List when
finished.
Report The report format is wide (132 column).

The suggested cancellations are listed, one per line, in a sequence based
on:

1. library
2. vendor

3. purchase order number / item number.
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Claim Letter Print (CLMP)

Selection

Effect

Report

Non-calendar job

5-36

Thisjob uses all the order and invoice claim transactions referenced in
theinternal Claim/Cancellation Print List. There are two ways claims
could have been added to thislist:

» by the Claim and Cancellation Generation Job

» by staff creating or updating a claim transaction on an Acquisitions
screen.

Thejob clears all claim transaction references from the Print List and
sets each transaction’s statusto Pr i nt ed.

The report format is narrow (80 column).

The claim letters are printed, one per page, in a sequence based on:
1. vendor

2. Claim/Cancellation Print List sequence.

The letter includes aline of text defined by the library for the Claim
Message Code that staff specified in the MESSAGE field of the REC -
CLAIMING ITEMS OF INV - CLAIMING ITEMS SCreen.

A non-calendar version of the Claim Letter Print Job can be executed
from the receiving screen, PRINTING CLAIM LETTERS. For a description of
this screen, see Reports, Letters, and Labels on page 6-1.

Because the non-calendar job does not have the calendar’s optional auto-
matic output feature, the report must always be printed on the AcQuisi-
TIONS CALENDAR PROCESSOR Screen, by selecting option 3 and
specifying CLMP.

The non-calendar job does, however, have an extra feature: the staff
person can produce either all claim letters (like the calendar version) or
just the claim letters for a particular vendor (who they identify by
entering a Vendor Code). In either case, this job uses the claim transac-
tions referenced in the internal Claim/Cancellation Print List, just like
the calendar version. Producing claim letters for one vendor will only
remove that vendor’s claim transactions from the Print List — if the
calendar version is executed afterward, the remaining claim letters will
be produced.
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Executing the non-calendar job does not affect the calendar scheduling
of CLMP.
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Cancellation Letter Print (CANP)

Selection

Effect

Report

Non-calendar job

5-38

Thisjob usesall library- and selector-cancelled orders. Orders cancelled
by the vendor (as determined by the particular Cancel Code assigned)
are skipped. The job examines the order cancellation transactions refer-
enced in the internal Claim/Cancellation Print List. There are several
ways cancellations could have been added to thislist:

» by the Claim and Cancellation Generation Job (from staff cancelling
an order in the Ordering, Receiving, or Invoicing Functions)

» by staff creating or updating a claim transaction on an Acquisitions
screen

» by staff changing an order’s vendor and asking that a cancellation
order be sent to the old vendor

» by the Voucher Payment Job (if the invoice being paid has been
assigned an order-cancelling Report Code — see Setup Tables on

page 4-1).

Thejob clearsall cancellation transaction references from the Print List
when finished.

The report format is narrow (80 column).

The cancellation |etters are printed, one per page, in a sequence based
on:

1. vendor
2. Claim/Cancellation Print List sequence.

The letter includes up to 4 lines of text defined by the library for the
CANCEL Claim Text Code — see Setup Tables on page 4-1.

A non-calendar version of the Cancellation Letter Print Job can be
executed from the receiving screen, PRINTING CANCELLATION LETTERS.
For adescription of this screen, see Reports, Letters, and Labels on page
6-1.

Because the non-calendar job does not have the calendar’s optional auto-
matic output feature, the report must always be printed on the AcQuisI-
TIONS CALENDAR PROCESSOR Screen, by selecting option 3 and
specifying CANP.
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The non-calendar job does, however, have an extra feature: the staff
person can produce either all cancellation letters (like the calendar
version) or just those for a particular vendor (who they identify by
entering a Vendor Code). In either case, this job uses the cancellation
transactionsreferenced in theinternal Claim/Cancellation Print List, just
like the calendar version. Producing cancellation letters for one vendor
will only remove that vendor’s cancellation transactions from the Print
List — if the calendar version is executed afterward, the remaining
cancellation letters will be produced.

Executing the non-calendar job does not affect the calendar scheduling
of CANP.
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Voucher Processing

Creating a voucher

Scheduling

5-40

Vouchers can be generated, listed for payment verification, paid, and
printed. Typical vouchers are essentially check requests, paid in order to
update the library’s funds and then printed to send to the library’s finan-
cial services department. Other vouchers are created for credit notes or
deposit vendor statements, and do not require the issuing of checks.

Although the term voucher payment is commonly used, it is actually
the associated invoices that are paid.

The processing jobs involved are:

VCHG Voucher Generation
VCHGV Voucher Verification Report
VCHP  Voucher Payment

VCHPR Voucher Print

Acquisitions staff can verify invoices for background voucher genera-
tion, or can generate vouchersimmediately to cover verified invoices. A
voucher can cover one or more complete invoices and/or parts of one or
more invoices.

When staff cut avoucher, the system:

» createsavoucher

» assigns avoucher number

» setstheinvoice STATUSto Process Paynent
» setsthe voucher STATUSto Qut st andi ng.

A library might execute the voucher processing jobs weekly, depending
on the number of invoices and the urgency with which they must be paid.
Activities should be carried out in the following sequence:

1. execute VCHG, the Voucher Generation Job

2. execute VCHGV, the Voucher Verification Report Job, immediately
afterward

3. inspect the verification report, then del ete the unwanted vouchers
4. execute VCHP, the Voucher Payment Job
5. execute VCHPR, the Voucher Print Job, immediately afterward.

Acquisitions Management Guide (September 2000)



Voucher Processing

Voucher Generation (VCHG)

Selection The job selects invoices that meet the following conditions:
« theinvoice STATUSIis Veri fi ed, Aut hori zed
» theinvoice STATUSIis hot Pai d

 if theinvoice has a non-blank production date PRODN, it must be on
or before the current date.

For each voucher, the job selects all the above invoices that:
+ arefor the same vendor

e arein the same currency (see the PAYMENT CURR field)
« arefor the samelibrary

» have matching Invoice Type Codes— there are 3 categories used for
voucher grouping: credit note types, deposit statement types, and all
other types (see Setup Tables on page 4-1)

» have the same Payment Method Code — such as cheque or money
order (see Setup Tables on page 4-1).

Effect The job creates vouchers (with the STATUS Qut st andi ng) for the
invoices, and adds the voucher numbers to the internal Voucher Verifica-
tion List.

NOTE: After avoucher is created, staff may not change the associated
invoices without first deleting the voucher.

Report The report format is narrow (80 column).

The purpose of this report is to describe any database corruption prob-
lems encountered by the job. If no errors are found, which is the usual
case, the report simply states:

No errors found on this run

If the job does encounter an error, the report will describe it. Call Geac
Support for help — do not execute the voucher verification and payment
jobs.
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Voucher Verification Report (VCHGV)
Selection This job sel ects the vouchers whose STATUSis Qut st andi ng.
Effect None.

Report The report format is wide (132 column).

The vouchers suggested for payment are listed, with invoice details, in a
sequence based on:

1. library
2. vendor

3. voucher number

5-42 Acquisitions Management Guide (September 2000)



Voucher Processing

Voucher Payment (VCHP)

Selection

Effect

Report

This job selects the vouchers whose STATUSis Qut st andi ng or

Del et ed. It is expected that, before this job is executed, staff will have
inspected the Verification Report and deleted any vouchers that the
library does not want paid.

If the job is executed on the same date as alibrary’s year end date (as
specified by the Year End Processing Code Table), it will select and pay
vouchersfor other libraries only. Vouchers for the library whose year
end it iswill not be selected and paid until the next timethejob is
executed.

For Qut st andi ng vouchers, the job:
» setseach invoice STATUStO Pai d

» setseach voucher STATUSto Pri nt ed (even though they are not yet
printed)

* might disencumber and spend money (if theInvoice Typeisaregular,
partial payment, or proformatype)

» might unspend money (if the Invoice Typeis a credit note type)

* might update adeposit fund balance (if the Invoice Type is a deposit
vendor statement type)

» updates the vendor statistics

* might set the order CONDITION to CLOSED or CANCELLED or
COVPLETE (depending on whether the invoice has been assigned an
order-closing, order-cancelling, or invoice-complete Report Code —
see Setup Tables on page 4-1)

* addsthe invoice number to an internal Voucher Print List.
For Del et ed vouchers, the job:

» undoes the voucher to invoice links.

The report format is narrow (80 column).

The purpose of this report is to describe any database corruption prob-
lems encountered by the job. If no errors are found, which is the usual
case, the report simply states:
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No errors found on this run

If the job does encounter an error, the report will describe it. Call Geac
Support for help.

Also included in thisreport is awarning list of funds that become over-
encumbered/overspent as aresult of the vouchers that were just paid.
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Voucher Print (VCHPR)

Selection Thisjob uses all the voucher references added to the internal Voucher
Print List by the Voucher Payment Job.

Effect The job clearsthe Print List when finished.

Report The report format is narrow (80 column).

The vouchers are printed, each one starting on a new page, in no partic-
ular sequence.
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Journal Processing
Journal entries can be posted — that is, the transferring of money
described by ajournal entry can be carried out.
The processing job involved is:
JRNG Journal Posting

Posting a journal entry  Staff can post ajournal entry directly by assigning the current date to the
journa entry’s DATE TO POST on the JRN - JOURNAL ENTRY HEAD
SCREEN. Alternatively, staff can assign a future date to set the journal
entry for later posting by the background job.

When staff successfully post ajournal entry, the system:
» transfers money as specified
» setsthejournal entry STATUSto POSTED.

If the system cannot carry out all of the journal entry lines, it will not
carry out any of them — the journal entry will not be posted.

Scheduling Typically, libraries post most journal entries directly. Only when alarge
number of entries will need to be posted together (such as at year end)
would the library post-date journal entries. For this reason, the Journal
Posting Job only needs to be executed occasionally, perhaps annually
(right after the year end jobs) or quarterly.
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Journal Posting (JRNG

Selection Thisjob selects journa entries which meet both of the following condi-
tions:

* the STATUSIs not POSTED
» the DATE TO POST ison or before the current date.

Effect The job transfers money as required.

Report The report format is narrow (80 column).

Thisisan error report. The problem isthat thereisinsufficient money in
afund — staff will need to adjust the fund’s balance or budget as appro-
priate, or change the amountsrequired inthejournal entry. Staff can then
directly post the changed entry.

Although this error stopsthe problem journal entry from being posted, it
does not block the other entries.

If the job does not find any journal entries ready for posting, or isableto
post all the ones it does find, the report smply states:

TOTAL NO. OF ERRORS ENCOUNTERED WAS : 0
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Fund Processing

Scheduling

Fund Period
Maintenance

Fund Mapping

5-48

The system can take periodic snapshots of each fund to build up afund
screen display, and can move the encumbered and authorized amounts
from one fund to another.

The processing jobs involved are:

PER Fund Period Maintenance
FUNMP Fund Mapping

The two fund processing jobs are unrelated, and thus do not need to be
executed in any particular order.

CAUTION: Execute the Fund Period Maintenance Job on every snap-
shot date defined in the FUND PERIOD CODE table. Activating the job
daily will ensure that none of the snapshots are missed.

The Fund Mapping Job does not need to be executed regularly — only
when required. Activities should be carried out in the following
sequence:

1. staff must define the desired mapping on the FUN - FUND MAPPING
screen (FUNMP)

2. thelibrary can produce the Fund Mapping Review Report (AFUN on
the Acquisitions Report Writer screen) in order to inspect the fund
mapping staff has set up for the Fund Mapping Job to execute

3. execute the Fund Mapping job.
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Fund Period Maintenance (PER)

Thelibrary can have either asingle snapshot schedulefor all agencies, or
multiple schedules: one each for specific agencies plus perhaps one for
all remaining agencies combined. Each scheduleisdefined by a separate
Fund Period Code (see Setup Tables on page 4-1). Multiple schedules
are needed if the library has multiple year ends.

Selection Thisjob selects all funds, even if they are closed.

Effect If the current date is not one of the snapshot dates specified in the FUND
PERIOD CODE tablefor thefund’s Library Code (see Setup Tables on page
4-1), the job does nothing.

If the current date is a snapshot date for the fund’s Library Code, the job
takes a snapshot of the fund’s balance and authorized, encumbered, and
spent amounts. Staff can examine these snapshots on the FUN - FUND
PERIODS DISPLAY SCreen.

Report None.
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Fund Mapping (FUNVP)

Selection

Effect

Report

5-50

This job selects al authorized requests and orders which are neither
cancelled nor closed.

Thejob first checks that there is enough money in each new fund to
cover the encumbered and authorized total from the old fund(s). If any
new funds lack sufficient money, none of the fund mapping is done.

If all the new funds have enough money, the job:

* movesthe encumbrances and authorized amountsfrom each old fund
to each new fund

» changes the fund assignment from the old fund number to the new
fund number in orders that have amounts encumbered or authorized

» might change the STATUS of every old fund to aone such asCl osed
(depending on whether staff specified anew Fund Status Code on the
mapping screen prompt).

The report format iswide (132 column).

Thisisan error report — fund mapping problems are described in old
fund sequence. If there is not enough money in anew fund to cover the
encumbered and authorized total from the old fund(s), the report will
specify the amounts and say:

Not enough MONEY in BUDGET
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Year End Processing

Thelibrary can have either asinglefiscal year end for all Library Codes,
or multiple year ends: one each for specific agencies plus perhaps one
for all remaining agencies combined. Each year end is defined by a sepa-
rate Year End Processing Code (see Setup Tables on page 4-1).

At the end of each fiscal year, the library needs to rebalance the funds
and then close off fund amounts from the previous year. A snapshot of
each fund’s end-of -year balances is taken and saved for display, while
the fund starts the new year with new balances. In addition, a snapshot of
each vendor's statistics is taken and new counts are begun so that the
library can monitor the new year’'s work.

The fund rebalancing procedure is not handled by the Calendar Proc-
essor. You must log out of ADVANCE and carry out this procedure at the
Terminal Control Language (TCL) level.

The subsequent, Calendar Processor-driven processing jobs involved
are:

YEND1 Year End Processing
YEND2 Year End Discrepancy Report
CFOR  Carried Forward Order Report

Fund Amounts At year end, the YENDL job changes each fund’s amounts as follows:
» setsthe spent amount to zero

» carries forward the encumbered amount as is— this represents the
amount on open orders which might be invoiced in the new year

» carries forward the authorized amount as is— this represents the
amount on requests which might be encumbered in the new year
when orders are cut

» addstogether the encumbered and authorized amounts, and possibly
the unspent amount as well, and carries this total forward asthe
fund's new budget — this amount will at least cover the outstanding
orders and authorized requests that exist

» recdculates the other balances based on the above three amounts.

The way amounts are affected isillustrated for a sample fund. The new
amounts depend on whether the library is set up to have unspent
balances carried forward or not.
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AMOUNT AT END OF YEAR AMOUNT AFTER YEAR END

Unspent bal ance carried forward?

NO YES

BUDGET 5, 000. 00 162. 50 1, 289. 96
ENCUMBERED 150. 50 150. 50 150. 50
SPENT 3, 210. 04 0. 00 0. 00
AVAI LABLE 1,139. 46 12. 00 1,139. 46
AUTHORI ZED 12. 00 12. 00 12. 00
FREE (Unspent Bal.) 1,127.46 0. 00 1,127. 46
CASH BAL. 1, 289. 96 162. 50 1, 289. 96

By definition:

AVAI LABLE = BUDGET - ( ENCUVBERED + SPENT)

FREE = BUDGET - (ENCUMBERED + SPENT + AUTHORI ZED)

CASH BAL. = BUDGET - SPENT
Scheduling At fiscal year end, activities should be carried out in the following

sequence:
1. preparefor year end, as described in Year End Checklists.
2. execute YENDL, the Year End Processing Job

3. execute YEND2, the Year End Discrepancy Report Job, immediately
afterward

4. execute CFOR, the Carried Forward Order Report Job, immediately
afterward

5. follow up year end, as described in Year End Checklists.

The Carried Forward Order Report Job can be executed again occasion-
ally, perhaps monthly, to keep track of thelibrary’s progressin
completing the orders that were carried over.

Dates There are four significant dates to keep in mind when carrying out year
end activities:

fund rebalancing date
date that you carry out the fund rebalancing procedure, commonly
one week before the year end processing date.
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last working date of the old fiscal year
date that you finish off the authorizing, cutting, and cancelling of
orders, the generation of invoices and vouchers, the posting of
journal entries, and so on. This date is commonly the day before the
year end date.

year end date
date that the year end processing jobs stamp in the LAST CLOSE field
of funds, use as the cutoff date for marking journal entries historic,
and so on. Thisdate is specified in field 6 of the YEAR END
PROCESSING CODE table.

year end processing date
date that you execute the year end processing jobs; they select the
library agenciesthat have this date specified. Thisdateis specifiedin
field 5 of the YEAR END PROCESSING CODE table. This dateis
commonly the same as the year end date, or very shortly after.

Select the dates carefully. For example, if the year end date (December
31) isaSunday, thelibrary could select Friday instead of Saturday asthe
last working date of the old fiscal year, for carrying out section 3 of the
Year End Checklist. This way, staff would not need to come in on
Saturday. Similarly, the library could select Monday instead of Sunday
asthe year end processing date, for carrying out sections 4 to 6 of the
Year End Checklist.
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Year End Checklist

Year end isacritical timefor accounting and there are anumber of steps
thelibrary must carry out before and after executing the processing jobs.
Photocopy these pages and check off the steps as they are completed.

Year End Dates
FUND REBALANCING DATE:

LAST WORKING DATE OF OLD FISCAL YEAR:
YEAR END DATE:
YEAR END PROCESSING DATE:

1. General Preparation, BEFORE YEAR END PROCESSING
[l Create the new funds that will be needed for the new year.
[l Create post-dated journal entries for the amounts the library wants
added into the system, or transferred between funds, at the beginning
of the new year — thisway thelibrary will be ableto simply execute

the Journal Posting Job (JRNG) instead of rushing to create and post
alarge number of entriesin a short period of time

CAUTION: If you post-date journal entries, be careful to post-date
them to the last working day or the year end processing date so that
they get posted in time for staff to use the funds after year end.

2. Fund Rebalancing, ONE WEEK BEFORE YEAR END PROCESSING

1 Runthe Fund Rebalancing job to check for fund discrepancies and, if
necessary, update the database amounts. (See Fund Rebalancing on
page 5-63.)

CAUTION ENSURE THAT THE LIBRARY DOESABSOLUTELY NO
ACQUISITIONSWORK until fund rebalancing is complete.

3. Before Year End Processing, ON THE LAST WORKING DATE OF THE OLD FISCAL YEAR
Thisistypically on the day before the year end date.

[ Finish off the authorizing, cutting, and cancelling of orders, the
generation of invoices and vouchers, and so on — the order and
voucher processing jobs should be executed.

[l Perhaps produce various reports.
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[] Let the background processor execute the Fund Period Maintenance
Job asusua (if the FUND PERIOD CODE table has the end of year date
specified, then the job will take a snapshot of the end-of-year
amounts for the FUN - FUND PERIODS DISPLAY screen).

[l De-activate the background processor (from the ACQUISITIONS
BACKGROUND PROCESSOR Screen).

[1 Backup the entire Acquisitions database.
CAUTION A gap of oneor moredays may be left between the last working day of
the old fiscal year and the year end processing day, as long as you

ENSURE THAT THE LIBRARY DOESABSOLUTELY NO
ACQUISITIONSWORK on theinvolved library agencies during this

period.

4. Before Year End Processing, ON THE YEAR END PROCESSING DATE
Thisistypically on the year end date or very shortly after.

Immediately before executing the year end jobs, update the following
fields for the year end Year End Processing Code used by the library
(perhaps the DFLT code):

[J Make surethe Carry forward unspent balance in funds is answered
asdesired.

[] Set the Date that the year end processing will be run to today’s date
(if you have not already).

[ Setthe Year end dateto the last day of the old fiscal year (if you have
not already).

[ Set the Current fiscal year date to the new year.
[] Setthe Prior fiscal year date to the year just ending.

5. Year End Processing, ON THE YEAR END PROCESSING DATE

After completing the preparation steps, execute the three year end jobs
interactively:

[0 Execute YENDL.

[ Inspect the YEND1 report. If there are any errors, do not continue;
call Geac Support instead.

] Execute YEND2.
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[ Inspect the YEND2 report. If there are any errors, do not continue;
call Geac Support instead.

[0 Execute CFOR.

[ Inspect the CFORreport. If there are any errors, do not continue; call
Geac Support instead.

6. After Year End Processing, ON THE YEAR END PROCESSING DATE
After executing the year end jobs:

[1 Backup the entire Acquisitions database.

L1 If thelibrary includes the fiscal year as part of any control number
formats, such as 1992 in the journal entry number 92012345, then
change these formats to reflect the new year — consider the journal
entry number, purchase order number, request number, transaction
number, and voucher number.

[] Update the FUND PERIOD CODE table specifying the current date
(whether its the start of year date or later) asthe first snapshot date.

[] Execute RNG, the Journal Posting Job, to post the post-dated journal
entries created by the library ahead of time.

[l Perhaps do fund mapping.

[ Perhaps specify new accumulation fundsin the INVOICE DEFAULT
CODES table.

[] Re-activate the background processor (from the ACQUISITIONS BACK-
GROUND PROCESSOR SCreen).

[] Let the background processor execute the Fund Period Maintenance
Job as usual (if the FUND PERIOD CODE table specifies the current
date, the job will take a snapshot of the start-of-year amountsfor the
FUN - FUND PERIODS DISPLAY Screen).

[l Perhaps produce various reports.
[1 Backup the entire Acquisitions database again.
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Year End Process (YEND1)

Selection Thejob first selects the Library Code(s) for this year end by checking
the Year End Processing Codes as described below:

If the Allow multi-LIBRARY year ends field in the FISCAL PROFILE 2
tableis answered Y, the job uses all Year End Processing Codes that
have today’s date in their Date that year end processing will be run
field.

If the Allow multi-LIBRARY year ends field is answered N, the job
uses only the DFLT Year End Processing Code and only if it has
today’s date in its Date that year end processing will be run field.

Thejob then selects all funds and vendors, regardless of their type
and status, that have the selected Library Code(s). The job also
selects authorized requests and open orders with these Library
Code(s).

Effect For each fund, the job:

takes a snapshot of thefund’s current amountsfor display inthe LAST
YEAR column of the FUN - FUND HISTORY SCREEN

carries forward the fund's current ENCUMBERED and AUTHORIZED
amountsfrom the old year to the new year (the AUTHORIZED amount
will likely be zero, because the library would have executed Order
Generation Job the day before this)

zeros the fund’s new spent amount

moves the fund's current set of fund snapshots (that were taken by
the Fund Period Maintenance Job) from the first page to the second
page of the FUN - FUND PERIODS DISPLAY screen, leaving the first
page blank — using the Current fiscal year and Prior fiscal year
dates from the YEAR END PROCESSING CODES table to head these

pages

selects the journal entries that have the status POSTED and marks
them historic — these entries will then have STATUSfield set to

HI STORI Cintheir JRN - JOURNAL ENTRY HEAD SCREEN, and an
asterisk (*) shown between their STATUS and DATE fieldsin the FUN -
JOURNAL ENTRY DISPLAY Screen
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Reports

5-58

adds the fund’s ENCUMBERED and AUTHORIZED amounts together,
and creates and posts ajournal entry to carry forward this amount —
this entry will have TYPE set to 2- CFWand BY set to YEAR END

creates and posts an additional journal entry to carry forward the
fund’'s FREE amount if the Carry forward unspent balance in funds
field in the YEAR END PROCESSING CODES table is answered Y — this
journal entry will have TYPE set to 3- NFwand BY set to YEAR END

sets the fund’'s LAST CLOSE date to the year end date defined in the
YEAR END PROCESSING CODES table.

For each vendor, the job:

moves the vendor statistics from the CURRENT YEAR column to the
PRIOR YEAR column of the VEN - VENDOR INQUIRY SCREEN — USINg
thefiscal year dates from the YEAR END PROCESSING CODES table to
head these columns

carries forward the vendor’s current OPEN order count and COMMIT
(encumbered) amount from the old year to the new year, and zeros
the other statistical counts and amounts.

For each open order, the job:

sets the year end date in the order to the date specified in the YEAR
END PROCESSING CODES table so that the Carried Forward Order
Report will be able to select these records

stores the current encumbrance in the order’sinternal carried
forward date and amount field.

The report formats are wide (132 column).

The job generates two reports:

Year End Fund Summary — this shows the encumbered amount,
authorized amount, unspent balance amount (carried forward or not),
and new budget amount for every fund

Year End Historic Report — this provides a count of the number of
journal entries marked historic, and the number created to carry
forward money (CFwWand NFwentries).
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Year End Discrepancy Report (YEND2)

Selection Thisjob selects al open orders and authorized requests that are not
assigned to deposit account vendors but have Library Code(s) for today’s
year end.

Effect None.

Report The report format is narrow (80 column).

Thisisan error report. Starting from the orders and requests, the job
calculates the total encumbered and authorized amounts for each fund,
and then compares these to the amounts that were carried forward (and
thus now comprise the fund’s current amounts). If either of the amounts
differ, the report identifies the fund and shows both the calculated
amounts and current (carried forward) fund amounts. Thisis a database
corruption problem — call Geac Support immediately for help.

If the job does not find any discrepancies, the report simply states:

There were no errors encountered on this run
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Carried Forward Order Report (CFOR)

Selection

Effect

Report

5-60

For each non-deposit account fund, the job selects all orders and
requests (regardless of CONDITION or LIBRARY CODE) that have been
internally stamped by the Year End Processing Job. This report contains
information for all agencies that have ever run year end, not just for the
agencies that just finished running year end.

None.

The report format is wide (132 column).

The report is printed with each agency starting on a new page and sorted
by Library Code. The year end close date for each agency is printed on
the top of each page.

For each fund, the report lists the orders and requests that were carried
over from the old year — and for each of these, theinformation provided
includes: the current encumbered or authorized amount, the amount that
was carried over at year end, and any invoi ces and payment amounts that
have been created and spent since.
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Order/Request Updating

The library specifies currency ratesin the CURRENCY CODES table (see
Setup Tables on page 4-1). The system automatically usesthe latest rates
in new orders and requests. To update outstanding orders and requests
with the latest rates, you must execute the processing job:

UPCUR Update Currency Conversion

Scheduling The library might execute the currency job never, rarely, or regularly,
whenever it wants all orders and associated fund balances to be brought
up to date with the latest currency rates.
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Update Currency Conversion (UPCUR)

Selection

Effect

Report

5-62

Thisjob selects al outstanding orders/requests, that is, orders/requests
whose CONDITION is not CLOSED and STATUSIis not Cancel | ed.

Thejob first checks that none of the funds will become encumbered
more than allowed and that none of the deposit fund balances will go
negative. If either condition would result, it is reported and no changes
are made. If there are no problems, the system:

» updatesthe currency ratein each order/request (aninternal value, not
displayed)

» updates the amounts in each associated fund: ENCUMBERED,
AUTHORIZED, and deposit account CURRENT BAL

» updates the vendor statistics.

The report format iswide (132 column).

For each fund affected by updated currency rates, the report shows the
old and new encumbrance and net change and, if applicable, the old and
new deposit account balance and net change.

If the job encounters a condition that prevents it from updating the data-
base, the report states:

***x* ERRORS ENCOUNTERED - NO CURRENCY UPDATES PROCESSED ****
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Fund Rebalancing

Scheduling

Checklist

CAUTION

Fund amounts in Acquisitions might occasionally get out of step. The
program ACQ. REBAL recal culates authorized, encumbered, deposit
balance, and spent amounts from the orders and invoice details.

If you find minor discrepancies, you can replace the database amounts
with these new, recal culated amounts.

The library should execute the fund rebalancing program a week before
year end, and at any other time fund discrepancies are suspected.

The program is not a Calendar Processor job; you must run the program
at the Terminal Control Language (TCL) level. This checklist describes
the special steps required before and after you run the program.

[l Ensure that the rebalancing workfiles exist. These files, named
TEMP. VEDT, TEMP. FUND, and TEMP. PCF, should bethe samesize as
the corresponding database files (VEDT, FUND, and POF).

ENSURE THAT THE LIBRARY DOESABSOLUTELY NO
ACQUISITIONS WORK while the fund rebalancing program is
running, and until workfile copying, if required, is complete.

[] Enter ACQ REBAL inthe ADV areaat the TCL level, after logging out
of ADVANCE.

L1 Inspect the four discrepancy reports.

O

If there are no discrepancies, fund rebalancing is not required.

] If there are any questionable (large) discrepancies, do not continue;
call Geac Support instead.

L1 If there are some discrepancies but none of them are questionable,
overwrite the Acquisitions database files with the rebalanced work-
files.

Be sure that no changes have been made to the acquisitions database
since you began the rebalancing procedure, and then perform the
following steps at the TCL level.

[l Create aVOC entry named ACQ. REBAL. COPY to copy records
from all three of the workfiles:
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ED VOC ACQ REBAL. COPY

0001: PA

0002: ADVCOPY FROM TEMP. VEDT TO VEDT ALL OVERWRI TI NG
0003: ADVCOPY FROM TEMP. FUND TO FUND ALL OVERWRI TI NG
0004: ADVCOPY FROM TEMP. POF TO POF ALL OVERWRI TI NG
Bottom at line 4.

----: F

“ACQ REBAL. COPY” filed in file“VOC'.

[l Enter ACQ REBAL. COPY
to copy the workfile records into the database files.

[l Enter DELETE VOC ACQ REBAL. COPY
to prevent any accidental use of the VOC entry later.
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Fund Rebalancing (ACQ REBAL)

Selection The program recal culates the current year’s authorized, encumbered,
deposit account balance, and spent amounts from all orders and invoice
detailsfor al library agencies.

Processing The program:

Clears all datafrom the rebalancing workfiles, TEMP. VEDT,
TEMP. FUND, and TEMP. PCF.

Copies the current year's vendor statistic records from the VEDT
fileto the corresponding workfile. These records contain information
displayed on the VEN - VENDOR INQUIRY SCREEN.

Copies all fund records from the FUND file to the corresponding
workfile. These records contain information displayed on the FUN -
FUND HEADER SCREEN.

Copies all order allocation records from the PCF file to the corre-
sponding workfile. These records contain information displayed on
the ORD - ALLOCATIONS screen, including which funds are assigned
to pay for what percentage of the order, and al so the amounts encum-
bered.

Clearsthe CURRENT YEAR amount fieldsin the fund record workfile:
ENCUMBERED, SPENT, AUTHORIZED, and deposit account
CURRENT BAL.

Clears the CURRENT YEAR amount fields in the vendor statistic
record workfile: COMMIT (encumbered) and SPENT.

Processes orders and their associated invoice details to recalcul ate
the amounts that were cleared in the workfiles for all orders
(including cancelled and closed orders).

Generates discrepancy reports and sends them to the printer.

Reports The report formats are narrow (80 column).

The job generates four reports:

Acquisitions Rebalancing - Fund Discrepancies

This shows funds with discrepancies between the old (database) and
new (calculated) authorized amounts, or between the old and new
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deposit account current balance amounts. The Total line represents
totals for all funds.

Acquisitions Rebalancing - Fund Discrepancies
This shows funds with discrepancies between the old (database) and
new (calculated) encumbered amounts, or between the old and new
spent amounts. The Total line represents totals for all funds.

Acquisitions Rebalancing - Vendor Discrepancies
This shows vendors with discrepancies between the old (database)
and new (calculated) encumbered amounts, or between the old and
new spent amounts. The Total line represents totals for all vendors.

Acquisitions Order Commitment Calculation
This shows the request numbers of orders with discrepancies
between the old (database) and new (calculated) encumbered
amounts.
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Archiving

Archiving Setup

Retrieving Information

The Archiving product offers the library two methods of storing Acqui-
sitions information:

* Audit Archive & Purge (ARCP)

Creates an Archive database and purges the information from the
ADVANCE Acquisitions database. This frees up disk space and
speeds up processes that run through entire files. The information
purged from the Acquisitions database is stored in an Archive data-
base.

e Archivefor Time Period (ARCT)

Creates an Archive database that contains al payment information
for a specified time period and for specified Library Codes. The
archived information is not purged from the Acquisitions database.

Once an Archive database is created, it can then be backed up on tape
and deleted from the ADVANCE system. When needed, the Archive data-
base can be downloaded to the ADVANCE system and archived informa-
tion can be retrieved.

Use the Acquisitions Reports Menu (ARM to access:
» Audit Archive & Purge Setup (ARCP)
» Time Period Archive Setup (ARCT).

Archived information can be retrieved by using the Archive Access
Menu to search for:

 thearchive tape number

» thecurrent Archive database

e orders
* invoices
» vouchers

See Retrieving Archived Information in the Acquisitions User’s Guide.
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Audit Archive & Purge ( ARCP)

Archiving and Purging
Rules
Orders/
Requests
5-68

The Audit Archive & Purge processes purge information from the Acqui-
sitions database that is no longer current, yet must be retained. Any
received request (not ordered), order, invoice, or voucher transaction that
is purged from the ADVANCE Acquisitions system is automatically
archived. Only requests that have never been ordered and never received
can be purged from the Acquisitions system without retaining a copy of
theinformation in the archive files.

The archived information that is purged from the Acquisitions database
is saved to an Archive database which you can then store on tape.

Purging this information from Acquisitions benefits the system by
freeing disk space and all owing file-scanning processes to execute more
quickly.

The archiving and purging processes are necessarily complex. In order
to create ameaningful Archive database, data cannot be purged from the
Acquisitions database in isolation. For example, an invoice cannot be
purged from the system unless the vouchers that paid for it are also
purged and the orders linked to the invoice have been updated and no
longer point to thisinformation. Similarly, integrity of the Acquisitions
database must be maintai ned.

The steps of this procedure work through the Acquisitions database
marking pieces of Acquisitions data as follows:

1. item hasthe potential to be marked for archiving and purging
2. item has been marked and will definitely be archived and/or purged

3. item has been archived (saved to the Archive database) and is ready
to be purged from the Acquisitions database.

A request or order can be archived and purged from the Acquisitions
system only if all of the following conditions are met:

1. it meetsthe criteria defined in Audit Archive & Purge Setup (ARCP)
2. it has no outstanding encumbrance (commitment)

3. if the order/request is part of a membership or series (child record),
the parent record in the membership or series has already been
marked to be archived and purged from Acquisitions
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4. al of the order’s associated invoices and vouchers are also going to
be archived and purged from Acquisitions.

NOTE: A seria order may be archived, without being purged from
Acquisitions, if one or more of itsinvoices is marked for purging
(because the invoice is older than alibrary specified number of years—
see Acquisitions Audit Archiving/Purging( ARCP) on page 6-6). When
this happens, the seria order in the Acquisitions database will no longer
have any information about the purged invoices. If the serial order is
accessed in the Archive database, the purged invoices are accessible.

NOTE: A request that has never been ordered or received (and isnot part
of amembership or series) can be purged from the Acquisitions system
(without being archived) if it fits the profile defined by the user in Audit
Archive & Purge Setup (ARCP).

Invoices  Aninvoice can be archived and completely purged from the Acquisi-
tions system if all of the following conditions are met:

1. all of theinvoice'slineitemsareready to be purged from the system.
Invoice line items that paid for serial orders can be marked for
purging after alibrary specified number of years (see Acquisitions
Audit Archiving/Purging( ARCP) on page 6-6). Invoice line items
that paid for monographic orders can be archived and purged only if
the order is ready to be archived and purged from the system.

2. dll of the vouchers that paid for the invoice can be archived and
purged
Vouchers A voucher can be archived and completely purged from the Acquisitions
systemif al of the following conditions are met:
1. thevoucher was paid prior to the last year end date

2. dl of the invoices and invoice line items paid by the voucher can be
archived and purged from the system.

Retrieving Archived Information can be retrieved by:
Information

e purchase order number

e request number

* invoice number

* voucher number
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Production Codes

Parameters

Archiving Process
Steps

o title
e author.

For retrieval information, see Search Orders on Current Archive Data-
base (ARCO), Search Invoices on Current Archive Database (ARCI ) and
Search Vouchers on Current Archive Database (ARCV) in the Acquisi-
tions User’s Guide.

The processing jobs involved are:

ARCP1 Audit Archive/Purge - Step 1
ARCP2  Audit Archive/Purge - Step 2
ARCP3  Audit Archive/Purge - Step 3
ARCP4  Audit Archive/Purge - Step 4
ARCP5  Audit Archive/Purge - Step 5
ARCP6  Audit Archive/Purge - Step 6

Setup must have been completed in Audit Archive & Purge Setup
(ARCP).

Before executing Archive & Purge, make sure that you have permission
062 - Audit Archive/Purge Processing.

Make sure that you have atape backup of the Archive database currently
on your system.

Archive & Purgeis asix-step process. The first four steps identify and
mark the data that can be archived and purged. The fifth step createsthe
Archive database and assigns an archive tape number. The last step
removes archived data from the Acquisitions database.

1. Audit Archive/Purge - Step 1 (ARCP1)

5-70

Identifies the vouchers, invoices, and invoice lineitems that have the
potential to be archived and purged from the Acquisitions system. These
records are identified according to the following criteria:

1. avoucher isidentified provided that it was paid prior to the last year
end date

2. aninvoiceisidentified provided that:
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a. it was completely paid by vouchers that were identified in 1.
AND

b. all lineitems on the invoice have the potential to be archived and
purged. If an invoice line item paid for a serial order then either
the serial order or the invoice detail must meet the criteria speci-
fied by the library in Audit Archive & Purge Setup (ARCP)
before the invoice line item can be identified for potential
archiving and purging. Line itemsthat paid for monograph orders
are automatically identified for potential archiving and purging.

This step is executed directly from your terminal or can be scheduled to
be executed at a pre-assigned time by the Acquisitions Calendar Proc-
€sSOr.

When the processing is complete, the number of vouchers and total
number of invoices marked for potential archive and purge is displayed.

2. Audit Archive/Purge - Step 2 (ARCP2)

Reports on the requests and orders that will be archived and/or purged
from the Acquisitions system. The requests and orders identified on the
report are selected based on the criteria specified by the library in Audit
Archive & Purge Setup (ARCP).

This process produces a 132 column report that shows the total number
of requests/orders and total number of invoice lineitem records that will
be marked for archiving and purging. The report is sorted by

e Library Code

« Action (0 - purge only, 1 -archive only, 2 - archive and purge)
* Order Condition Code

» Selected date (that is, date entered, closed or cancelled)

* Request number

Review this report to ensure that you have obtained the information you
want.

If you are not satisfied with the results, you can restart the process by
redefining the selection criteriain Audit Archive & Purge Setup (ARCP).
Repeat Steps 1 and 2.

No changes are made to the database at this stage.
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This step is executed directly from your terminal or can be scheduled to
be executed at a pre-assigned time by the Acquisitions Calendar Proc-
€SSOr.

3. Audit Archive/Purge - Step 3 (ARCP3)

This step is the same as Step 2 with the exception that, in addition to
reporting on the requests and orders that will be archived and/or purged
from the Acquisitions system, this step actually marks the requests and
orders for archiving and/or purging. This step also identifies and marks
invoice line itemsthat paid for orders that are going to be archived and/
or purged.

Reports the number of orders and number of invoice line item records
that are marked for archiving and purging.

Once orders are marked for purging they can no longer be updated by the
staff or by other background processes. Make sure that you have checked
the report from Step 2 before executing this Step.

4. Audit Archive/Purge - Step 4 (ARCP4)

5-72

Marks invoices and vouchers for archiving and purging. These records
areidentified according to the following criteria:

1. aninvoiceis marked for archiving and purging if it was previously
identified for potential archiving and purging in Step 1 AND if ALL
invoice line items for the invoi ce were marked for archiving and
purging in Step 3.

2. avoucher is marked for archiving and purging provided that all of
the invoices paid by the voucher are marked for archiving and

purging.

Produces a report which details the total number of vouchers and
invoices that have been marked for archiving and purging.

Also included in thisreport is the number of orders/requests that were
previously selected for archiving and purging in Step 3 but were ulti-
mately rejected by this step because the invoice detail information was
not ready to be purged from the Acquisitions system.

This step is executed directly from your terminal or can be scheduled to
be executed at a pre-assigned time by the Acquisitions Calendar Proc-
€SSOr.
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5. Audit Archive/Purge - Step 5 (ARCP5)
Creates a new archive database by performing the following:

» clearsthe archivefiles

» creates the Archive database from orders, invoices, invoice line
items, and vouchers marked for archiving in the previous steps

» updatesthe master archive file by indexing by order number, invoice
number, voucher number, author, and title of archived records

» assigns archive tape number
» marksthe datain the Acquisitions database as ready to be purged.

This step is executed directly from your terminal or can be scheduled to
be executed at a pre-assigned time by the Acquisitions Calendar Proc-
€sSOr.

When this process is completed, areport is produced that shows the
archive tape number and the total number of records that were saved to
the archivefiles.

At this point you should back up the archive database (ADV.ARCH.DB)
and mark your tapes with the archive tape number.

6. Audit Archive/Purge - Step 6 (ARCP6)

Physically removes the records marked as okay to purge from the Acqui-
sitions database.

This step must be executed through the Calendar Processor.

Produces areport that liststhe total number of records purged from each
databasefile.
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Archive for Time Period (ARCT)

Parameters

5-74

Usethe Archive for Time Period processes to create an archive database
that contains all payment information (vouchers, invoices and associated
orders) for a specified time period and for specified Library Codes or all
Library Codes.

The archived information is not purged from the Acquisitions database.
A copy of the information is stored in a separate database
(ADV.ARCH.DB). Information in the Archive database can be retrieved

by:

» purchase order number
* request number

* invoice number

» voucher number

o title

* author.

For retrieval information see Search Orders on Current Archive Data-
base (ARCO), Search Invoices on Current Archive Database (ARCI ) and
Search Vouchers on Current Archive Database (ARCV) in the Acquisi-
tions User’s Guide.

The processing jobs involved are:

ARCT1 Time Period Archive - Step 1
ARCT2 Time Period Archive - Step 2
ARCT3 Time Period Archive - Step 3
ARCT4 Time Period Archive - Step 4
ARCT5 Time Period Archive - Step 5

Set up must have been completed in Time Period Archive Setup (ARCT).

Before executing Archive for Time Period, make sure that you have
permission 063 - Time Period Archive Processing.

Make sure that you have atape backup of the Archive database currently
on your system.
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Archiving Process Archiving for a Time Period is a five step process. The first four steps
identify and mark the data that can be archived. The last step createsthe
archive database and assigns an archive tape number.

1. Time Period Archive - Step 1 (ARCT1)

Identifies the vouchers, invoices and invoice line items that have the
potential to be archived from the Acquisitions system. These records are
identified according to the following criteria:

1. avoucher isidentified provided that it meets the selection criteria
specified by the user in Time Period Archive Setup (ARCT). In partic-
ular, that it has a specified LIBRARY code and that it was paid
between the start and end dates.

2. aninvoice and itsline items are identified provided that it was
completely paid by vouchersidentified in 1.

This step is executed directly from your terminal or can be scheduled to
be executed at a pre-assigned time by the Acquisitions Calendar Proc-
€SSOr.

When the processing is complete, the number of vouchers and total
number of invoices marked for potential archiveis displayed.

2. Time Period Archive - Step 2 (ARCT2)

Reports on the Acquisitions orders that will be archived. The orders
identified on the report are sel ected based on their LIBRARY codes and
whether they were paid between the dates specified by the user in Time
Period Archive Setup (ARCT).

This process produces a 132 column report which is sorted by
e Library Code

* Order Condition Code

» Selected date (that is, date entered, closed or cancelled)

* Request number

Review this report to ensure that you have obtained the information you
want.

If you are not satisfied with the results, you can restart the process by
redefining the selection criteriain Time Period Archive Setup (ARCT).
Repeat Steps 1 and 2.
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This step is executed directly from your terminal or can be scheduled to
be executed at a pre-assigned time by the Acquisitions Calendar Proc-
€SSOr.

3. Time Period Archive - Step 3 (ARCT3)

This step is the same as step 2 with the exception that in addition to
reporting on the ordersthat will be archived, this Step actually marksthe
ordersfor archiving. This step also marks invoice line items that are
going to be archived.

Reports the number of orders and number of invoice line item records
that are marked for archiving.

This step is executed directly from your terminal or can be scheduled to
be executed at a pre-assigned time by the Acquisitions Calendar Proc-
€SSOr.

4. Time Period Archive - Step 4 (ARCT4)

Marks invoices and vouchers for archiving. These records are identified
according to the following criteria

1. aninvoiceis marked for archiving if it was previously identified for
potential archiving in Step 1 AND if ALL invoice lineitemsfor the
invoice were marked for archiving in Step 3.

2. avoucher is marked for archiving provided that all of the invoices
paid by the voucher are marked for archiving.

This step is executed directly from your terminal or can be scheduled to
be executed at a pre-assigned time by the Acquisitions Calendar Proc-
€SSOr.

5. Time Period Archive - Step 5 (ARCT5)

5-76

Completes the Time Period Archive process by performing the
following:

» clearsthe archivefiles
» createsthe Archive database
» assignsthe archive tape number

This step is executed directly from your terminal or can be scheduled to
be executed at a pre-assigned time by the Acquisitions Calendar Proc-
€SSOr.
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When this process is completed, areport is produced that shows the
archive tape number and the total number of records that were saved to
the archivefiles.

At this point you should back up the Archive database (ADV.ARCH.DB)
and mark your tapes with the archive tape number.
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The Acquisitions Reports Menu provides access to a variety of tasks:

generating and printing a report: System Reports - CCR

selecting, creating, and editing report definitions, and generating and
printing a report: REPORT WRITER - RW

setting up input parameters for processing jobs
setting up parameters for Audit Archive & Purge
setting up parameters for Time Period Archive.

NOTE: Refer to the Reports Guide for information about creating, modi-
fying, and generating reports.

Letters and Labels

Some |etters and label's can be generated directly by the user, rather than
indirectly by abackground processor. These tasks are:

printing claim letters
printing cancellation letters

printing vendor labels.
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Accessing the Reports Menu( ARM

Access the ACQUISITIONS REPORTS MENU by selecting it on the AcQuisI-
TIONSMAIN MENU, or by entering the screen identifier ARMon any Acqui-
sitions menu.

DD MW YYYY Geac ADVANCE Library System (#. ##) PPPPPP 111111
HH: MM Your Library Nane

ACQUI SI TI ONS REPORTS MENU

1. CCR System Reports 5. ARIP Report I|nput Paraneters
2. RW Report Witer 6. ARCP Audit Archive & Purge Setup
3. ARCC Report Group Codes 7. ARCT Time Period Archive Setup

4. RPC Report Pronpt Codes

Enter your selection :

Options

<ENTER> Returns to the ACQUISITIONS MAIN MENU or other menu on which you
entered the ARMscreen identifier.

1. CCR Accesses the ACQ REPORTS MENU S0 you can select agroup of reportsfor
listing and, from that list, select a particular report to generate and print.

2. RW Accesses the REPORT WRITER SCreen so you can create a new report or
search for an existing report definition to update. From the Report Defi-
nition Screen, you can also generate and print the report.

6-2 Acquisitions Management Guide (September 2000)



Accessing the Reports Menu( ARM)

3. ARCC
4. RPC

5. ARP
6. ARCP
7. ARCT

Accesses the REPORTS GROUPING SCreen so you can create a new Report
Group Code, or select one to update its Description line.

Accesses the REPORT PROMPT CODES MENU, for tables defining valida-
tion criteria, prompt text, and other specifications for report prompts.

Accesses the REPORT INPUT PARAMETERS MENU SO YOu can set up the
subscription processing jobs.

Accesses the AUDIT ARCHIVING/PURGING Setup screen so you can set the
parameters that determine the scope of the Acquisitionsinformation that
isarchived and ultimately deleted from the Acquisitions system.

Accesses the ARCHIVING FOR TIME PERIOD Setup Screen so you can set
the parameters that determine the scope of the Acquisitions information
that is saved to the Archive database.
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Report Input Parameters ( ARl P)

The Report Input Parameters Function enables you to set up some of the
processing jobs. Access the ACQUISITIONS REPORTS INPUT PARAMETERS
MENU by selecting it on the ACQUISTIONS REPORTS MENU, or by entering
the screen identifier ARI P on any Acquisitions menu.

29 APR 1992
14: 24

CGeac - Library Division - ADVANCE (4.0) 016 AU
Your Library Name

ACQUI SI TI ONS REPORTS | NPUT PARAMETERS MENU

1. SRVW Subscription Review Renewal Reports

Enter the nunber of your selection and press <ENTER>
or ? followed by <ENTER> for Hel p.
Press <ENTER> to return to previous |evel :

J

The only current option, SRV refers to the two jobs for reviewing and
renewing subscription orders.

Acquisitions Management Guide (September 2000)



Report Input Parameters ( ARl P)

Subscription Review/Renewal Reports ( ARM
To view or change the parameters of the following two processing jobs:
» Subscription Review Report (SRVW
* Subscription Renewal (SRNL)

access the SUBSCRIPTION REVIEW/RENEWAL REPORTS screen by selecting
it on the ACQUISTIONS REPORTSINPUT PARAMETERSMENU, Or by entering
the screen identifier SRvwon any Acquisitions menu.

/ SUBSCRI PTI ON REVI EW RENEWAL REPORTS \
© ACQ. CTL* SRW
1. Start review date? :11/01/91
2. Ending review date? :12/31/91
3. Only reviewitems with no outstanding commtnent? (1=YES): O
4. Mnimmrenewal period length (in days)? . 365
5. Maxi mum renewal period |length (in days)? : 365
6. Maxi mum al | owabl e percentage increase between periods? . 25
7. Maxi mum al | owabl e dol | ar anpunt increase between periods?: 600.00
8. Inflation Rate (%7 0
9. Use price projections to update price (1=YES) o1
10. Update renewal start and end dates? (1=YES) 1
Opti ons:
? help # line Print File Exi t
. J

For descriptions of these fields, see Subscription Renewal Processing on
page 5-21.
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Acquisitions Audit Archiving/Purging( ARCP)

Access the ACQUISITIONS AUDIT ARCHIVING/PURGING Setup screen by
selecting it on the ACQUISITIONS REPORTS MENU, Or by entering the
screen identifier ARCP on any Acquisitions menu.

[ ACQUI SI TI ONS AUDI T ARCHI VI NG PURG NG \
: ACQ CTL* ARCHV. PURG
1. LI BRARY code(s) for selected records
Requests (not yet ordered)
2. Entered before : 01 JAN 1994
3. Al cancelled requests (regardless of date)? o1
Non-serial orders
4. ‘Closed before : 31 DEC 1993
5. ‘Cancel |l ed’ before : 31 DEC 1993
6. Conpletely received and not received since : 31 DEC 1993
Serial Orders
7. ‘Closed before : 31 DEC 1992
8. ‘Cancelled’ before : 31 DEC 1992
9. Archive and purge invoice details after nn years t 4
Opti ons:
? help # line Line by line Print Exi t File
- J

Fields

1. LIBRARY code(s)for  Creates an Archive database that contains records (orders, invoices and
selected records vouchers) for selected Library Codes only. Specify those codes in this
field. Steps 2 and 3 of the Audit Archive/Purge process use the contents
of thisfield to limit orders selected for archiving and purging. Multiple
Library Codes should be separated by commas when entered.

To create an Archive database that contains all Library Codes, leave this
field blank.

2. Entered before Affects request records that have not been ordered.

Archives and purges all requests (those not on order) that were entered
prior to the date specified.
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3. All cancelled
requests(regardless
of date)? 1

4. Closed before

5. Cancelled before

6. Completely received
and not received
since

Leave thisfield blank if you do not want requests (those not yet on
order) to be selected for archiving and purging based on the date they
were entered to the Acquisitions system.

[1or0]

Archives and purges all cancelled requests from the Acquisitions data-
base regardless of the date when the requests were entered.

Does not purge all cancelled requests from the A cquisitions database.

[date]
Affects monograph orders only.

Archives and purges all monograph orders that were cancelled (Order
Condition Code of CLOSED assigned to the order) prior to the date spec-
ified in thisfield.

Leave thisfield blank if you do not want monograph ordersto be

selected for archiving and purging based on the date that the order was
closed.

[date]
Affects monograph orders only.

Archives and purges all monograph orders that were cancelled (Condi-
tion Code of CANCEL assigned to the order) prior to the date specified in
thisfield.

Leave thisfield blank if you do not want monograph ordersto be
selected for archiving and purging based on the date that the order was
cancelled.

[date]
Affects monograph orders only.

Archives and purges all monograph ordersthat currently are completely
received (received copies equal or exceed the number of ordered copies)
and have not been received since the date specified in this field.

Leave thisfield blank if you do not want monograph ordersto be
selected for archiving and purging based whether the order iscompletely
received and when it has last been received.
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7. Closed before

8. Cancelled before

9. Archive and purge
invoice details after
nn years

6-8

[date]
Affects serial orders only.

Archives and purges all serial orders that were closed (CONDITION
CODE of CLOSED assigned to the order) prior to the date specified in
thisfield.

Leave thisfield blank if you do not want serial orders to be selected for
archiving and purging based on the date that the order was closed.

[date]
Affects serial orders only.

Archives and purges all serial orders that were cancelled (CONDITION
CODE of CANCEL assigned to the order) prior to the date specified in
thisfield.

Leave thisfield blank if you do not want serial orders to be selected for
archiving and purging based on the date that the order was cancelled.

[up to 2 digits]
Affects serias orders only.

Archives and purges invoice details that were paid against serial orders
at least nn years before the last year end date. Specify the number of
years (nn).

Leave thisfield blank if you do want not to archive and purge invoice
details paid against serial orders based on the payment date.
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Acquisitions Archiving for Time Period( ARCT)

Access the ACQUISITIONS ARCHIVING FOR TIME PERIOD Setup screen by
selecting it on the ACQUISTIONSREPORTSMENU, Or by entering the screen
identifier ARCT on any Acquisitions menu.

ACQUI SI TI ONS ARCHI VI NG FOR TI ME PERI OD

: ACQ CTL* ARCHV. PERI OD

1. Archive material paid before specified date : 01 JAN 1994
(if no date is specified, LAST CLOSE date is assuned)

2. Archive material paid after specified date : 31 DEC 1992
3. LIBRARY code(s) for selected records :

Options:
? help # line Line by line Print Exi t File

. J

Fields

1. Archive materialpaid  [dat€]

before specified date . . . . . .
Ending date for the time period which will be archived.

Leave thisfield blank for the last year end date.

2. Archive material paid  [dat€]

after specified date i . . . . .
Starting date for the time period which will be archived.

Leave thisfield blank for the time the Acquisitions module first started.

3. LIBRARY code(s)for  Creates an Archive database that contains records (orders, invoices and
selected records vouchers) for selected Library Codes only. Specify those codesin this
field (separated by commas).

To create an Archive database that contains all Library Codes, leave this
field blank.
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Printing Claim Letters ( CLMP)

In addition to having claim letters printed by the background Claim
Letter Print job (cLmP), staff can print the lettersfor one or more vendors
on the PRINTING CLAIM LETTERS screen. Access this screen by selecting
it on the RECEIVING MENU, or by entering the screen identifier CLMP on
any Acquisitions menu.

PPP 111111

PRI NTI NG CLAI M LETTERS

Enter vendor code to print or [ALL] : <default = ALL >

- J

Enter avendor code to print lettersto a particular vendor, or type ALL to
print all outstanding claim letters. After sending the printing job to the
calendar processor for printing, the system returns you to the menu from
which you came.

See Claim and Cancellation Processing on page 5-30 for an explanation
of claimsand claim letters.
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Printing Cancellation Letters ( CANP)

In addition to having cancellation letters printed by the background
Cancellation Letter Print job (CANP), staff can print the lettersfor one or
more vendors on the PRINTING CANCELLATION LETTERS screen. Access
this screen by selecting it on the RECEIVING MENU, or by entering the
screen identifier CLMP on any Acquisitions menu.

PRI NTI NG CANCELLATI ON LETTERS PPP 111111

Enter vendor code to print or [ALL] : <default = ALL >

- J

Enter avendor code to print lettersto a particular vendor, or type ALL to
print al outstanding cancellation letters. After sending the printing job
to the calendar processor for printing, the system returns you to the
menu from which you came.

See Claim and Cancellation Processing on page 5-30 for an explanation
of cancellations and cancellation letters.
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Printing Vendor Labels ( VENP)

Staff can print mailing labels for one or more vendors on the VENDOR
LABEL PRINTING screen, available in both the Ordering and Vendor
Maintenance Functions. Access the screen by selecting it on the
ORDERING MENU Or VENDOR MAINTENANCE MENU, or by entering the
screen identifier VENP on any Acquisitions menu.
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Printing Vendor Labels ( VENP)

Initial Screen

-

\_

ENTER retrieval nethod for vendor |abel printing:
PO Retrieve fromlast PO run VC Retrieve by vendor code

ALL Retrieve all vendors VN Retrieve by vendor name

Enter option=

Enter selection or <ENTER> to exit

VEN - VENDOR LABEL PRI NTI NG MASTER

Options

PO Selects dl the vendors on the internal Vendor Label Print List that was

ALL

VCor VN

created the last time the Purchase Order Print Job (ORDP) was generated
(“run). When this job prints a purchase order, it adds the order’s vendor
to thelist if the PO Print Format Code assigned to the vendor’s Order
Method Code says a vendor label is required.

When you enter a purchase order number, the screen begins prompting
for the label format definition.
Selects all ACTI VE vendors. The system prompts for the label print
sequence:

Sort by Vendor code(Y) or name (N)?
Do not <eNTER> after answering Y or N. The screen then begins
prompting for the label format definition.
Enter VC to select vendors by vendor code, or VN to select them by
vendor name. The screen then asks for the first vendor, for example:

Ent er vendor code:
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Enter a vendor code (or name). If system cannot find the vendor you
specify, it presentsthe VEN - VENDOR SEARCH & RETRIEVAL browse list
for you to select avendor. In either case, the screen displays the vendor
you selected and again asks:

Ent er vendor code:

Select as many vendors as you want, in the sequence you want them
printed. When you are done, <ENTER> without specifying another
vendor. The screen then begins prompting for the label format definition.
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Printing Vendor Labels ( VENP)

Label Format Definition

Once you have selected vendors for printing, the system begins
prompting for the label format information:

ENTER NUMBER OF LABELS ACROSS PAGE.............

To exit the screen, <ENTER> without specifying a number of labels.
Otherwise, answer the question and the system continues prompting for
therest of the format information. Vertical dimensions are measured in
lines, and horizontal dimensions in character spaces.

The following example produces two columns of 3 1/2" by 1" labels.

VEN - VENDOR LABEL PRI NTI NG MASTER
ENTER retrieval nethod for vendor |abel printing:
PO Retrieve fromlast PO run VC Retrieve by vendor code
ALL Retrieve all vendors VN Retrieve by vendor nane
Enter option= ALL
Sort by Vendor code (Y) or name (N)? N
ENTER NUMBER OF LABELS ACROSS PAGE............. 2
ENTER HEI GHT OF LABELS IN LINES (AT LEAST 6)... 6
ENTER NUMBER OF LI NES TO SKI P BETWEEN LABELS... 2
ENTER NUMBER OF SPACES TO | NDENT DATA.......... 2
ENTER MAXI MUM W DTH ALLOMBLE FOR LABEL........ 35
ENTER NUMBER OF SPACES BETWEEN LABELS.......... 10
YOUR SPECI FI CATI ONS RESULT I N A PAGE W DTH OF 57
OK TO CONTINUE ? (Y/N)

After you completely specify the format, the system displays the cal cu-
lated page width and asks whether to continue.

Answer Y to print thelabels, or Nto return to the first format question to
re-enter specifications or exit the screen. Do not <ENTER> after typing Y
or N.
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When the system prints the |abels, the screen may change as shown

below, depending on your hardware and operating system.

VEN - VENDOR LABEL PRI NTI NG MASTER

ENTER retrieval nethod for vendor |abel printing:

PO Retrieve fromlast PO run VC Retrieve by vendor code
ALL Retrieve all vendors VN Retrieve by vendor nane
Enter option= ALL

Creating | abels, please be patient...

[404] 4 iten(s) selected.

Spool er Entry #14

Listing is done; Press <RETURN> to exit program

J/

NOTE: Vendor labels are printed to the spool queue in a hold state. Use

the SP- EDI T command at TCL to print the vendor labels to a printer.
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Approval Loader

The optional Acquisitions Approval Loader enables the library to load
MARC format bibliographic records from vendors directly into the
Acquisitions files or the Approvals Workfile:

« If loading into Acquisitionsfiles, the library can load these tape
records as requests, authorized requests, or orders, and can have the
copies automatically received.

« If loading into the Approvals Workfile, Acquisitions staff can after-
ward search and retrieve approval records when adding new order/
requests. (See the Acquisitions User’s Guide.)

Duplicate checking of tape records against catal ogue records can be
done on 1SBN/ISSN, title, or both.

The library can set up multiple loader profiles, one for each vendor that
sends approval record tapes.
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Accessing the Approval Loader Profile ( APLOAD)

Approval Loader setup and running is al handled from the APPROVAL
LOADER PROFILE Screen.

To access this screen, select it from the ACQUISITIONS UTILITIESMENU,
or enter the screen identifier APLOAD on any Acquisitions menu.
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Accessing the Approval Loader Profile ( APLOAD)

Initial Screen

APPROVAL LOADER PRCFI LE MASTER

Enter a VENDOR CODE: __ =

Enter avalid vendor code next to the prompt, then <ENTER>. To see the
VEN - VENDOR SEARCH & RETRIEVAL browse list of valid vendor codes,

enter ?? and <ENTER>.

Alternatively, to return to your original menu, <ENTER> with the
prompt’s answer field left empty.
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Main Screen (General Defaults)

Once you have selected a vendor (such as PENGUI N), the system
displays the main approval loader screen, identified on the third line as
the GENERAL DEFAULTS screen. See General Defaults on page 7-7 for a
description of this screen’s setup fields.

APPROVAL LQADER PROFI LE MASTER
VENDOR CODE PENGUI N
CGENERAL DEFAULTS
1. LI BRARY MA 15. LOCATI ON : ADFI CT
2. ORDER TYPE . APPROVAL 16. SHI PTO CODE
3. TRANSFER Y 17. CONDI TI ON cur
4. SUBJECT CODE : FICTION 18. DETAI LED REPORT: N
5. PAYMENT TYPE : PAY 19. DUPLI CATE CHECK: 3
6. CLAI M CODE . DFLT 20. LOAD DUPLI CATES: N
7. SELECTOR(S) : ACQ 21. LOAD ALL TAGS N
8. PRRORITY : 22. PRINT P.O N
9. TOTAL COPIES : 1 23. RECEI VE | TEMS Y
10. CURRENCY . CDN 24. PRINT MARC REC : N
11. FUND NUMBER 1000- ADULT- FI C001 25. AUTOVATI C PRI NT: Y
12. TAX Y%AGE . 0.000 26. SYSTEM PRI NTER#: 0
13. DI SCOUNT %AGE: 10. 000 27. LOAD WORKFI LE N
14. ALLOCATE BY % N
Opti ons: Enter specified Iine nunber
Line by line # line Standard tags def’n Currency table def’'n
Tag mani pul ation def’n Tape defaults Start Load Print report File
? Help Exit
Options
Standard tags ~ Accesses the STANDARD TAG INFORMATION setup screen, for specifying
def'n  the tape record MARC fields that are valid for loading, and the MARC
fields and subfields that are to provide order/request field defaullts.
Accept or Exit on this screen to return to the main GENERAL DEFAULTS
screen.
Currency table  Accesses the CURRENCY CODE CONVERSION TABLE Setup screen, for
def'n

7-4

specifying the mapping of tape record currency codesto valid Acquisi-
tions Currency Codes. Accept or Exit on this screen to return to themain
GENERAL DEFAULTS Screen.
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Tag manipulation
def'n

Tape defaults

Start load

Print report

File

Exit

Accesses the TAG MANIPULATION TABLE setup screen, for specifying the
mapping of tape record MARC fields and subfields to Acquisitions bibli-
ographic MARC fields and subfields. Accept or Exit on this screen to
return to the main GENERAL DEFAULTS screen.

Accesses the VENDOR TAPE CHARACTERISTICS setup screen, for speci-
fying the tape parameters. Accept or Exit on this screen to return to the
main GENERAL DEFAULTS screen.

Starts the loader.

Prints the Approva Loader Report to the print queue specified in the
SYSTEM PRINTER¥ field on the GENERAL DEFAULTS screen.

Saves changes made on the GENERAL DEFAULTS screen and any changes
Accepted on the supplementary setup screens (STANDARD TAG INFORMA-
TION, €tc.)

Discards changes made on GENERAL DEFAULTS screen and any changes
Accepted on the supplementary setup screens.
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Setup

Loader setup for each vendor is handled on the following APPROVAL
LOADER PROFILE SCreens:

* GENERAL DEFAULTS

¢ STANDARD TAG INFORMATION

* CURRENCY CODE CONVERSION TABLE
* TAG MANIPULATION TABLE

* VENDOR TAPE CHARACTERISTICS.
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General Defaults

Approvals
Workfile

Fields

1. LIBRARY

2. ORDER TYPE

3. TRANSFER

See Main Screen (General Defaults) on page 7-4 for a sample GENERAL
DEFAULTS Setup screen.

If you answer Y in field 27 to have tape records loaded into the
Approvas Workfile rather than directly into the Acquisitions files, then
only fields 18, 21, 24, 25, and 26 are applicable.

For explanations of the codes, see Setup Tables on page 4-1; for explana-
tions of the ORD - BIBLIOGRAPHIC ENTRY/UPDATE, ORD - BRIEF ORDER
ENTRY, and other Ordering screen fields, see Ordering in the Acquisi-
tions User’s Guide.

[Library Code, 1-6 characters, Mandatory]

Default value for the LIBRARY field on the ORD - BIBLIOGRAPHIC ENTRY/
UPDATE and ORD - BRIEF ORDER ENTRY screensfor all order/requests
loaded.

To see the LIBRARY CODES table, enter ?? and <ENTER>.

[Order Type Code, 1-12 characters; Mandatory]

Default value for the ORDER TYPE field on the ORD - BIBLIOGRAPHIC
ENTRY/UPDATE and ORD - BRIEF ORDER ENTRY screens for all order/
requests loaded.

To see the ORDER TYPE CODES table, enter ?? and <ENTER>.

[Oor1]

Default value for the TRANSFER field on the ORD - ORDERING DATA and
ORD - BRIEF ORDER ENTRY screens for all order/requests | oaded.

1 means the Acquisitions to Catalogue Transfer Job will transfer an
order’s hibliographic and/or piece information when the order has been
cut or cancelled or pieces have been received or returned; 0 means the
job will not transfer an order’s information.

If you leave this field empty, the system uses N as the default.
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4. SUBJECT CODE

5. PAYMENT TYPE

6. CLAIM CODE

7. SELECTOR(S)

8. PRIORITY

9. TOTAL COPIES

[Subject Code, 0-12 characters]

Default value for the SUBJECT CODE field on the ORD - BIBLIOGRAPHIC
ENTRY/UPDATE and ORD - BRIEF ORDER ENTRY screens for all order/
requests loaded.

To see the SUBJECT CODES table, enter ?? and <ENTER>.

[Payment Type Code, 1-8 characters, Mandatory]

Default value for the PAY TYPE field on the ORD - ORDERING DATA and
ORD - BRIEF ORDER ENTRY screens for all order/requests | oaded.

To see the PAYMENT TYPE CODES table, enter ?? and <ENTER>.

[Claim Code, 1-6 characters; Mandatory if items are loaded as orders or
authorized requests; optional if items are loaded as unauthorized
requests]

Default value for the CLM CODE field on the ORD - ORDERING DATA
screen for all order/requests |oaded.

To see the CLAIM CODES table, enter ?? and <ENTER>.

[one or more Selector Codes, 1-3 characters each; Mandatory if items
are loaded as orders or authorized requests; optional if items are loaded
as unauthorized requests]

Default list for the SELECTOR field on the ORD - ORDERING DATA and
ORD - BRIEF ORDER ENTRY screens for all order/requests | oaded.

To see the SELECTOR CODES table, enter ?? and <ENTER>.

[Priority Code, 1-6 characters]

Default value for the PRIORITY field on the ORD - ORDERING DATA and
ORD - BRIEF ORDER ENTRY screens for all order/requests |oaded.

To see the PRIORITY CODES table, enter ?? and <ENTER>.

[0-3 digits]

Default value for the TOTAL CPY field (number of copies) on the orD -
ORDERING DATA screen for order/requests | oaded.

If you leave thisfield empty, the system uses 1 as the default value.
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This default value will be overridden in an order/request if the vendor
supplies the number of copiesin the tape record. Specify the source
MARC field for thisinformation in the NUMBER OF COPIESfield on the
STANDARD TAG INFORMATION Screen.

10. CURRENCY [Currency Code, 1-8 characters; Mandatory if items are loaded as orders
or authorized requests; optional if items are loaded as unauthorized
requests]

Default value for the CURRENCY field on the ORD - ORDERING DATA
screen for order/requests loaded.
To see the CURRENCY CODES table, enter ?? and <ENTER>.

This default value will be overridden in an order/request if the vendor
supplies the currency information in the tape record. Specify the source
MARC field for thisinformation in the CURRENCY CODE field on the
STANDARD TAG INFORMATION Screen.

11. FUND NUMBER [0-18 characters (no hyphens); Mandatory if items are loaded as orders
or authorized requests; optional if items are loaded as unauthorized
requests]

Default fund number for the FUND ALLOCATION field on the ORD -
ALLOCATIONS screen for all order/requests |oaded.

To see the FUN - FUND SEARCH & RETRIEVAL browse list of valid fund
numbers, enter ?? and <ENTER>.

CAUTION: Specify afund number that isvalid for the Library Codeyou
specify in field 1.

12. TAX %AGE [4-6 digits (99.999)]
Default value for the TAX % field on the ORD - ORDERING DATA screen for
all order/requests loaded.

13. DISCOUNT %AGE  [4-6 digits (99.999]

Default value for the DISCOUNT% field on the ORD - ORDERING DATA
screen for all order/requests |oaded.
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14. ALLOCATE BY %

15. LOCATION

16. SHIPTO CODE

17. CONDITION

CONSI D, DESI D,

18. DETAILED
REPORT

7-10

ord FT

AUTH

cur

[YorN]|

Default value for the default ALLOCATIONSBY % field of the ORD - ALLO-
CATIONS screen for all order/requests | oaded.

Y means allocate funds by percentage; N means allocate funds by copy.

If you leave this field empty, the system uses N as the default.

[Location Code, 0-6 characters; Mandatory if items are loaded as orders
or authorized requests; optional if items are loaded as unauthorized
requests]

Default value for the LOCATN field on the ORD - ALLOCATIONS and ORD -
BRIEF ORDER ENTRY screens for all order/requests |oaded.

To see the LOCATION CODES table, enter 2? and <ENTER>.

[Ship To Code, 0-6 characters]

Default value for the SHIPTO field on the ORD - ALLOCATIONS and ORD -
BRIEF ORDER ENTRY screens for all order/requests |oaded.

To see the SHIP TO CODES table, enter ?? and <ENTER>.

[Order Condition Code, 1-6 characters, Mandatory]

Default value for the CONDITION field on the ORD - ORDERING DATA and
ORD - BRIEF ORDER ENTRY screens for all order/requests |oaded.

To see the CONDITION CODES table, enter 2?2 and <ENTER>.

Items will be loaded into Acquisitions as unauthorized regquests.

Items will be loaded into Acquisitions as authorized requests.
Items will be loaded into Acquisitions as orders.

[YorN|

Determines what type of report is generated when the loader isrun in
database update mode. (When the loader is run in report-only mode,
adetailed report is aways generated.)
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Y
N or blank
19. DUPLICATE
CHECK
0 or blank
1
2
3
20. LOAD
DUPLICATES
Y
N or blank
21. LOAD ALL TAGS
Y
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The Approval Loader Report will include details on all items |oaded
from tape: the unit price, Currency Code, currency rate, and number of
copies.

The report will only include these details for problem items (that is,
items which have errors or warnings).
[0-3]

Determines type of duplicate checking done on the tape records being
loaded. Field 20 determines what happens when an tape record matches
an Acquisitions record.

No duplicate checking will be done.

ISBN/ISSN (International Standard Book or Serial Number) duplicate
checking will be done.

Title duplicate checking will be done. (Thetitle is defined as the MARC
field defined by the library for the TITLE field on the ORD - BIBLIO-
GRAPHIC ENTRY/UPDATE Screen.)

Both 1SBN/ISSN and title duplicate checking will be done.

[YorN]|

Determines what is done with tape records that fail the duplicate
checking (see field 19).

Duplicate records will be loaded into Acquisitions, and a WARNI NG
message will be printed on the Approval Loader Report.

Duplicate records will be re ected, and an ERROR message will be
printed on the Approval Loader Report.

[YorN]|

Determines whether or not the VALID TAG TABLE list on the STANDARD
TAG INFORMATION screen is to be used.

If you want to load all MARC fields from the tape records, or all except
afew, then answer Y and specify any fields you want skipped in the TAG
MANIPULATION TABLE SCreen.
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Nor blank  If you want to load only specific MARC fields from the tape records,
then answer N and specify the fields you do want |oaded in the VALID
TAG TABLE field on the STANDARD TAG INFORMATION SCreen.

22. PRINT PO. [YorN]

Determines whether or not order/requests that are loaded with the Order
Condition Code CUT or AUTH are to be marked for purchase order
printing by the background Purchase Order Print Job (ORDP).

Y  The order/request will be marked for purchase order printing by the
Purchase Order Print Job.

Nor blank  The order/request will not be marked for purchase order printing by the
Purchase Order Print Job.

23. RECEIVE ITEMS [YorN|

Determines whether or not al copies of the loaded order/requests are to
be received automatically.

Y  All copieswill be received automatically, regardless of the order/
reguest’s Condition Code.

Norblank  Copieswill not be received automatically.

24. PRINT MARCREC  [Yor N|

Y The MARC format contents of the records will be printed on the
Approva Loader Report. (These are the final contents, after the loader
has made changes specified on the TAG MANIPULATION TABLE screen.)
Thiswill produce avery long report — answer Y only when testing the
contents of tapes from new vendors.

Nor blank  The MARC format contents of the records will not be printed on the
Approva Loader Report.
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25. AUTOMATIC

PRINT
Y
N or blank
26. SYSTEM
PRINTER#

27. LOAD WORKFILE

Y

N or blank

[YorN]|

Determines whether or not the Approval Loader Report will be automat-
ically sent to a print queue for printing. Regardless of your answer, the
report will also be saved to afile for later printing (viathe Print report
option).

The report will be sent to a print queue for printing.
The report will not be sent to a print queue for printing.

[0-1 digit]

The Approval Loader Report will be sent to the print queue you identify
inthisfield.

[YorN|

Tape records (bibliographic information only) will be loaded into the
ApprovasWorkfile. Answer only fields 18, 21, 24, 25, and 26; the other
fields have no effect.

Tape records (both bibliographic and order/request information) will be
loaded directly into the Acquisitionsfiles.
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Standard Tag Information

The vendor might supply additional order/request information in
specific fields and subfields of the MARC format tape records. If you
wish to have such information loaded into order/request fields, then
identify those fields and subfields in the STANDARD TAG INFORMATION
setup screen. Also use this screen to have some tape record MARC fields
skipped (not loaded).

Access  To access this screen, select the Standard tags def’ n option on the
GENERAL DEFAULTS Screen.

/ APPROVAL LOADER PRCFI LE MASTER
VENDOR CODE : PENGUI N
STANDARD TAG | NFORVATI ON
TAG  SUBFI ELD
1. PRICE : 980 e
2. CURRENCY CODE
3. CURRENCY RATE :
4. NUMBER OF COPIES: 980 g
5. VENDOR TITLE # : 980 c
6. GENERAL NOTE

7. VALID TAG TABLE : 8, 10, 20, 22, 35, 39, 41, 90, 99, 100, 110, 111, 130, 212, 222, 240, 2

Opti ons: Enter specified Iine nunber
Line by line # line Accept ? Help Exi t

- /

Approvals  This screen is not applicable if you are loading records into the
Workfile  Approvals Workfile rather than directly into the Acquisitions files.

Fields

In each of the numbered fields 1 to 7, you can specify any of the
following:

» nothing — information for the field will not be supplied from the
tape records

e aTAG only [1-3 digits] — the complete contents of the identified
MARC field will be loaded into the order/request field

e aTAGand aSUBFIELD [1-3digits; 1 character] — the contents of the
identified MARC subfield will be loaded into the order/request field.
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1. PRICE

2. CURRENCY CODE

3. CURRENCY RATE

4. NUMBER OF
COPIES

5. VENDOR TITLE #

6. GENERAL NOTE

7. VALID TAG TABLE

MARC field (and subfield) which will supply avalue (3-9 digits, in
9,999,999.99 format) for the UNIT COST field on the ORD - ORDERING
DATA and ORD - BRIEF ORDER ENTRY SCreens.

MARC field (and subfield) which will supply avalue for the CURRENCY
field on the ORD - ORDERING DATA Screen.

The vendor might or might not supply valid Currency Codes (1-8 char-
acters). The loader will use your CURRENCY CODE CONVERSION TABLE
information to convert vendor-supplied values into valid Currency
Codes to assign in the order/request.

If the vendor supplies a code, that code will override the default code
specified by the CURRENCY field on your GENERAL DEFAULTS Setup
screen.

MARC field (and subfield) which will supply avalue for the order/
request’sinternal currency rate field.

MARC field (and subfield) which will supply avalue (1-3 digits) for the
TOTAL CPY field (number of copies) on the ORD - ORDERING DATA Screen.

If the tape record supplies avalue, that value will override the default
value supplied by the TOTAL COPIESfield on your GENERAL DEFAULTS
setup screen.

MARC field (and subfield) which will supply avalue (1-11 characters)
for the VENDOR TITLE#field on the ORD - BIBLIOGRAPHIC ENTRY/UPDATE
screen. Thisis the vendor title number or stock number for the item.

MARC field (and subfield) which will supply avalue (any length) for the
GENERAL NOTE field on the ORD - NOTES SCREEN.

Thisfield has an effect only if the LOAD ALL TAGSfield on the GENERAL
DEFAULTS screen is answered N.

List of the MARC fields which will be loaded from the tape record.
Unlisted fields will be skipped (not loaded).

Thisisawindow field: for descriptions of the window editing
commands, see Appendix A, Using ADVANCE.
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Values for Sample Vendors
Ballen Booksellers Inc. PRICE: 350 ¢

Blackwell N.A. PRICE: 980 e
GENERAL NOTE: 981

Blackwell uses the 260 field (subfields a, b, ¢) for publisher codes.
Consider skipping thisfield rather than loading it.

B.H. Blackwell (UK) PRICE: 9801 (thisisthe sterling price)

Blackwell uses the 260 field (subfields a, b, c) for publisher codes.
Consider skipping thisfield rather than loading it.

Coultts PRICE: 350 a
GENERAL NOTE: 981

Faxon (no information)

Yankee Book Peddler PRICE: 980 e (thisisthe order price)
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Currency Code Conversion Table

If the vendor supplies currency codes in the tape records, use the
CURRENCY CODE field on the STANDARD TAG INFORMATION Screen to
identify the MARC field (and subfield) used by the vendor. Because the
vendor might use different codes than the ones defined by the library for
Acquisitions, the loader will check the CURRENCY CODE CONVERSION
TABLE setup screen for codes it needs to convert.

Access  To access this screen, select the Currency table def’ n option on the
GENERAL DEFAULTS Screen.
/ APPROVAL LOADER PRCFI LE MASTER
VENDOR CODE :  PENGUI N
CURRENCY CODE CONVERSI ON TABLE
TAPE CURRENCY CODE ACQUI SI TI ON'S CURRENCY CODE
1 CANADI AN CDN
2 USsA us
3
4
5
6
7
8
9
10
11
12
13
14
15
Opti ons: Enter specified Iine nunber
Line by line # line For war d Backward Add item Delete line
Accept ? Help Exi t
o /
Approvals  This screen is not applicableif you are loading records into the
Workfile  Approvals Workfile rather than directly into the Acquisitions files.

Fields
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In each numbered field, you can specify the currency code used by the
vendor (TAPE CURRENCY CODE) and the library’s Currency Code that
you want used instead (ACQUIS TION' SCURRENCY CODE).
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Tag Manipulation Table

Use the TAG MANIPULATION TABLE Setup screen to specify any changes
you want made to the tape record MARC fields before they are |oaded.
For example, you can delete a subfield and can change afield' s tag.

NOTE: The loader makes these changesin the tape record after using
the STANDARD TAG INFORMATION definitions to extract a price, number
of copies, and so on.

Access  To access this screen, select the Tag manipulation def’ n option on the
GENERAL DEFAULTS screen.
/ APPROVAL LOADER PROFI LE MASTER
VENDOR CODE : PENGUI N
TAG MANI PULATI ON TABLE
TAPE TAG TAPE SUBFI ELD SITE TAG SITE SUBFI ELD
1 260 a
2 260 c
3
4
5
6
7
8
9
10
11
12
13
14
15
Opti ons: Enter specified Iine nunber
Line by line # line For war d Backward Add item Delete line
Accept ? Help Exi t
o

7-18
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Fields

In each numbered field, you can specify the tape record MARC field and
subfield (TAPE TAG and TAPE SUBFIELD) you want deleted or moved,
and the new field and subfield (S TE TAG and S TE SUBFIELD) you want

the tape data moved to.

TABLE 7.1 The Permitted “Tag” Manipulations

TAPE SITE Result

980 Deletes field 980.

980 981 Movesthe 980 field to 981
(changes the field’ stag to “981").

980c 980d Moves the ¢ subfield to d within the 980 field
(changes the subfield’ s identifier to “d”).

980 ¢ 980 Deletes subfield ¢ from the 980 field.

980c 981 Deletes subfield ¢ from the 980 field
and moves the 980 field to 981
(changes the field’stag to “981").

980 ¢ 981d moves the 980 field to 981
(changesthefield’ stag to “981")
and moves the ¢ subfield to d within the field
(changes the subfield’ s identifier to “d”).

You cannot move a subfield from one field into another, existing field.

If there are multiple occurrences of the MARC field or subfield in the
tape record, the loader deletes or moves them all.

Acquisitions Management Guide (September 2000)
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Vendor Tape Characteristics

Specify the characteristics of the vendor-supplied tape on the VENDOR
TAPE CHARACTERISTICS Setup screen

Access  To access this screen, select the Tape defaults option on the GENERAL

DEFAULTS screen.
/ APPROVAL LOADER PROFI LE MASTER
VENDOR CODE : PENGUI N
VENDOR TAPE CHARACTERI STI CS
1. LOAD FROM (T)APE, (F)ILENAME OR (UNX: T  FI LENAME:
2. TAPE DEVI CE NAME ( &DEVI CES& | D) T MTU2
3. TAPE DEVI CE NUMBER ( ndnt u) ;10002
4. TAPE BLOCK SI ZE 1 2048
5. MULTI PLE RECORDS PER BLOCK? N
6. FORVAT | NCLUDES AN | NTERPRETATION OF : N  # CHARS. BEFORE LEADER:
THE SEGVENT CONTROL WORD?
7. CHARACTER SET - (A)scii or (E)BCDIC? : A
8. SELECTI ON CRI TERI A :
Opt i ons: Enter specified Iine nunber
Line by line # line Accept ? Help Exi t
o J

Fields

1. LOAD MARC FROM

(T)APE OR [TorF]
(F)ILENAME OR
(U)NIX
T  Records will be loaded from atape.
F  Recordswill be loaded from the file you identify in the FILENAME field.
(You have previously loaded the records from tape to fileusing UBI|I, the
standard MARC import process.)
U Recordswill beloaded from the uNix file you identify in the FILENAME
field. The file contains bibliographic records in MARC format.
2. TAPE DEVICE [text]
NAME - .
Specifies the name of the tape device.
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UniVerse

Pl/open

3. TAPE DEVICE
NUMBER

UniVerse

Pl/open

4. TAPE BLOCK SIZE

On uniVerse machines, the nameisthe item.id of arecord in the
&DEVI CE& file, typically MTu, where u isthe tape unit number of atape
drive (0-7).

On Pl/open (“Information”) machines, the nameistheitem.id of a
record in the &DEVI CES& file, typically MTUu, where u is the tape unit
number of atape drive (0-7).

[3 or 5 codeg|

Specifies the tape device characteristics.

On uniVerse machines, use the value nDu, where:

m= Conversion mode
0 = ASCII, no conversions
1 = EBCDIC conversion
2 =invert higher order hit
3 = invert higher order bit and EBCDIC conversion.

u = Tape unit number of atapedrive
(0-7).

A typical valueis 002.

On Pl/open (“Information”) machines, use the value nOnD u, where:

n = Tape mode
0 = Pl/open tape (the default)
1 = non-Pl/open tape.

m= Conversion mode
0 = no conversion; Prime ASCII is assumed (the default)
1 =invert higher order bit; convert from Prime ASCII to ASCII;
assign this value for tapes derived on PRIMOS using T.DUMP.

u = Tape unit number of atapedrive
(0-7).

The second-place O indicates that double buffering is off; the fourth-
place O indicates that the tape is a nine-track tape. A typical valueis
10002.

[4 digitg]
Block size of the tape, typically 2048 or 1024.
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5. MULTIPLE
RECORDS PER
BLOCK

Y

N or blank

6. FORMAT
INCLUDES AN
INTERPRETATION.

Y

N or blank

7. CHARACTER SET
(A)scii or (E)BCDIC

8 SELECTION
CRITERIA

A

E

[YorN]|

The vendor writes multiple records in one block.

The vendor writes only one record per block.

[YorN]|

The vendor writes spanned records — the records are contiguous and
may span more than one block. Spanned records require a prefix which
indicates the start and length of the record. Specify the length of this
prefix (typically 5) in the # CHARS BEFORE LEADER field.

The vendor does not write spanned records.

[Aor E]

The records are in Ascii format.

The records are in EBCDIC format.

[text]

If you answered T or F to field 1, you can enter a SELECT statement to
have the loader select only specific records within the file. The format of
thisstatement isasfollows: SELECT fi | enane ot her criteria.
If you leave thisfield blank, all records from the file specified in
FILENAME will be loaded.

Loading Bibliographic Records from a DOS File

7-22

1. Create adirectory on the same computer where ADVANCE resides
(e.g. MARC.APPR). Create avoC entry in ADVANCE'S ADV directory
for this new directory.

2. Using transfer software such as Kermit, transfer the DOS file from
the pC to the new ADVANCE directory (e.g. bna, harrass, etc).

3. InAPLOAD, set up an Approval Loader Profile asfollows:
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* Set Field 1toload from aunix file. The FILENAME should be set
to the name of the ADVANCE directory (e.g. MARCAPPR). In Field
8, specify a SELECT statement if the directory might contain files
from more than one vendor (e.g. select MARC. APPR “bna”).

e If you know that the uNIX MARC fileisin EBcDIC format, make
surethat Field 7 isset to E. Thisensuresthat the datais converted
to Ascll before attempting to process the records.

Values for Sample Vendors

Ballen Booksellers Inc.

Blackwell N.A.

B.H. Blackwell (UK)

Coutts

Faxon

Yankee Book Peddler

TAPE BLOCK SIZE: 2048
MULTIPLE RECORDSPERBLOCK: N

FORMAT INCLUDES AN INTERPRETATION....

CHARCTER SET...: A

TAPE BLOCK S1ZE: 2048
MULTIPLE RECORDSPERBLOCK: N

FORMAT INCLUDES AN INTERPRETATION....

CHARCTER SET...: A

TAPE BLOCK SIZE: 2048
MULTIPLE RECORDSPERBLOCK: Y

FORMAT INCLUDES AN INTERPRETATION....

CHARCTERSET.... E

TAPE BLOCK S1ZE: 2048
MULTIPLE RECORDSPERBLOCK: N

FORMAT INCLUDES AN INTERPRETATION....

CHARCTER SET...: A

TAPE BLOCK SIZE: 2048
MULTIPLE RECORDSPERBLOCK: N

FORMAT INCLUDES AN INTERPRETATION....

CHARCTER SET...: A

TAPE BLOCK SIZE: 1024
MULTIPLE RECORDSPERBLOCK: N

FORMAT INCLUDES AN INTERPRETATION....

CHARCTERSET.... E

Acquisitions Management Guide (September 2000)
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Loading Records

Prompts

Error Messages

7-24

Once you have set up the Approval Loader for the vendor, select the
Sart load option on the GENERAL DEFAULTS screen to start loading
records.

The loader asks the following questions before it begins processing the
records.

Ckay to update database?
Answer Y to load items into the Acquisitions files or the Approvals
Workfile, or answer N to just have the Approval Loader Report
generated.

Ckay to continue?
Answer Y to continue the loading process, or answer Nif you have
changed your mind and do not want to run the loader.

Number of records to process - (<RETURN> = ALL)
Enter alimited number of records you want processed on the tape, or
<ENTER> without specifying a number to load all the records.

If the loader encounters any of the following errors, it will not write any
recordsto the Acquisitions files or Approvals Workfile.

Vendor not for correct library
The Library Code in the tape record does not match the default
Library Code specified on the GENERAL DEFAULTS screen. (This
check is done only if the library restricts vendor usage to the vendor
library.)

No CLAI M CODE defi ned
A default Claim Code is not specified on the GENERAL DEFAULTS
screen.

No CURRENCY CODE defi ned
A default Currency Code is not specified on the GENERAL DEFAULTS
screen.

No FUND defi ned
A default fund number is not specified on the GENERAL DEFAULTS
screen.
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No LOCATI ON defi ned
A default Location Code is not specified on the GENERAL DEFAULTS
screen.

Defi ned fund not authorized by SELECTORS
One or more of the Selector Codes specified in the default list on the
GENERAL DEFAULTS screen are not valid for the default fund specified
on the screen.

Definedfund is for tracking use only
The default fund specified on the GENERAL DEFAULTS screenis a
tracking-only fund: it cannot be used to alocate real encumbrances
and authorized amounts.

Defined fund must be for deposit use only
The default Payment Type Code specified on the GENERAL DEFAULTS
screen isadeposit account type, but the default fund specified is not
a deposit account type.

Definedfund is not active
The default fund specified on the GENERAL DEFAULTS screen isinac-
tive, and thus cannot be used to encumber or authorize any more
money.

Definedfund is for a different library
The default fund specified on the GENERAL DEFAULTS screen is not
valid for the Library Code specified on that screen.
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Approval Loader Report

Initial Information
» Vendor code (8 characters).

e Vendor name (40 characters).

» Typeof load: itemsloaded into the Approvals Workfile, or as
requests, authorized requests, or generated orders.

Information for Each Record

TAPE # Record number from the tape.

REQUEST # Request number assigned to theitem, if loaded into Acquisitions.
TITLE Item title (30 characters).

AUTHOR Item author (16 characters).

ISN Item ISBN/ISSN (20 characters).

MESSAGE One or more of the following messages may be printed.

P, PPP. PP XXXXXXXX at RRR RRRR * CCC
where:
P, PPP. PP represents the unit price,
XXXXXXXX represents the Currency Code,
RRR. RRRR represents the currency rate,
CCC represents the number of ordered copies.

Thismessage isprinted if you answered Y in the DETAILED REPORT
field on the GENERAL DEFAULTS Screen.

No special staff action is required. This message isjust for general
information.

Not enough noney in fund - | oaded as CONSI D
The default fund has reached its limit for overencumbrance and thus
the loader was unable to load this request as an authorized request or
generated order. The loader instead loaded the request as an unau-
thorized request (Order Condition Code CONSI D).
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Staff should add money into the fund and then assign a CUT or AUTH
Order Condition Code to the request.

ERROR - Duplicatel SN found
The ISBN/ISSN in the incoming record matches one in the Acquisi-
tions database. The loader has not |oaded the record.

WARNI NG - Duplicatel SN found
The ISBN/ISSN in the incoming record matches one in the Acquisi-
tions database. The loader has loaded the record anyway.

WARNI NG - No I SN found on tape
The incoming record did not have an ISBN/ISSN. The loader has
loaded the record.

ERROR - Duplicate TI TLE found
Thetitle in the incoming record matches one in the Acquisitions
database. The loader has not loaded the record.

WARNI NG - Duplicate TI TLE found
Thetitle in the incoming record matches one in the Acquisitions
database. The loader has loaded the record anyway.

WARNI NG - No TI TLE found on tape
The incoming record did not have atitle. The loader has |oaded the
record.

Record in MARC Format

The incoming bibliographic information will be printed, in MARC
format, if you have answered Y in the PRINT MARC REC field on the
GENERAL DEFAULTS Screen.

Statistics
Summary statistics are printed on the last page of the report.

Nurmber of records processed:
Number of records read from the tape.

Nurmber of records | oaded into ACQ
Number of order/requests created in the Acquisitions files.
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BISAC Ordering Interface

The optional BISAC Ordering Interface enables the library to generate
and transmit electronic ordersto avendor (Baker & Taylor Books), and
to receive and print the vendor’s confirmation file. The interface uses an
EDI (Electronic Data Interchange) format defined by BISAC (Book
Industry Systems Advisory Committee).

After setting up the interface, creating authorized requests, and gener-
ating and printing purchase orders, the following processing steps must
be executed:

1. generate the BISAC-format orders

2. send the orders to the vendor

3. recelvethe order confirmations file from the vendor
4. generate a confirmation report from the file received
5. print the confirmation report.

You may execute the individual steps interactively, or schedule the
Acquisitions Calendar Processor (ACP) to execute one or more of them
as background processing jobs, or use the Delayed BISAC Processing
Job (BTDELAY) to execute one or more of the first four in batch mode.
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Accessing the Interface Menu ( BSCM

Select the BISAC MENU from the ACQUISITIONS UTILITIESMENU, Or enter
the screen identifier BSCMon any Acquisitions menu.

DD MW YYYY
HH: MV

Enter the nunber of your selection and press <ENTER>

Geac ADVANCE Library System (#. ##) PPPPPP 111111
Your Library Nane

Bl SAC MENU ( BSCM
1. BSCCM Bl SAC codes nenu
2. ORDB Create BI SAC PO Transmi ssion file
3. CONFBSC Process BI SAC Confirmations
4. BTSENDPO Send BI SAC PO file to B&T
5. BTCONFPO Get BI SAC PO Confirmation file from B&T
6. BTDELAY Del ayed Bl SAC Processing for B&T

or ? followed by <ENTER> for Hel p.
Press <ENTER> to return to previous level: __

-
BSCCM  Accesses the BISAC CODES MENU, for setting up the interface.
ORDB  Processesthe BISAC Send-File Production Job, to create a BISAC-format
file for transmission to the vendor.
CONFBSC  Generates the BISAC Order Confirmation Report from the order confir-
mation file received from the vendor.
BTSENDPO  Accesses the B& T BISAC ORDER TRANSMISSION SCREEN to view alog of
the BISAC transmission files and to transmit or retransmit afile.
BTCONFPO  Accesses the B& T BISAC ORDER CONFIRMATION SCREEN to view alog of
the BISAC transmission files and to request and receive the order confir-
mation file corresponding to a transmission file.
BTDELAY  Accessesthe B& T ORDER TRANSMISSION SCHEDULING screen, to

8-2

schedule or process the interface processing jobs in batch mode.

Acquisitions Management Guide (September 2000)



Setup

Preparations for using the BISAC Ordering Interface include:

* setting up the code tables that are accessible from the BISAC CODES

MENU (BSCCM

* setting up codes for the BISAC interface in the ORDER METHOD
CODES table (ORDMI'H) and PO PRINT FORMAT CODES table (POFM)

» assigning the library account number, BISAC Order Method Code,
and Standard Address Number — on the vendor’s VEN - VENDOR
HEADER SCREEN, VEN - VENDOR NOTES screen, and VEN - VENDOR
ADDRESS SCREEN, respectively.

The library must also supply the Geac installer with some information:

« thelibrary’s PIC and PIN identification number, obtained from
Baker & Taylor Books

» theMARC field and subfield specification of publisher informa-
tion, so that the Interface can extract publisher information from the
bibliographic record when an ISBN is not available to send to Baker
& Taylor Books.
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BISAC Codes

The BISAC code tables are listed on the BISAC CODES MENU. This menu
can be selected on the BISAC MENU, or accessed by entering the screen
identifier BSCCMon any Acquisitions menu.

DD MW YYYY Geac ADVANCE Library System (#. ##) PPPPPP 111111
HH: MM Your Library Nane

Bl SAC CODES MENU ( BSCCM
1. BSCVND BI SAC PO Vendor Defaults
2. COFRMT Define Confirmation Print Format Codes
3. CNFSRC Confirmation Source Codes
4. ADVCTYP ADVCOW Action Codes
Enter the nunber of your selection and press <ENTER>

or ? followed by <ENTER> for Help.
Press <ENTER> to return to previous |evel:
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BISAC PO Vendor Defaults (BSCVND)

The BISAC PO - VENDOR DEFAULTS screen specifies default values used by
the BISAC Send-File Production Job (ORDB) when generating BISAC-
format orders.

Access  Select the profile screen from the BISAC CODESMENU, or enter the screen
identifier BSCVND on any Acquisitions menul.

-

~

Bl SAC PO - VENDOR DEFAULT SCREEN

VENDOR NAME : BAKER & TAYLOR BOCKS

VENDOR CODE : BT
1. Backorder code :

bl ank - not applicable or as indicated on line item

N - no backorder Y - OSor NYP B- NYPonly O- OGS only
Nunber of invoice copies reqd
3. Substitution code :

bl ank - no action or as indicated on line item

0 - substitution permtted

1 - sub any 2 - sub paper 3 - sub cloth 4 - sub library
Speci al di scount percent (nn.nnn):
Del ayed billing code (1-al pha)
Del ayed billing nonth (1-12)
Confirmati on Type Code :

A - full B - abbrev C - abbrev w. title D- full exception
8. CONFI RVATI ON report fornmat : BI'SAC = BI SAC Confirnation tenplate
9. Create details if ISBN exists? o1
ot i ons:
? help # line Line by line Copy Print Del ete Exit

N

No o
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Fields

1. Backorder code [1-character code]
Specifies whether or not to backorder out of stock items.

blank  Backorder asindicated by the line item (field 040); otherwise, do not
backorder.

N Do not backorder items.
Y  Backorder when items are out of stock or not yet published.
B Backorder only when items are not yet published.

O Backorder only when items are out of stock.

2. Number of invoice [2 digits (right justified and zero filled — e.g. 02)]
copies req'd . L .
Number of copies of the invoice required.

3. Substitution code [1-digit code]
Specifies whether or not another type of binding may be substituted.

blank  Substitute asindicated by each line item (field 040); otherwise, do not
substitute.

0  Supply any available binding if the type ordered is not available.
1 Supply paper binding if the type ordered is not available.
2 Supply paper binding if the type ordered is not available.
3 Supply cloth binding if the type ordered is not available.

4 Supply library binding if the type ordered is not available.

4. Special discount [5 digits (99.999)]

percent - .
Special discount percentage for items ordered.
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5. Delayed billing code

6. Delayed billing
month

7. Confirmation Type
Code

A or blank

8. CONFIRMATION
report format

9. Create details if
ISBN exists?

0 or blank

1

[1-character code]

Indicates the delayed billing arrangement or special termsthat have been
contractually defined between Baker & Taylor Books and the library.

[2 digits (right justified and zero filled — e.g. 02)]
Month that billing isto begin, if later than the normal invoice schedule.

[1-character code]

Type of confirmation to be produced.

Full BISAC confirmation.

Abbreviated BISAC confirmation with title records.
Abbreviated BISAC confirmation.

Full BISAC confirmation by exception.

[PO Confirmation Print Format Code, 1-8 characters]
Format for the BISAC Order Confirmation Report.

[Oor1]

Determines what information is sent to the vendor when the library
supplies an item’s ISBN.

Only the ISBN is sent.

The title, author, and other information is sent along with the ISBN.
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PO Confirmation Print Format Codes (COFM)

The CONFIRMATION PRINT FORMAT CODES screen specifies the contents
and layout of the BISAC Order Confirmation Report.

Assign the code in the CONFIRMATION report format field of the BISac
PO - VENDOR DEFAULT SCREEN.

Access  Select thistable from the BISAC CODES MENU, or enter the screen identi-
fier COFMT on any Acquisitions menu.

Initial Screen
This screen shows the single Geac-supplied code.
CONFI RVATI ON PRI NT FORMAT CODES MASTER
Nurmber of records : 1
Code Descri ption of Code

1. BI SAC Bl SAC Confirmation tenplate

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.
ot i ons:

# line Add item Forward Backwar d ? help Exi t
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Detail Screen

/ CODM - PO CONFI RVATI ON PRI NT FORMAT CODES MASTER \
PO CONFI RVATI ON FORMAT CCDE: BI SAC
1. DESCRI PTI ON : BISAC Confirnation tenplate
2. TOTAL NUMBER OF FI ELD DEFI NI TI ONS 137
3. FIELD NUMBER FOR START OF PO BLOCK : 7
4. FI ELD NUMBER FOR END OF PO BLOCK ;34
5. NUMBER OF TI TLES PER PAGE 9
6. FI ELD NUMBER FOR START OF TI TLE BLOCK: 16
7. FIELD NUMBER FOR END OF TITLE BLOCK : 31
8. NUMBER OF BLANK LI NES BTN TI TLES 0
9. PRINT FORM FEED BETWEEN PO PAGES 1
ot i ons:
File Line by line # line ? help Exi t
- J

Thesefields are similar to the PO Print Format Codefields (see PO Print
Format Code ( POFMT) on page 4-76). The PO Confirmation Format
Code hasthefollowing two fieldsin place of a couple of the print format
fields.

3-4. FIELD NUMBER [up to2 digits]
FOR START / END
OF PO BLOCK Reference numbers of the first and last PO Confirmation Format Fields
which describe a purchase order.
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PO Confirmation Format Fields Sub-Table

The PO Confirmation Format Fields define the size, position, and
contents of each of the output fieldsfor a PO Confirmation Format Code.

Access  Access the PO CONFIRMATION FORMAT FIELD DEFINITIONS sub-table by
selecting field 2 on the detail screen of the PO CONFIRMATION FORMAT

CODES table.
Initial Screen
/ CODM - PO CONFI RVATI ON FORMAT FI ELD DEFI NI TI ONS BROWSE MASTER
PO CONFI RVATI ON FORMAT CODE: BI SAC
FI ELD DESCRI PTI ON FROM ROW COLUMN  TO ROW COLUWN
1. Name of File 1,1 1,35
2 Source SAN 1, 40 1,58
3 Destinati on SAN 1, 60 1,78
4. File Archive Date 2,1 2,19
5. Fi |l e Heading 2,20 2,59
6 ACK Type 2,65 2,78
7 PO# 4,1 4,18
8. PO Dat e 4,20 4,32
9. PO Type 4,35 4,45
10. ACK # 4, 47 4,65
11. ACK Dat e 4,68 4,80
12. Cust Acct# 51 5, 24
13. Cust SAN 5,30 5,48
14. Vend SAN 5, 60 5,78
Options:
#1line Add item Forward Backwar d ? help Exi t
- J
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s

-

-

-

CODM - PO CONFI RVATI ON FORMAT FI ELD DEFI NI TI ONS BROWSE MASTER
PO CONFI RVATI ON FORMAT CCDE: BI SAC
FI ELD DESCRI PTI ON FROM ROW COLUMN  TO ROW COLUWN
15. Vendor Msg 6,1 6, 80
16. LI # 8,1 8,10
17. LI divider 8,15 8, 65
18. | SBN 9,1 9,15
19. 1 SBN Or der ed 9,18 9, 32
20. Od Qy 9, 35 9, 44
21. Ship Qy 9, 47 9, 56
22. Net Price 9,59 9,78
23. LI Status 10,1 10, 10
24, Avai|l Date 10, 13 10, 25
25. Bi ndi ng Code 10, 27 10, 32
26. Edi tion 10, 35 10, 39
27. LI Report Code 10, 42 10,78
28. Title 11,1 11, 30
ot i ons:
# line Add item Forward Backwar d ? help Exi t
J
CODM - PO CONFI RVATI ON FORMAT FI ELD DEFI NI TI ONS BROWSE MASTER
PO CONFI RVATI ON FORMAT CCDE: BI SAC
FI ELD DESCRI PTI ON FROM ROW COLUMN  TO ROW COLUWN
29. Aut hor 11, 32 11,58
30. Publ i sher 11,61 11, 80
31. Title cont'd 12,1 12, 30
32. Foot er ACK# 55,1 55, 18
33. ACK LI count 55, 25 55, 51
34. ACK Total Units 55, 55 55,76
35. File Total Line Itens 57,1 57,40
36. File Total Acks 58,1 58, 40
37. File Total Units 59,1 59, 40
ot i ons:
# line Add item Forward Backwar d ? help Exi t
J
8-11
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Detail Screen

/

N

CODM - PO CONFI RVATI ON FORVAT FI ELD DEFI NI TI ONS

PO CONFI RVATI ON FORVAT CODE: BI SAC

FI ELD NUMBER : 28

1. DESCRI PTI ON cTitle

2. START ROW D11

3. START COLUWN 1

4. END ROW c11

5. END COLUWN : 30

6. FIELD TYPE 1 - Standard field

7. LABEL :

8. | NFORVATI ON SOURCE: L20 - Titlel/Description
Options: Enter specified |ine nunber

File Line by line # line Del ete ? help Exi t

MASTER

/

8-12

Thesefields have the same meaning as the ones for the PO Format Fields

(see PO Format Field on page 4-80).
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Confirmation Source Codes (CNFSRC)

When defining a purchase order confirmation print format (in the PO
CONFIRMATION FORMAT FIELDS sub-table), the library defines the size,
position, and contents of each output field; to specify the data source for
these field contents, the library assigns a Confirmation Source Code in
each of the PO CONFIRMATION FORMAT FIELD sub-table detail screens.
For example, the Confirmation Source Code B2 specifies where to get
author information.

The CONFIRMATION SOURCE CODES screen defines these data sources.

NOTE: The definitions for these codes are based on the BISAC Purchase
Order Acknowledgment format.

Access  Select thistable from the BISAC CODESMENU, or enter the screen identi-
fier CNFSRC on any Acquisitions menu.
Initial Screen
Thefirst 14 of 126 Geac-provided codes are shown in the sample screen.
CONFI RVATI ON SOURCE CODE
Nunber of records : 126
Code Description of code

1. Bl Title

2. B10 Mat erial code

3. Bl1 Pl ace of Publication

4. B12 Publ i sher

5. B13 Dat e of publication

6. Bl4 Subj ect

7. B15 Sort code

8. Bl16 Vol une nunber

9. B17 Vendor stock nunber

10. B18 Format code

11. B2 Aut hor

12. B20 Encodi ng Level

13. B21 Cat al ogui ng Source

14. B3 LC Card nunber
Opti ons:

? help Add item # line Print For war d Backwar d Search junp
Exi t
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Detail Screen

CONFI RVATI ON SOURCE CODE

Bl
1. Description  Title
2. Field type : 2 = Bibliographic field
3. Source for conf info © 3,*245a
4. Conversion Code :
Opti ons:
? help # line Line by line Copy Print Del ete Exi t

4. Conversion Code

8-14

The first three fields are similar to the Information Source Code fields
(see Information Source Code (| NFSRC) on page 4-42). The fourth
field is new.

[4-character code]

Type of conversion needed for display, currently only for amount fields
such as Unit Price and Net Price. The code MR2 converts the data 99999
t0 999. 99 for display.
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ADVCOMM Action Codes (ADVCTYP)

The ADVCOMM ACTION CODES screen specifies communications scripts,
paths, and types for the transmission and receipt of files with the vendor.
Thisinformation is used by the BTSENDPO and BTCONFPO processes.
(ADvVCOWis the name of the Unix directory which holds the communi-
cations software.)

Access  Select thistable from the BISAC CODES MENU, or enter the screen identi-
fier ADVCTYP on any Acquisitions menu.

Initial Screen
This screen lists the two Geac-supplied codes.
NOTE: Thelibrary cannot add or delete ADVCOMM Action Codes.
ADVCOMM ACTI ON CODES
Nunber of records : 2
Code Description of code
1. BTCONFPO Get BI SAC Confirmations from B&T
2. BTSENDPO Send BISAC PO file to B&T
Opti ons:
? help # line Print For war d Backwar d Search junp Exi t
Detail Screens
ADVCOWM ACTI ON CCDES
ACTI ON CODE : BTCONFPO
1. Description : Get BISAC Confirmations from B&T
2. Transmi ssion Type . BSCPO. BT
3. Path : ADvCOwW
4. Shell Script : .Ibtconfpo.sh
Options:
? help # line Copy Print File Exi t
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8-16

ADVCOMM ACTI ON CODES
ACTI ON CODE : BTSENDPO
1. Description . Send BISAC PO file to B&T
2. Transmission Type : BSCPO. BT
3. Path : ADVCOW
4. Shell Script . ./btsendpo. sh
Opti ons:
? help # line Copy Print File Exi t

CAUTION: The valuesin these screens will be entered by the Geac
installer. Do NOT change the values.

The Transmission Type value ends in the vendor code defined by the
library (e.g. BT).

The Shell Sript valueendsin po. sh (for live transmission) or ga. sh
(for local testing — instead of being sent, the transmission files will
caught by a program and dummy confirmations will be produced).
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Acquisitions Code Tables

Order Method Codes (ORDMTH)

A BISAC-type Order Method Code, such as BSCPO, needsto be added so
that it can be assigned in the ORDER METHOD field on the vendor’s VEN
- VENDOR NOTES screen. (See Order Method Code ( ORDMTH) on page
4-66.)

Access the ORDER METHOD CODES table by selecting it on the CONTROL
TABLE MENU, or by entering the screen identifier ORDMTH on any Acqui-

sitions menu.
ORDER METHOD CCDES
BSCPO
1. Description . BISAC ordering
2. Mode of transm ssion o1
0 - mail
1 - BISAC

2 - X12 (future)
3. Print paper copy (1 = YES) : 1

4. Default PO format : BISAC = BI SAC paper output (audit)
Opti ons:
? help # line Line by line Copy Print Del ete Exi t

On the detail screen for the code, assign the value 1 in the Mode of
transmission field and, for paper copies of the electronic order, assign 1
in the Print paper copy field and Bl SAC in the Default PO format field.
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PO Print Format Codes (POFMT)

Detail Screen

8-18

Geac providesa PO Print Format Code named BISAC which specifiesthe
contents and layout of paper copies of the BISAC orders. Staff assign this
code in the Default PO format field of the BISAC-type Order Method
Code. (See PO Print Format Code ( POFMT) on page 4-76 and PO
Format Field on page 4-80.)

Access the PO PRINT FORMAT CODES table by selecting it on the coDE
TABLE MENU, or by entering the screen identifier POFMT on any Acquisi-
tions menu.

s

-

CODM - PO PRI NT FORVAT CODES MASTER

PO FORVAT CODE: BI SAC

1. DESCRI PTI ON : BI SAC paper output (audit)
2. SINGLE LI NE PURCHASE ORDERS 0

3. PRINT VENDOR LABELS 0

4. TOTAL NUMBER OF FI ELD DEFI NI TI ONS : 15

5. NUMBER OF TI TLES PER PAGE : 40

6. FI ELD NUMBER FOR START OF TI TLE BLOCK: 10

7. FIELD NUMBER FOR END OF TI TLE BLOCK : 14

8. NUMBER OF BLANK LI NES BTN TI TLES .0

9. PRI NT FORM FEED BETWEEN PO PAGES 1

Opti ons:

File Line by line # line ? help Exit
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PO Format Field (Sub-Table)

/

CODM - PO FORMAT FI ELD DEFI NI TI ONS BROWSE MASTER
PO FORMAT CODE: BI SAC
FI ELD DESCRI PTI ON FROM ROW COLUMN  TO ROW COLUWN
1. order title 1, 20 1, 60
2 po# 2,1 2,20
3 PO dat e 2,25 2,40
4. Ven code 2,45 2,60
5. Vendor SAN 2,65 2,80
6 | eft col headings 4,1 4,48
7 ri ght col headings 4,50 4,79
8. | eft col underline 51 5,48
9. right col underline 5,50 5,79
10. l'i ne# 6,1 6,4
11. i sno 6,6 6, 15
12. title 6, 17 6, 47
13. aut hor 6, 50 6, 70
14. qty 6,75 6,79
ot i ons:
#line Add item Forward Backwar d ? help Exi t

\_ J

/

CODM - PO FORMAT FI ELD DEFI NI TI ONS BROWSE MASTER

PO FORVAT CODE: BI SAC
FIELD DESCRI PTI ON FROM ROW COLUMN  TO ROW COLUWN
15. Total Cost 50, 30 50, 50

Options:
# line Add item Forward Backwar d ? help Exi t

- J
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Acquisitions Records

Vendor Record

Some fields in the vendor record require BISAC-related values. (See
Vendor Management in the Acquisitions User’s Guide.)

e ThelLIBACCT field on the VEN - VENDOR HEADER SCREEN must
specify the vendor-assigned account number that identifies the
library.

* The ORDER METHOD field on the VEN - VENDOR NOTES Screen
must specify a BISAC-type Order Method Code.

* The SAN field on the VEN - VENDOR ADDRESS SCREEN must
specify the vendor’s correct Standard Address Number.
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Order/Request

Bibliographic Information

ISBN

Publisher

Title, Author,
Binding Code

Ordering Information

Condition Code

Electronic ordering is most efficient when the library supplies the ISBN
on the purchase order. (The Create detailsif ISBN exists field on the
BISAC PO - VENDOR DEFAULT SCREEN determines whether or not addi-
tional information such as title and author is included in the electronic
purchase order.)

If the library does not supply an 1SBN, the publisher information, as
specified by the library to the Geac installer, will be automatically
extracted from the bibliographic record.

If thelibrary lacksthe correct ISBN, thetitle, author (if any), and binding
code must be supplied. Be careful to enter articles and punctuation in the
title exactly to ensure a proper match on the vendor’stitle.

Enter the binding code in the SORT CODE field of the ORD - BIBLIO-
GRAPHIC ENTRY/UPDATE screen. The permitted values are:

P paper
C cloth
L library
O  other

If you omit the binding code and the ISBN, Baker & Taylor Books will
not match your order.

Assign the Order Condition Code AUTH (authorized) rather than CUT to
the regquests. Assigning AUTH allows the background Order Generation
Job (ORDG) to create multi-title purchase orders, which are more effec-
tively transmitted, and afterward more effectively shipped and invoiced.
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Processing Steps

Step 1: Generate Orders

ORDG

Step 2: Print Orders

ORDP

After you have set up the BISAC and basic Acquisitions codes, defined a
vendor appropriately, and created your requests, execute the following

steps.

The Order Generation Job generates both regular and BISAC-stream
purchase orders (see Order Processing on page 5-17).

The Purchase Order Print Job prints both regular and BISAC-stream
purchase orders (see Order Processing on page 5-17).

Step 3: Generate a File of BISAC-Format Orders

BTDELAY

Convert the BISAC-stream purchase orders (that were output by ORDP)
into BISAC-format orders — by either of the following methods:

the BISAC Send-File Production Job, activated from either the Bisac
MENU (BSCM or the Acquisitions Calendar Processor (ACP)

the B& T Order Transmission Scheduling Function.

Step 4: Transmit the Order File to Baker & Taylor

BTSENDPO

BTDELAY

Connect to the Baker & Taylor Books system, and send your BISAC
order file— by any one of the following methods:

the interactive B& T BISAC Order Transmission Function.

the B& T Order Transmission Scheduling Function.

Step 5: Receive the Confirmation File from Baker & Taylor

8-22

BTCONFPO

BTDELAY

Connect to the Baker & Taylor Books system, and request and receive
their confirmation file for your orders — by any one of the following
methods:

the interactive B& T BISAC Order Confirmation Function

the B&T Order Transmission Scheduling Function.
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Step 6: Generate the BISAC Order Confirmation Report

Generate the BISAC Order Confirmation Report from the confirmation
file— by any one of the following methods:

CONFBSC  theinteractive BISAC Confirmation Processing Function.

CONFB  the background BISAC Confirmation Processing Job, activated by the
Acquisitions Calendar Processor (ACP).

BTDELAY theB&T Order Transmission Scheduling Function.

Step 7: Print the BISAC Order Confirmation Report
Print the BISAC Order Confirmation Report by selecting the Send
Outputsto Printer option on the Acquisitions Calendar Processor (ACP),
and then entering Production Code CONFB. The system will list the
confirmation reports you can print.
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Calendar Processor (ACP)

If you wish, you can process one or two of the BISAC processing jobs
from the Acquisitions Calendar Processor, either directly or by sched-
uling the jobs to be processed at a particular time and date (see Calendar
Processor on page 5-1). These jobs are:

+ ORDB
» CONFB (equivalent to CONFBSC).

Use the Calendar Processor to print the BISAC Order Confirmation
Reports.
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Delayed BISAC Processing (BTDELAY)

Access

If you wish, you can schedule one or more of the BISAC processing jobs
on the B& T ORDER TRANSMISSION SCHEDULING screen and activate the
delayed processing job.

Select this screen on the BISAC MENU, or enter the screen identifier
BTDELAY at any Acquisitions menu.

4 I
BTDELAY - B&T ORDER TRANSM SSI ON SCHEDULI NG
Last schedul ed date: 09/03/92
time:
1. Create BISAC file? N
2. Send BI SAC order file? N
3. Receive BISAC confirmation file? N
4. Start time : 23:00
5. Time to wait btn sending and receiving: 10
6. Process confirmation file? Y
Options:
Line by line # line File Start |oad ? help Exi t
- J
Option
Start load  Activates the delayed processing job:

« Iffield 4 isleft empty, thejob will begin executing the specified jobs
immediately.

« If field 4 has a start time specified, the terminal will go to sleep until
the specified time, and then wake up and begin executing the speci-
fied jobs.

The system prompts OKAY TOCONTI NUE? Answer Y to continue, or Nif

you have changed your mind about starting the job.

Fields
Last scheduled date Date the Delayed BISAC Processing Job was last started. If the library
and time specified a Sart time the |ast time the job was processed, that timeis

also displayed.
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1. Create BISAC File

2. Send BISAC order
File

3. Receive BISAC
Confirmation File

4. Starttime

5. Time to wait btn
sending and
receiving

6. Process
confirmation file

8-26

[YorN]|

Specifies whether or not to process the BISAC Send-File Production Job
(ORDB).

[YorN|

Specifies whether or not to process the B& T BISAC Order Transmission
Job (BTSENDPO).

[YorN|

Specifies whether or not to process the B& T BISAC Order Confirmation
Job (BTCONFPO).

[Time (in 24-hour format)]

Specifieswhen the first of thejobs specifiedinfields1to3andfield6is
to be automatically started.

If you leave thisfield blank, the first of the specified jobs is started as
soon as you select the Sart load option.

[0-3 digits]

Number of minutes to wait after transmitting a BISAC order file (see
field 2) and requesting Baker & Taylor’s confirmation file (Seefield 3).
Thevalue 10 isrecommended. Instead of staying dialled in to the Baker
& Taylor system during this period, the terminal will go to sleep and call
back at the end of the period.

[YorN]|

Specifies whether or not to process the BISAC Order Confirmation
Processing Function (CONFBSC/ CONFB) to generate a report from the
confirmation file.
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B&T BISAC Order Transmission (BTSENDPO)

To transmit (or re-transmit) a BISAC order file to the Baker & Taylor
system, or to view alog of the BISAC interface transmissions, access the
B&T BISAC ORDER TRANSMISSION Screen.

NOTE: The BISAC order file can also be transmitted by BTDELAY.

Access  Select this screen on the BISAC MENU, or enter the screen identifier
BTSENDPO at any Acquisitions menu.

/ BTSENDPO - B&T Bl SAC ORDER TRANSM SSI ON \
##  Tran# Build Dt Send Dt B&T TRAN# Conf Dt CTr an# Cproc Dt
1 T#0029 920903 920903 0067615 920903 T#0030 920903
2 T#0031 920903 920903 0067617 920903 T#0032 920903
3 T#0033 920903 920903 0067619 920903 T#0034 920903
4 T#0035 920904

Choose one or nore transnmission files to act on:
Opti ons:
# line(s) Run report Exi t ? Help

- /

Options

Run report  Sends areport of past transmissions to the terminal screen or to the print
gueue for printing.

#line(s)  Specify one or more BISAC order transmission files. The system will
display anew set of options, shown below.

Choose action (Forward = Send | medi ately, Back = Requeue for Transmi ssion):
For war d Backwar d Del ete Print Exit ? Help

Forward  Transmits the BISAC order file to the Baker & Taylor system immedi-
ately.

Backward ~ Re-queues the BISAC order file for transmission to the Baker & Taylor
system. This deletes the B& T TRAN #, Conf Dt, CTRAN#, and Cproc Dt
values but does not re-transmit thefile.
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Delete

Print

Fields

Tran#

Build Dt

Send Dt

B&T TRAN#

Conf Dt

CTran#

Cproc Dt

8-28

BISAC communication files are not automatically deleted. The library
must manually delete BISAC order and confirmation files once
processing iscomplete and thefiles are no longer needed. Usethe Delete
option to remove the previously selected BISAC communication files
from the system; the deleted files will no longer appear in the display of
BISAC order files.

Sends the contents of the BISAC transmission file to the terminal or the
print queue.

Transaction number assigned to the BISAC order file by the BISAC Send-
File Production Job (ORDB).

Date the BISAC order file was created by the BISAC Send-File Produc-
tion Job (ORDB).

Date the BISAC order file was transmitted to Baker & Taylor by theB&T
BISAC Order Transmission Job (BTSENDPO).

Transmission number assigned to the BISAC order file by Baker &
Taylor when the file was received.

Date the order confirmation file was received from Baker & Taylor by
the B&T BISAC Confirmation Transmission Job (BTCONFPO).

Transmission number assigned to the order confirmation file by the B& T
BISAC Confirmation Transmission Job (BTCONFPO) when the file was
received.

Date the BISAC Order Confirmation Report was generated from the
confirmation file by the BISAC Confirmation Processing Job (CONFBSC/
CONFB).
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B&T BISAC Order Confirmation (BTCONFPO)

To request (or re-request) a BISAC order confirmation file from the
Baker & Taylor system, or to view alog of the BISAC interface transmis-
sions, access the B& T BISAC ORDER CONFIRMATION Screen.

NOTE: The order confirmation file can also be received by BTDELAY.

Access  Select this screen on the BISAC MENU, or enter the screen identifier
BTCONFPO at any Acquisitions menu.

Options and Fields

The options and fields are the same as those for the B& T BISAC Order
Transmission Function (BTSENDPO).
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BISAC Order Confirmation Report

The standard confirmation report, generated by the BISAC Confirmation
Processing Job (CONFBSC/ CONFB) from the confirmation file received
from Baker & Taylor, shows the following information.

NOTE: You can tailor the confirmation print format just asyou can tailor
the purchase order print format.

General Information

PO Purchase order number, assigned by the Order Generation Job (ORDG).

Date Purchase order creation date, assigned by the Order Generation Job
(ORDG).

Type Type of purchase order, assigned by Baker and Taylor. The possible
values are:

AP approval order

BE blanket order / estimated quantities
BK  blanket order (quantity firm)

BL book leasing

CS continuation order

RL release (blanket order)

RO  rush order

SO standing order

ZZ mutualy defined

ACK Acknowledgment number for the confirmation transaction, assigned by
Baker & Taylor.

Date Date of the confirmation transaction, assigned by Baker & Taylor.

Vendor Message Free form message supplied by Baker & Taylor.

NOTE: ORDER PROCESSED does not mean that all of the titles on your
order have been processed, ordered, and shipped without errors or
exceptions. This message means only that your order has been inter-
preted by Baker & Taylor's ordering system and that the line items that
have no errors have been ordered. Examine the Status and Report Code
fields on the report to determine which titles have errors.
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Information for Each Line Item (Title) on the Order

ISBN

ORDR

Ordr

Ship

Net Price

Status

Avail

Bind

Ed

International Standard Book Number of the item.

International Standard Book Number supplied by the library — shown
only if Baker & Taylor has substituted another 1SBN.

Number of copies ordered (information supplied by the library).

Number of copies shipped (information supplied by Baker & Taylor). If
the number is 0, check the Satus and Report Codefieldsto find out why.

Net price of the total units shipped (information supplied by Baker &
Taylor).

Status code of order acknowledgment and invoice, or of order acknowl-
edgment only, supplied by Baker & Taylor. Possible codes include:

01 Titlebilled and shipped as ordered

02 Title was substituted for thetitle that was ordered

03 Order for thetitleis cancelled - thetitle is afuture publication and
the publication date is unknown.

18 Order cancelled - Publisher did not respond by your cancellation
date.

29 Order for title is backordered at customer’s request.

99 Other

For acomplete list of these codes, see the Automated Interface Manual
available from Baker & Taylor Books (April 1990).

Projected date the item will be available for shipping (information
supplied by Baker & Taylor).

Binding code of the item. The possible values are:

P paper
C cloth
L library
O  other

Edition or version of the publication.
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Report Code

(title and author)

8-32

Report code assigned by Baker & Taylor. Possible codes include:

I NF
TNF
NFB
NFC
oP

ISBN not found

Title not found

Not found - backordered
Not found - cancelled
Out of print

A blank in this field means “ Title shipped as ordered”.

For acomplete list of these codes, see the Automated Interface Manual
available from Baker & Taylor Books (April 1990).

Title and author of the item.
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The optional Serial Invoice Loader enablesthe library to load serial
invoices from vendors into the Acquisitionsinvoicefiles. These vendors
include:

» vendors who can produce invoices in the Geac ADVANCE invoice
format (including EBSCO Industries).

» vendors who can produce invoices in the Faxon proprietary format
(including the Faxon Company, Inc. and Faxon Canada, Ltd).

» vendors who can produce invoices in the X12 format.

This chapter is divided into the following parts:

General Preparation
Describes by format the preparation required before you begin
processing the invoice file(s).

Processing Steps
Describes the procedure for successfully loading invoice data into
Acquisitions.

Invoice Loader Profile (I NLOAD)
Explains how to use the (I NLOAD) program to:

1) set up the Seria Invoice Loader
2) load the invoice files into the Acquisitions database.

Serial Invoice L oader Report
Describes the report produced when | NLOAD is executed.
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Procedure The generalized procedure for using the serial invoice loader is:

1. Usel NLOAD to define the INVOICE LOADER PROFILE and select
File to save the changes. The INVOICE LOADER PROFILE is usually
defined once for each vendor. Skip this step if you have already
defined the profile for your vendor.

2. Convert the vendor invoice fileto the X12.INVC format if theinvoice
fileisnot inthe X12 format.

3. Usel NLOADto obtain the INVOICE LOADER PROFILE and select the
Sart Load option to begin loading the vendor’s invoice file.

4. Examine thereport from the Serial Invoice Loader.

5. Onceyou are satisfied with the results of the report, execute
I NLOAD again and choose to update the database.
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General Preparation

Some general preparation isrequired for loading seria invoices:

* Many vendors, including EBSCO and Faxon, distribute invoices on 9-
track tapes. If thelibrary does not have accessto a9-track tape drive
and needs one, contact your Geac project manager and ask about
Geac's tape conversion service.

» Besureto send the vendor complete purchase order numbers,
including the 4-digit line number; for example, 9400000123/
0002 (separating the two parts of the number by a slash as shown).
Otherwise, all line numbers are assumed to be 0001. Line humbers
uniquely identify the titles in multi-title purchase orders, and the
Serial Invoice Loader needs the correct line numbers in order to
apply invoices to the correct titles. (Thisis not a problem if the
library issues only single-title purchase orders because all line
numbers are 0001.)

EBSCO Special Preparation

When invoices are exchanged on tape or over Internet and are formatted
according to the Geac ADVANCE invoice format, ask EBSCO for invoice
datain the Geac ADVANCE invoice format.

Faxon Special Preparation

When invoices are exchanged on tape and are formatted according to
Faxon’sinvoice format, tell the Geac installer whether you are using
The Faxon Company, Inc. (USA) or Faxon Canada, Ltd. These two
vendors use different record blocking, and Faxon Canadaincludes Cana-
dian prices and GST charges.

Other Vendors
When invoices are exchanged on tape, the Serial Invoice Loader can be
used to load invoices from any vendor who can produce invoices in the
Geac ADVANCE invoice format. Copies of the Geac format are avail-
able to vendors upon request.

X12 Invoices Special Preparation

When invoices are formatted according to the X 12 standards, vendors
send the invoices to the library electronically. Using X12 formatted
invoices is the aternative to exchanging invoices on tape.
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9-4

From the VENDOR HEADER SCREEN select the Identifiers option. The
EDI IDENTIFICATION SCREEN appears. Ensure that the:

exchange identifiers for SHIPTO and BILLTO addresses are correct
the DUNS# and FEDERAL |D# are entered
the vendor record is updated with thisinformation

NOTE: The values of the identifiers for the SHIPTO, and BILLTO
addresses and the DUNS# and FEDERAL |D# must be agreed to by
both the library and the vendor.

On the Bill To Code table:

Ensure that the Bill To Codes for your library include an associated
Library Code. When X 12 invoices are loaded, the bill to identifier in
the vendor’sinvoiceis matched against aBill To Codeinthelibrary’s
Acquisitions system and then the associated Library Code (in the
Bill To Code) is used to assign the Library Code to the loaded
invoice.

On the 1SO Currency Code table:

Ensure that the Currency Codes you need are present in the ISO
Currency Code list. Add codes if necessary.

On the Currency Code table

Ensure the associated 1SO currency codes are assigned to the
Currency Codes.
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Processing Steps
After you have used the Serial Invoice Loader to set up loading (see

Invoice Loader Profile (1 NLOAD) on page 9-14), execute the following
the steps whenever you wish to load invoices.
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Tape/Cartridge Loading

Loading tapes or cartridges containing invoices in the Geac ADVANCE
invoice format. (This includes invoices from EBSCO.)

Step 1: Load/Convert the Data into the X12.INVC Disk File

A. Mount the Tape or Mount the vendor’s tape or cartridge on your drive.
Cartridge
B. Clear Out the At the TCL level, enter the following command next to the“>" prompt:

X12.INVC Disk File
CLEAR- FI LE DATA X12.1NVC

C. Load the Data Into On any Acquisitions menu, enter the screen identifier TAPE and enter
the X12.INVC file the 1D (such as| NVC. EBSCO) to access the L oad Data Program screen;
check that the specifications on the detail screen are correct; and then
load the data from the tape or cartridge to the X12. | NvC disk file. (For
directions, see Load Data Program ( TAPE) on page 9-9.)

Step 2: Execute the Invoice Load in Test Mode

Accessthe Serial Invoice Loader (I NLOAD) and ensure that thefields are
answered correctly (the DETAILED REPORT field should be answered Y).
Select the Sart load option, and answer N when the system prompts:

Okay to update database?

Select Print report and examine the report to ensure that the contents of
the tape are as expected.

Step 3: Execute the Invoice Load in Live Mode

Access the Serial Invoice Loader (I NLQAD), ensure that the fields are
answered correctly, select the Sart load option, and answer Y when the
system prompts:

Ckay to update database?

Select Print report and examine the report.
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EBSCO Internet File Loading
Step 1: Load/Convert the Data into the X12.INVC Disk File

A. Clear Out the At the Unix level, enter the following commands:

EBSCO Directory cd | advl/ ebsco

rm*

B. Capture the EBSCO At the Unix level, use the ftp (file transfer protocol) program to capture

File from the (“get”) the invoice file from the Internet network, then saveiit into afile
Network named UNI X. EBSCOin the/ adv1/ ebsco directory.
C. Clear Out the At the TCL level, enter the following command next to the“>" prompt:

X12.INVC Disk File
CLEAR- FI LE DATA X12.1NVC

D. Convert the Data to On any Acquisitions menu, enter the screen identifier EBSCOto convert
the X12.INVC Disk the data from the UNI X. EBSCOfile to the X12. | NvVCfile. The EBSCO
File program displays a screen prompting you to continue or quit.

Step 2: Execute the Invoice Load in Test Mode

Accessthe Serial Invoice Loader (I NLOAD) and ensure that thefields are
answered correctly (the DETAILED REPORT field should be answered Y).
Select the Sart load option, and answer N when the system prompts:

Ckay to update database?

Select Print report and examine the report to ensure that the contents of
the tape are as expected.

Step 3: Execute the Invoice Load in Live Mode

Access the Serial Invoice Loader (I NLQAD), ensure that the fields are
answered correctly, select the Start load option, and answer Y when the
system prompts:

Okay to update database?

Select Print report and examine the report.
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Faxon Tape/Cartridge Loading

Step 1: Load/Convert the Data into the X12.INVC Disk File

A.

Mount the Tape or Mount the Faxon tape or cartridge on your drive.
Cartridge
. Clear Out the At the TCL level, enter the following command next to the“>" prompt:

X12.INVC Disk File
CLEAR- FI LE DATA X12.1NVC

. Load the Data On any Acquisitions menu, enter the screen identifier TAPE and enter

the ID X12. FAXN to access the L oad Data Program screen; check that
the specifications on the detail screen are correct; and then load the data
from the tape or cartridge to the X12. FAXNdisk file. (For directions, see
Load Data Program ( TAPE) on page 9-9.)

. Convert the Data to On any Acquisitions menu, enter the screen identifier FAXON to convert

the X12.INVC Disk  the data from the X12. FAXNfileto the X12. | NvVCfile. The FAXON
File program displays a screen prompting you to continue or quit.

Step 2: Execute the Invoice Load in Test Mode

Accessthe Serial Invoice Loader (I NLOAD) and ensure that thefields are
answered correctly (the DETAILED REPORT field should be answered Y).
Select the Sart load option, and answer N when the system prompts:

Ckay to update database?

Select Print report and examine the report to ensure that the contents of
the tape are as expected.

Step 3: Execute the Invoice Load in Live Mode

Access the Serial Invoice Loader (I NLOAD), ensure that the fields are
answered correctly, select the Sart load option, and answer Y when the
system prompts:

Okay to update database?

Select Print report and examine the report.
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Load Data Program (TAPE)
Use the Load Data Program to load data from tape or cartridge to adisk
file (X12. | NVC for EBSCO and other vendors, or X12. FAXN for Faxon)
before loading the records into Acquisitions.

Access this program by entering the screen identifier TAPE on any menu.

Initial Screen

Enter inthe!D: _

Enter the name of the tape configuration record and <ENTER>. (TheID is
I NVC. EBSCOfor EBSCO and X12. FAXN for Faxon; for other vendors,
create new 1D records that describe the characteristics of their tapes.)

Alternatively, to return to your original menu, <ENTER> with the
prompt’s answer field left empty.
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Detail Screen

9-10

Once you have selected the tape configuration record, the system
displays the detail screen.

-

DD MW YYYY Geac ADVANCE Library System (#. ##) PPPPPP 11111
HH: MM Your Library Name
LOAD DATA PROGRAM
SYSTEM | NFORMATI ON : Syst em nanme ( ADVANCE) = ADVANCE
Load Id : |INVC EBSCO Mdul e nanme (ACQ = ACQ
Brief description = | NVO CE LOAD
Load into file (BATCH LOAD) = [Filenane]
Read from (' T' FOR TAPE) = T
------ TAPE | NFORMATION ------
Tape density (default 1600)... 1600
Tape | abel (ENTER for none)....
Record length.................. 256
Block size .................... 2560
Records per block.............. 10
Data start position (def. 0).... O
ASCI | flag (0=ASCII,1=EBCDIC)... 0
Tape device name - &DEVI CES& | D. MIU2
Tape devi ce nunber (ndntu) . 10002
Opti ons:

Edi t Start Exi t ? Help

J

NOTE: The filename that appearsin the Load into file field depends on
the type of tape or cartridge you are loading:

» if you areloading a tape/cartridge in the Geac ADVANCE format
(from EBSCO), the filename should be X12.INVC.

» if you are loading atape/cartridge in the Faxon proprietary format,
the filename should be X12.FAXN.

The Geac-supplied values, shown in the sample screen, should not need
to be changed. For an explanation of the Tape device name and Tape device
number fields, see Vendor Tape Characteristics on page 7-20.

Use the Start option to start the loading of records.
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X12 File Loading

Step 1: Determine the name of the X12 file to be loaded

To display X12 files that have been imported to your ADVANCE system,
access the X12-IMPORTED FILE DISPLAY  screen from the ACQUISITIONS
UTILITIESMENU (AUTI L) or enter the screen identifier X121 MP on any
Utilities menu (or on the ADVANCE MAIN MENU).

-

X12 - | MPORTED FI LE DI SPLAY MASTER
FI LE NAME DATE LOADED

1. 810EBS. 1 06/ 12/ 94
2. B810EBS. 2 05/ 12/ 94
3. 810EBS. 3 04/ 12/ 94
4. 810FAX. 1

5. 810FAX. 2 06/ 15/ 94
6. 81O0FAX. 3 04/ 30/ 94

Opti ons:
For war d Backwar d ? help Exi t

/

X12 File Types

FILE NAME

999

XXX

The X12 - IMPORTED FILE DISPLAY screen includes not only X12
invoice files but any other files containing X12 transactions received by
the library, such as, claim responses, purchase order acknowledgments
and publisher dispatch data.

Filenames have the format 999X X X.N where:

Represents the three digits that denote the X 12 transaction set (for
example, 810 — Invoices, 870 — Claim Response, 856 — Publisher
Dispatch Data).

Represents the three character mnemonic that identifies the vendor who
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sent thefile (for example BHB — Blackwells, EBS — EBSCO, FAX —
Faxon). These mnemonics are assigned by the X12 Translator package
and cannot be changed by the library.

N  Representsthe one digit numeric with avalueof 1, 2, or 3. The system
retains up to threefiles of each transaction type (invoice, claim response,
and so forth) sent by each vendor. When anew X 12 fileisimported from
avendor, the system will rename the previously named 999X XX .1 file
to 999X XX .2 file, the previously named 999X X X.2 file to 999X XX.3
fileand the previously named 999X X X .3 fileis del eted from the system.
The new X12 fileis named 999X X X.1.

DATE LOADED Date that the X12 filewas last loaded. This dateis assigned to an invoice
file by the invoice loader (I NLOAD) when the Invoice Loader is
executed to update the database. Normally, you would load a particular
invoice file only once. Consequently, you should identify X12 files that
do not have a date loaded. In some cases, you may have more than one
invoice file from a particular vendor that needs to be loaded. Make sure
that each of these invoicefilesisloaded using | NLOAD.

CAUTION: The system retains only the last three invoice files sent by a
vendor. Make sure that you load these invoice files in atimely manner
(before the file is removed from the system).

Step 2: Execute the Invoice Load in Test Mode

Accessthe Serial Invoice Loader (I NLOAD) and ensure that thefields are
answered correctly (the DETAILED REPORT field should be answered Y).
See Invoice Loader Profile (1 NLOAD) on page 9-14.

Make sure that you update the File to load from field with the X12 file
name identified in Step 1.

Select the Sart load option, and answer N when the system prompts:
Okay to update database?

If the X12 invoice file has already been loaded, the message:

Fil e has al ready been | oaded

will display after the Okay to update database? prompt is answered.

Select Print report and examine the report to ensure that the contents of
the tape are as expected.

9-12 Acquisitions Management Guide (September 2000)



Processing Steps

Step 3: Execute the Invoice Load in Live Mode

Access the Serial Invoice Loader (I NLQAD), ensure that the fields are
answered correctly, select the Start load option, and answer Y when the
system prompts:

Okay to update database?

If the X12 invoice file has already been loaded, the message:

File has already been | oaded

will display after the Okay to update database? prompt is answered.

Select Print report and examine the report.

Step 4: Delete the X12 Invoice file

Once you determine that the file has | oaded successfully into ADVANCE,
you may delete the X12 file. Deleting X 12 files helps to conserve disk
space on your system. If X12 files are not deleted, the system will retain
the last three files (for each transaction type) sent by each vendor.

1. Accessthe X12-IMPORTED FILE DISPLAY screen (X121 MP) to identify
the name of the invoice files that have been successfully loaded into
the Acquisitions system.

2. Accessthe Serial Invoice Loader (I NLOAD) and update the File to
load from field with the name of the X12 file you wish to delete.
After you choose the Delete File option and verify that you really
want to delete the X12 file, the system will delete thefile.
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Invoice Loader Profile (| NLOAD)

Use the INVOICE LOADER PROFILE screen of the Serial Invoice Loader to:
» et up the invoice loader profile for a vendor, or

» dtart the loading of vendor-supplied information from adisk fileinto
the Acquisitions invoice files.

Access  To access this screen, select it from the ACQUISITIONS UTILITIESMENU,
or enter the screen identifier | NLOAD on any Acquisitions menu.
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Initial Screen

I N\VO CE LOADER PRCFI LE MASTER

Enter a VENDOR CODE: __ =

Enter avalid vendor code next to the prompt, then <ENTER>. To see the
VEN - VENDOR SEARCH & RETRIEVAL browse list of valid vendor codes,

enter ?? and <ENTER>.

Alternatively, to return to your original menu, <ENTER> with the
prompt’s answer field left empty.
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Detail Screen

Once you have selected a vendor (such as EBSCO), the system displays
the detail screen.

Opti ons:

Line by line

/ I N\VO CE LOADER PRCFI LE MASTER
VENDOR CODE . EBSCO - EBSCO SUBSCRI PTI ON SERVI CES
GENERAL DEFAULTS

1. USING X12 FORNVAT N 12. PRORATE METHODS
2. FILE TO LOAD FROM © X12. I NVC DI SCOUNT 2
3. BI SAC MAPPI NG N TAX 2
4. LI BRARY MA REGULAR CHG 3
5. I NVO CE CURRENCY us OTHER CHG 2
6. PAYMENT CURRENCY us 13. | NCONSI STENT VENDORS Y
7. PAYMENT METHOD : CHQ 14. LOAD ZERCED LINE ITEMS : Y
8. PRODUCTI ON DATE © 02/ 27/93 15. LOAD DETAIL NOTES Y
9. INVA CE LI NE TYPES 16. UPDATE ORDER PRI CE Y
REGULAR CINV 17. DETAI LED REPORT Y
CREDI T . CRE 18. AUTOVATI C PRI NT Y
SUPPLEMENTAL : SUP 19. SYSTEM PRI NTER # : 0

DEPCSI T STMIr : DEP
10. PG LN NUMBER SUPPLI ED: Y
11. REPORT CODE . COw

? help Exit

# line Start |oad Print report File Delete file

-
Options
Start load  Starts the loading of invoices. (See Processing Seps on page 9-5.)
Print report  Sends the I nvoice L oader Report to the print queue for printing. (See

Delete file

Fields

9-16

Serial Invoice Loader Report on page 9-22.)

Used to delete an X 12 invoice file once it has been |oaded into the
Acquisitions database.

For explanations of the codes, see Setup Tables on page 4-1; for explana
tions of the INV - INVOICE HEADER SCREEN and INV - INVOICE DETAIL
screen fields, see Invoicing in the Acquisitions User’s Guide.
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1. USING X12
FORMAT

2. FILE TO LOAD
FROM

3. BISAC MAPPING

4. LIBRARY

5. INVOICE
CURRENCY

6. PAYMENT
CURRENCY

[YorN]|

Theinvoice was received electronically through the X12 EDI interface
and is formatted according to the X 12 standards.

The invoice was received on tape or through the Internet but was not
formatted according to the X12 standards.

[1-9 characters]

Enter the name of the file that contains the incoming invoice. If field 1
was answered N, thisfield defaultsto X12. I NVC. Otherwise, it should
contain the name of thefile (in the X12.TRANSIN directory) that contains
the invoice to be loaded.

[YorN]|

The answer to this field has an affect only if you are processing X12
formatted invoices.

X12 invoiceisformatted based on BISAC (Book Industry System Advi-
sory Committee) mapping of the X12 transaction set.

X12 invoice isformatted based on SISAC (Serials Industry System Advi-
sory Committee) mapping of the X12 transaction set.

[Library Code, 1-6 characters, Mandatory]

Default value for the LIBRARY field on the INV - INVOICE HEADER SCREEN
for al invoices loaded.

To see the LIBRARY CODES table, enter ?? and <ENTER>.

[Currency Code, 1-8 characters; Mandatory]

Default value for the INVOICE CURR field on the INV - INVOICE HEADER
ScrEEN for all invoices loaded.

To see the CURRENCY CODES table, enter ?? and <ENTER>.

[Currency Code, 1-8 characters; Mandatory]

Default value for the PAYMENT CURRfield on the INV - INVOICE HEADER
SCREEN for all invoices loaded.
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7. PAYMENT METHOD

8. PRODUCTION
DATE

9. INVOICE LINE
TYPES: REGULAR,
CREDIT, SUPPL.,
DEPOSIT STMT.

10. PG/LN NUMBER
SUPPLIED

9-18

To see the CURRENCY CODES table, enter ?? and <ENTER>.

[Payment Method Code, 1-6 characters; Mandatory]

Default value for the PAY METHOD field on the INV - INVOICE HEADER
SCREEN for all invoices loaded.

To see the PAYMENT METHOD CODES table, enter ?? and <ENTER>.

[date (in system format)]

Default value for the PRODN field on the INV - INVOICE HEADER SCREEN
for al invoices loaded.

If you leave thisfield blank, the system assigns the loader processing
date — this tells the system to generate a voucher the same date that the
invoices are loaded and authorized for payment.

[four Invoice Type Codes, 1-3 characters each; Mandatory]

Default values for regular invoices, credit invoices, supplemental or
adjustments (partial payment invoices) and deposit statement invoices,
for the LINE TYPE field on the INV - INVOICE DETAIL screen for the
invoice detail line items loaded.

To see the INVOICE TY PE CODES table, enter ?? and <ENTER>.

[YorN]|

Specify whether or not the vendor supplies page and line numbers (or at
least sequential numbers) for the invoice detail line items (PAGE/LINE
field). EBSCO and Faxon Canada supply sequential numbers; The Faxon
Company does not.

The vendor-supplied numbers will be used. This facilitates future
communications with the vendor (e.g. about invoice discrepancies).

If the vendor supplies sequential numbers, the system loads the two
right-most digits as the line number, and remaining digits as the page
number. Examples:

001 isloaded as page 00, line 01

025 isloaded as page 00, line 25

099 isloaded as page 00, line 99

100 isloaded as page 01, line 00
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Nor empty

11. REPORT CODE

12. PRORATE
METHODS:
DISCOUNT, TAX, ...

1
2
3
4
13. INCONSISTENT
VENDORS
Y
N or empty

101 isloaded as page 01, line01
225 isloaded as page 02, line 25

The loader will assign consecutive page and line numbers to the line
itemsin the sequence in which they are loaded.

[Report Code, 1-4 characters]

Default value for the REPORT CD field on the INV - INVOICE DETAIL
screen for all invoice detail line items loaded.

To see the REPORT CODES table, enter ?? and <ENTER>.

[1- 4; Mandatory]

Default values for the PRORATE METHOD fields on the INV - INVOICE
HEADER SCREEN for all invoices|oaded. (For more information, see the
Acquisitions User’s Guide.)

Prorate on line item net amount; pay from accumulation funds. (Do not
assign this value in the DISCOUNT field.)

Prorate on line item net amount or percentage; pay from regular funds.
(Assign this value in the REGULAR CHG field for The Faxon Company
loading.)

Use header total and line item net amounts supplied by vendor; pay from
genera funds. (Assign this value in the REGULAR CHG field for EBSCO
loading. For Faxon Canada |oading, assign this value to the OTHER CHG
field because it contains GST amounts.)

Prorate on number of copies; pay from general funds.

[YorN]|

The loader allows the invoice vendor to be different from the vendor
specified on the order.

The loader will not load an invoice detail line item from avendor that is
different from the vendor specified on the order.
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14. LOAD ZEROED
LINE ITEMS

Y

Nor empty

15. LOAD DETAIL
NOTES

N or empty

16. UPDATE ORDER
PRICE

N or empty

17. DETAILED
REPORT
Y

N or blank

18. AUTOMATIC
PRINT

9-20

[YorN]|

Some vendors send invoice detail lineitems for all handled subscrip-
tions on the supplemental invoice regardless of whether or not thereisan
invoice price change for the particular order.

All invoice detail lineitemswill be loaded regardless of their values.

Zero-valued invoice detail line items will not be loaded.

[YorN]|

The vendor’sinvoice detail lineitem SUBSCRIPTION LENGTH, NUMBER
OF ISSUES and SICI data will be loaded into the NOTE field on the INV -
INVOICE DETAIL Screen.

The NOTE field on the INV - INVOICE DETAIL screen will be left blank.

[YorN]|

If the price is not zero and the invoice is not a supplemental (adjust-
ments) type invoice, the detail lineitem UNIT PRICE datawill overwrite
the existing value in the UNIT COST field on the ORD - ORDERING DATA
screen.

The UNIT COST field on the ORD - ORDERING DATA screen will not be
updated.

[YorN]|

The Invoice Loader Report will include all invoice detail line items.

The report will only include invoice detail lineitems that have errors.

[YorN|

Determines whether or not the Invoice Loader Report will be automati-
cally sent to a print queue for printing. Regardless of your answer, the
report will also be saved to afile for later printing (viathe Print report
option).

The report will be sent to a print queue for printing.
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Nor blank  The report will not be sent to a print queue for printing.

19. SYSTEM [0-1 digit]

PRINTER# . . . o -
The report will be sent to the print queue you identify in thisfield.
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Serial Invoice Loader Report

Initial Information

» Vendor code (8 characters).

e Vendor name (40 characters).

Information for Each Record

INVOICE NUMBER

PG/LN

TYPE

TITLE

PO NUMBER / ITEM

COPY
PRICE
MESSAGE
Error
Messages
9-22

I nvoi ce document number assigned by the vendor (17 characters).

Detail item page and line number assigned by the vendor (4 digits, 99/
99).

Detail item invoice type (3 characters).
Detail item title (25 characters).

Detail item’s purchase order number and line item number assigned by
Acquisitions (15 digits, 99999999999/9999).

Detail item number of copiesinvoiced (4 digits).
Detail item invoice price (9 digits, 9,999,999.99).

One or more of the following error or warning messages may be printed.

O der library msmatch
The Library Code in the invoice detail line item’s order does not
match the vendor’s, and thus the line item was not loaded. This may
be just awarning if the library allows a mismatch of Library Codes.

No match found for PO nunber
The purchase order number in the invoice detail line item cannot be
found in the Acquisitions order file, and thus the line item was not
loaded. This may be just awarning if the library allows mismatch.

Vendor inconsi stency
The vendor in the invoice detail lineitem’s order does not match the
vendor whose invoices are being loaded, and thus the line item was
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not loaded. (Thisis an error message because the INCONSISTENT
VENDORS field on the INVOICE LOADER PROFILE screen is answered
N.)

No PO nunber found on record
Theinvoice detail line item has no purchase order number and thus
the line item was not loaded. The PO number/item column displays
the ISSN followed by / | SSN.

O der Marked for Deletion
The order has been archived and is marked to be purged from the
Acquisitions database. The lineitem was not |oaded.

Warning | nvoi ce nunber exists
Messages Theinvoicealready existsin Acquisitions. Check that theinvoicefile
was not previously loaded.

Tot al taxes i nbal ance
The PRORATE METHODS: TAX field on the INVOICE LOADER PROFILE
screenisanswered 3 but the sum of the tax amountsin the invoice
detail line items does not equal the total tax amount in the invoice
header record.

Total other charge inbal ance
The PRORATE METHODS: OTHER CHG field on the INVOICE LOADER
PROFILE screen isanswered 3 but the sum of the other charge
amountsin theinvoice detail lineitems does not equal the total other
charge amount in the invoice header record.

Total regul ar charge inbal ance
The PRORATE METHODS: REGULAR CHG field on the INvOICE
LOADER PROFILE screen is answered 3 but the sum of the regular
charge amountsin the invoice detail line items does not equal the
total regular charge amount in the invoice header record.

Total line item count inbal ance
The number of detail line items in the invoice does not match the
number reported as appearing by the vendor. Check with the vendor
to verify that the tape contents are not corrupt.

Total gross ampunt i nbal ance
The total gross amount reported by the vendor in the invoice header
does not equal the sum of the gross amounts (invoice price times
number of copies) in the detail line items. Check with the vendor to
verify that the tape contents are not corrupt.
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Totals

9-24

Vendor inconsi stency
The vendor in the invoice detail lineitem’s order does not match the
vendor whose invoices are being loaded. (Thisisonly awarning
message because the INCONS STENT VENDORS field on the INvVOICE
LOADER PROFILE screen is answered Y.)

Skip zero valued line item
Aninvoicedetail lineitem has azero value, and thus was not |oaded.
(The line item was not |oaded because the LOAD ZEROED LINE
ITEMSfield on the INVOICE LOADER PROFILE screen isanswered N.)

Zero valued line item
Aninvoice detail lineitem has a zero value. (The item was | caded
anyway because the LOAD ZEROED LINE ITEMSfield on the INvOICE
LOADER PROFILE screen is answered Y.)

Unabl e to update price
The pricein the invoice detail line item was not used to update the
estimated unit cost in the order because of insufficient money in the
funds to handle the commitment, or because the vendor statistics
could not be updated (because the record was in use at the time).

I ncorrect DUNSH# - XXX
The vendor’s DUNSnhumber on the invoice does not match the DUNS
number on the vendor’s EDI IDENTIFICATION SCREEN in Acquisi-
tions. Thisisonly checked for X12 invoices.

I ncorrect FEDERAL I D - XXX
The vendor’s Federal Identification Number on the invoice does not
match the FEDERAL 1D on the vendor’s EDI IDENTIFICATION
SCREEN in Acquisitions. Only checked for X12 invoices.

TOTAL GROSSAMOUNT
TOTAL INVOICE LINES
TOTAL TAX AMOUNT
TOTAL OCHG AMOUNT
TOTAL RCHG AMOUNT
TOTAL SCHG AMOUNT
TOTAL SPECIAL CHARGE
OVERALL DISC. AMOUNT
OVERALL DISCOUNT %
SUM GROSSAMOUNT
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LINESFOUND

SUM TAX AMOUNT
SUM OCHG AMOUNT
SUM RCHG AMOUNT

The vendor’s invoice headers provide the TOTAL amounts.

The loader calculates the SUM amounts by adding the invoice detail line
item amounts together. The SUM amount is zero if the vendor does not
supply amounts at the lineitem level.
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Subscription Dates

The vendor-supplied subscription start and end dates will be loaded into
the FROM and TO fields on the INV - INVOICE DETAIL Screen.
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Statistics
Summary statistics are printed on the last page of the report.

Number of records processed:
Number of physical records read from the tape file (X12. | NVC or
other tape file as specified on the INVOICE LOADER PROFILE
screen).

Number of invoice |ines found:
The number of invoice line items found on the tape file. If none of
the invoices were duplicate invoices, the number should equal the
Number of records processed minus the number of invoices on the

tape.

Number of invoice |ines processed:
Number of invoice detail line items that had no errors and therefore
have or will be loaded.
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This appendix provides some general instructions on how to use
ADVANCE:

» the parts of ascreen

e selecting menu items

» selecting screen options

e editingindatafields

» editingin datafield windows.
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The Parts of a Screen

Menu Screens

The ADVANCE screens follow acommon design, asillustrated in the
following sample menu — the ADVANCE MASTER MENU.

Each menu screen typically has:

» thesoftware name (Geac ADVANCE Library System) and
release number (RRRR, e.g. 5. 00), and your library system name
(Your Library Nane), a thetop centre of the screen

* thedate (DD MW YYYY) and time (HH: MM), in the top left corner of
the screen

» theterminal’s Port Code (PPPPPP)and default I nstitution Code
(rrrrnn), inthetop right corner of the screen

* ascreen title (e.g. MASTER MENU), four lines down in the centre of
the screen

« aninformation display or work area, in the middle of the screen

* anoptionsareafor entering amenu option, at the very bottom of the

screen.
DD MW YYYY Geac ADVANCE Library System ( RRRR) PPPPPP 11111
HH: MM Your Library Name
MASTER MENU
1. CAT Cat al ogui ng 4. ACQ Acquisitions
2. CORC drculation 5. SER Serials Control
3. OPAC Online Catal ogue 6. UTIL UWilities

Enter the nunber of your selection and press <ENTER>

7. ON Change User

8. OFF Log O f

or ? followed by <ENTER> for Help :

/
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Non-Menu Screens

Most non-menu screens lack the information shown in the top threelines
of menu screens, and list the options across the bottom of the screen. A
sample ordering screen from Acquisitions is shown below.

The operator’s User 1D (WUUUUU) is shown in the top right corner of

many screens.

ORD - ORDERI NG DATA UuUuUuJ
PO#/ LI NE#: 9200000314/ 0001 VENDCR : PENGUI N ORDER DATE: 02/08/93
REQUEST #: 920123 ORDER TYPE: REGULAR REQST DATE: 02/08/93
LI BRARY uL CONDI TI ON :  OPEN EST DELVRY: 02/22/93
| SBN/ | SSN: 0898598125 LC CARD # : 85029331  RECEI VED
AUTHOR Buss, Arnold H., 1924-
TITLE SOCI AL BEHAVI OR AND PERSONALI TY.
STATUS Rush Order
1. VENDOR : PENGUI N 6. SELECTOR : ACQ 10. UNIT COST: 46. 50
2. PAY TYPE : PAY 7. TOTAL CPY: 6 11. DI SCOUNT% 15. 000
3. TRANSFER : Y 8. PRORITY : RUSH 12. TAX % . 8.000
4. CLM CCDE : DFLT 9. CURRENCY : CDN 13. ADDED CHG 0.00
5. REQUESTOR: C. Smith 14. CONDI TI ON: OPEN
15. VENDOR Pl ease supply ASAP
NOTE
Opti ons: Description of selected option
File # line Line by line Bi bl i ographic Al l ocation Not es St at us
Condi ti ons Serial Publication Vendor inquiry Prior screen ? Help
Exit
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Selecting Menu Items

Menu Item Number

Screen Ildentifiers

The ADVANCE modules are menu-driven. Menu screenswhich list avail-
able sub-menus or functions are offered at the highest levels of the
module. There are two ways to select a menu item.

To select amenu item, you may enter the item’s reference number on the
menu and <ENTER>. For example, to select the Serials Module on the
ADVANCE MAIN MENU, enter the number 5 and <ENTER>; similarly, to
select the Vendor Maintenance Menu on the SERIALS CONTROL MAIN
MENU, enter the number 4 and <ENTER>.

Each menu item also has a short al phabetic name, called a screen identi-
fier. For example, the Publications Pattern Function, an item listed on the
SERIALSCONTROL MAIN MENU, hasthe identifier PUBM You can enter the
identifier instead of the menu item number on this menu.

Furthermore, you do not have to be on the menu that lists the function

when you enter the screen identifier — you can enter the screen identi-
fiers on any menu in the module to go directly to the screen you want,
skipping any intermediate menus.
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Selecting Screen Options

Many non-menu screens have alist of options at the bottom. The way
these options are presented depends on whether or not the “ option bar”
feature isturned on for your particular ADVANCE module (e.g. Serials)
or your terminal’s port. (This feature is controlled by the system admin-
istrator at a setup table — see the Utilities Management Guide.)

All sample screens in this guide show option lines with this feature
turned on.

Option Bar

If the “option bar” feature isturned on, the option line will look some-
thing like the following, with one of the options highlighted and a brief
description of it shown on thefirst line.

Options: Get nore information
Check in Hol di ngs d ai ms Order detail Forwar d Backwar d
Prior screen ? help Exit

To select an option:

1. move the highlighted bar in any of three ways:
e pressan arrow key
e pressthe space bar

» typethefirst (capitalized) letter of the option. If more than one
option beginswith the same | etter, typethe |etter asecond timeto
proceed to the second option.

2. and then <ENTER> to execute it.

Option Code

If the “option bar” feature is turned off, the option line will look some-
thing like the following, with a code (or “command”) shown to the left
of each option.

Options: <ENTER> = scrol |l options

C = Check in H = Hol di ngs CL= C ains O = Oder detail
F = Forward B = Backward P = Prior screen ? =2 help

To select and execute an option, enter the option’s code and <ENTER>.
For example, enter CL and <eNTER> for Claims.
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Scrolling  If the system does not have enough room to list all options at once, you
can <ENTER> to scroll forward in the list. For example, the previous
sample display will change to:

Opti ons: <ENTER> = scroll| options
F = Forward B = Backward P = Prior screen ? =2 help
E = Exit
and then to:
Opti ons: <ENTER> = scroll options
E = Exit
C = Check in H = Hol di ngs CL= d ai nms O = Order detail

and then finally back to the original display.
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Editing in Data Fields

Many screens have fields into which you can place the cursor to add or
change data. These fields are usually the numbered fields.

Single-field Access

To access a particular field, select the # line option and type the field's
reference number. Afterward, you can leave the field and return to the
option line by <ENTER>.

Line-by-Line, Multi-field Access

To access all the screen’sfields, one after another, instead select the Line
by line option; this places the cursor in the screen’sfirst field. <ENTER>
takes you to the next field rather than down to the option line.

When you add a new record, the system displays a screen with most or
all of the fields left blank and automatically puts you into line-by-line
entry mode.

Commands

The commands you can use to edit text or display help within afield are
described in the following table.

Use the Back Space key and type over existing text, or use the <esc>
commands, when necessary. Be careful about using arrow keysfor this
purpose because they work differently on different types of terminals.

NOTE: Thelibrary might have different commands defined for some
functions, such as <ESC>0O0 rather than <ESC>O for the insert/over-
type mode toggle. If necessary, ask your system manager or Geac
Customer Support, who can check the ADV.DEFINE.CURSOR file.
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Enter

Description

<ENTER>

To leavethe current field asisand proceed, just <ENTER>. In
line-by-line mode, the system places the cursor at the next
field; otherwise, it places the cursor down at the option line.

(blank)

Toleavethecurrent field asisand send the cursor down tothe
option line, even in line-by-line mode, enter ablank at the
beginning of the field and <ENTER>.

To leave the current field asis and go back onefield, typea
period at the beginning of the field and <ENTER>. In line-by-
line mode, the system places the cursor back at the preceding
field; otherwise, it places the cursor down at the option line.

To clear the current field and proceed, type a number sign at
the beginning of thefield and <ENTER>. In line-by-line mode,
the system places the cursor at the next field; otherwise, it
places the cursor down at the option line.

For library-defined help on the field, type a single question
mark at the beginning of the field and <ENTER>.

At fields which take a setup code as the value, you can have
the system display thelist of valid codes. Type two question
marks at the beginning of the field and <ENTER>.

For example, typing ?? in the CHRONOLOGY CODE field of
the PUBM - PUBLICATION PATTERN screen causes the system
to superimpose the CHRONOLOGY CODE - (CHRN) table. If
you wish, you can assign one of the listed Chronology Codes
to thefield by entering the code’ s reference number at this
table before returning to the original screen.

<ESC>A

ErAse character under the cursor (the cursor movesto the | eft).

<ESC>B

Tab Backwards within the field.

<ESC>D

Delete character under the cursor (the cursor does not move).

<ESC>H

Go to the beginning of the field (Home).

<ESC>|

Insert (paste) text from your preceding deletion/capture in the
field.

<ESC>L

Go to the end of thefield.

<ESC>0

Toggle between insert and Overtype modes.
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Enter Description

<ESC>P For some fields, the system can only show the first line of
information stored in the field. (If there is more text than can
be shown, the system displays aplus sign, +, at the end of the
line.) If the system does not automatically display and allow
you to edit this text when you access the field, use this
command to open an edit window.

See the next section for alist of window editing commands.

<ESC>Q Delete (and capture) text to the beginning of the field.

<ESC>R Restore the field (undo changes).

<ESC>Z Delete (and capture) text to the end of the field.

<ESC> Commands

1. Pressthe keys one after another rather than together. To use
“<esc>E”, for example, press the Escape key, release it, and then
pressthe“E” key.

2. Enter charactersin upper or lower case, as you wish. For example,
<esc>hisequivalent to <esc>H.

3. For convenience, somelibraries have set up function keystotake the
place of the commands listed in the table.
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Editing in Windows

A-10

Thefollowing tablelists the commands required for editing text within a
field window. A window is atemporary workspace for afield in which
you may enter or edit several lines or “pages’ of data and use some
specia editing commands. You may also use the arrow, Tab, and Back
Space keys as usual .

NOTE: Thelibrary might have different commands defined for some
functions, such as <ESC>0QO rather than <ESC>O for the insert/over-

type mode toggle..
Enter Description
<ESC>A erAse character under the cursor (the cursor movesto the | eft)
<ESC>B tab Backwards
<ESC>D Delete character under the cursor (the cursor does not move)
<ESC>E Exit from the window (and save changes)
<ESC>F reFormat the contents of the window
<ESC>H go to the beginning of the line (Home)
<ESC>| Insert (paste) text from your preceding del etion/capture
<ESC>L go to the end of the Line
<ESC>M go to the bottoM of the window
<ESC>0 | toggle between insert and Overtype modes
<ESC>P go to the next Page; oPen awindow
<ESC>Q | delete (and capture) text to the beginning of the line
<ESC>R Restore the line (undo changes)
<ESC>S Split the line into two lines
<ESC>T go to the Top of the window
<ESC>U go Up to the previous page
<ESC>Z delete (and capture) text to the end of the line
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<ESC> Commands

1. Pressthe keys one after another rather than together. To use
“<esc>E”, for example, press the Escape key, release it, and then
pressthe“E” key.

2. Enter charactersin upper or lower case, asyou wish. For example,
<esc>hisequivalent to <esc>H.

» For convenience, some libraries set up function keysto take the
place of the commands listed in the table.
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User Permissions

Introduction

In the Utilities Function, library administration staff can define user-
specific permissions for many of the Acquisitions functions and tasks
(see the Utilities Management Guide). This appendix lists and briefly
describes these permissions.

Levels of Permission
There are three levels of permission: Y, N, and P.

Y  The user has permission for the specified function or task, perhaps qual-
ified by specia restrictions. In addition, other permissions may be
required — for example, you cannot authorize a request for ordering
(permission 004) unless you can add or update an order/request (permis-
sions 002 and 003).

N  The user does not have permission for the specified function or task.

P Theuser must enter alibrary-specified password to have permission.
With the correct password, thisis equivalent to Y; without the correct
password, thisis equivalent to N.

The P level is useful at libraries in which people share terminals and a
single user ID is defined for an area of work (such as ordering). The
high-security tasks (such as authorizing an order) can be password
controlled. The people who know the password can enter the password
when they need to perform the task, then afterward leave the terminal as
is— they do not need to log off, log in asahigher-level user, perform the
task, and afterward log back off and then on again as a lower-level
general user.
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Special Restrictions

Library Code

Qualifier Code

Fund number

pattern

Additional
Details

Keyword Table

B-2

Qualifiers or restrictions are not used with some types of permissions.
Any permission designated as atype 2 on the General Permissions Setup
table will not have a qualifier. Types of General Permissions are Geac
assigned and cannot be changed by the library. (See the Utilities
Management Guide.)

The user can be permitted to access any record (e.g. order/request,
invoice, fund, vendor, etc.), or only those that have a particular Library
Code assigned.

The user can be permitted to retrieve any catal ogue record, or only those
that have a particular OPAC Qualifier Code assigned. (See permission
008.)

The user can be permitted to access any fund, or only those that have a
fund number matching any of alibrary-specified set of patterns. (See
permission 006.)

The user can be permitted to access any fund, or only those that have a
fund number matching alibrary-specified set of patterns. Use the Addi-
tional details option on the UPDATE MODULE ACCESS RECORD
(EACC) screen to the specify the funds that will be accessible. If no
funds are specified, then all funds are accessible unless they are specifi-
cally restricted by other permissions.To reach this screen select Enter
Access Codes from the SYSTEMSUTILITY MENU. See the Utilities
Management Guide.

The library can specify by screen identifier which menus are avail-
able.Use the Keyword table option on the UPDATE MODULE ACCESS
RECORD (EACC) screen to specify which menus are available. If no
screen identifiers are specified, then the user can access al menus. To
reach this screen select Enter Access Codes (EACC) from the SYSTEMS
UTILITY MENU. See the Utilities Management Guide.

Acquisitions Management Guide (September 2000)



Permission List by Permission ID Number

Permission ID Numbers are assigned by the system. To display Permis-
sion D Numbers grouped by module use MODULE PERMISSIONS
(MPERM) on the SECURITY MENU.

001 - Accessto Request/Order Display (ORDD)
002 - Access to Request/Order Entry (ORDA)
003 - Access to Request/Order Update (ORDU)
004 - Authorize Requests for Ordering

005 - Cut Orders (Generate Order Immediately)
006 - Assign/Update Funds On Requests/orders
007 - Assign/Update Vendor On Requests/orders
008 - Pre-search of OPAC

009 - Pre-search of CAT Workfile

010 - Pre-search of Approval Workfile

011 - Pre-search of Acquisitions

012 - Receiving/Returning (All I1tems)

013 - Claiming

014 - Vendor and Order Reports

015 - Addition of Child Records

016 - Accessto Invoice Display (I NVD)

017 - Invoice Entry

018 - Accessto Invoice Update (I NVU)

019 - Invoice Claiming

020 - Invoice Validation

021 - Invoice Authorization

022 - Accessto Voucher Display (VCHD)

023 - Voucher Entry

024 - Accessto Voucher Update (VCHU)

025 - Accessto Fund Display (FUND)

026 - Fund Entry

027 - Access to Fund Update (FUNU)

028 - Accessto Journal Display (JRND)

029 - Journal Entry

030 - Access to Journal Update (JRNU)

031 - Accessto Vendor Display (VEND)

032 - Vendor Entry

033 - Accessto Vendor Update (VENU)

034 - PO Format Setup

035 - BISAC Confirmation Setup

036 - Fund Structure Setup

037 - Fund Period Setup
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038 - Year End Code Setup

039 - Own User Defaults Setup

040 - ALL User Defaults Setup

041 - Approval Loading

042 - BISAC Processing

043 - Invoice Loading

044 - Subscription Review

045 - Subscription Batch Renewal

046 - Acquisitions Calendar Processing

047 - Year End Processing

048 - Update of ‘on order’ items

049 - Receiving/Returning Gifts

050 - Accessto Receiving Update (RECU)
051 - Accessto Receiving Display (RECD)
052 - Invoice at Time of Receipt

053 - Fund Mapping

054 - Update Fiscal Profile Control Records
060 - Creation of New Vendor from Ordering
061 - Link Copy Setsin Catalogue to New Order
062 - Audit Archive/Purge Processing

063 - Time Period Archive Processing

064 - Accessto Archived Request/Order Display
065 - Accessto Archived Invoice Display
066 - Accessto Archived Voucher Display
067 - Allow Edit Holdings function from AcQ
071 - Allow user to see vendor financial data
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Permission Descriptions by Permission ID Number

001 - Access to Request/Order Display (ORDD)
Y/ N/ P CanaccessOrder/Request Display (ORDD) to display order/requests.

Restriction  Can display only the orders/requests that have a permitted Library Code.

002 - Access to Request/Order Entry (ORDA)

Y/ N/ P CanaccessOrder/Request Add (ORDA) to add order/requests. (See also
the pre-searching permissions, 008 to 011.)

Restriction  Add only order/requests that have a permitted Library Code.

003 - Access to Request/Order Update (ORDU)

Y/ N/ P Canaccess Order/Request Update (ORDU) to update order/requests.

(To update orders, as opposed to just requests, permission 048 is also
required.)

Restriction  Can update only the order/requests that have a permitted Library Code.
(Permission 001 determines which order/requests can at least be

displayed.)
004 - Authorize Requests for Ordering

Y/N/P  Can assign AUTH Condition Code to requests in Order/Request Add
(ORDA) or Order/Request Update (ORDU), to authorize a request for
purchase order generation.

Prerequisite  Order/Request Add or Update permissions, 002 or 003.

Restriction  Can authorize only the requests that have a permitted Library Code.

005 - Cut Orders (Generate Order Immediately)

Y/ N/ P Canassign CUT Condition Code to requestsin Order/Request Add
(ORDA) or Order/Request Update (ORDU), to immediately generate
(“cut”) a purchase order for arequest.

Prerequisite  Order/Request Add or Update permissions, 002 or 003.
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Restriction

Can cut only the requests that have a permitted Library Code.

006 - Assign/Update Funds On Requests/orders

Y/ N/ P

Prerequisite

Restriction

Can allocate funds to orders/requests in Order/Request Add (ORDA) or
Order/Request Update (ORDU).

Order/Request Add or Update permissions, 002 or 003.

Can allocate only the funds that have a permitted fund number pattern.

007 - Assign/Update Vendor On Requests/orders

Y/ N/ P

Prerequisite

Restriction

008 - Pre-search of OPAC

Y/ N/ P

Prerequisite

Restriction

Can assign a vendor to orders/requests in Order/Request Add (ORDA) or
Order/Request Update (ORDU).

Can also assign the VNDCHG Condition Code to orders.
Order/Request Add or Update permissions, 002 or 003.

None. (Not restricted by Library Code.)

Note, however, that the library might have the system defined so that the
vendor assigned to an order/request must have the same Library Code as
the order/request.

Can use the OPC command on the ORD - ORDER BIBLIOGRAPHIC SEARCH
screen to search the main catal ogue (OPAC) for existing bibliographic
items to retrieve for new order/requests.

Order/Request Add permission 002.

Can retrieve only the items that have a permitted OPAC Qualifier Code.

009 - Pre-search of CAT Workfile

Y/ N/ P

Prerequisite

B-6

Can use the WRK command on the ORD - ORDER BIBLIOGRAPHIC SEARCH
screen to search the cataloguing workfiles for existing bibliographic
items to retrieve for new order/requests.

Order/request add permission 002.
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Restriction

None. (Not restricted by Library Code or Qualifier Code.)

010 - Pre-search of Approval Workfile

Y/ N/ P

Prerequisite

Restriction

Can use the APP command on the ORD - ORDER BIBLIOGRAPHIC SEARCH
screen to search the approval workfile for existing bibliographic itemsto
retrieve for new order/requests.

Order/Request Add permission 002.

None. (Not restricted by Library Code or Qualifier Code.)

011 - Pre-search of Acquisitions

Y/ N/ P

Prerequisite

Restriction

Can use the ORD command on the ORD - ORDER BIBLIOGRAPHIC SEARCH
screen to search the Acquisitions order/request file for existing items to
retrieve for new order/requests.

Order/Request Add permission 002.

Can retrieve only the items that have a permitted Library Code. (No
restriction on search and display of items.)

012 - Receiving/Returning (All Items)

Y/ N/ P

Prerequisite

Restriction

013 - Claiming

Y/ N/ P

Can use the Receive and Return optionsin Receiving Entry/Update
(RECU) to receive or return copies of an order/request.

To receive and return requests only (e.g. gifts), permission 049 is suffi-
cient.

Receiving Entry/Update permission 050.

Can use options only on orders/requests that have a permitted Library
Code.

Can add, update, and reprint order claimsin Receiving Entry/Update
(RECV):

» can usethe Claim option
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« will be prompted for claiming at the time of receipt (prerequisite:
receiving permission 012 or 049)

e can update and File a claim on the CLAIM TRANSACTION DISPLAY.
Prerequisite  Receiving Entry/Update permission 050.

Restriction  Can claim only on orders/requests that have a permitted Library Code.

014 - Vendor and Order Reports

Y/ N/ P Canadd and update Report Codesin Receiving Entry/Update (RECU):
» can use the Reports option

» canupdate and File areport transaction on the REPORT TRANSACTION
DISPLAY.

NOTE: This permission does not control the assignment of a Report
Code on the RECEIVING ITEMS screen

Prerequisite  Receiving Entry/Update permission 050.

Restriction  Can add and update Report Codes only on orders/requests that have a
permitted Library Code.

015 - Addition of Child Records

Y/ N/ P Canusethe Mono series add and Title split/change add optionsin
Receiving Entry/Update (RECU) to add child items to an order/request.

Prerequisite  Receiving Entry/Update permission 050.

Restriction  Can use options only on orders/requests that have a permitted Library
Code.

016 - Access to Invoice Display (I NVD)
Y/ N/ P CanaccesslnvoiceDisplay (I NvD) to display invoices.

Restriction  Can display only the invoices that have a permitted Library Code.
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017 - Invoice Entry

Y/ N/ P Canusethe NEwWcommand on the INV - INVOICE SEARCH & RETRIEVAL
screen to add an invoice.

Prerequisite  Invoice update permission 018.

Restriction ~ Can add only invoices that have a permitted Library Code.

018 - Access to Invoice Update (I NVU)
Y/ N/ P CanaccessInvoice Entry/Update (I NVU) to update invoices.

Restriction  Can update only the invoices that have a permitted Library Code.
(Permission 016 determines which invoices can at least be displayed.)

019 - Invoice Claiming

Y/ N/ P Canusethe Claimsoption in Invoice Entry/Update (I NvU), to add,
update, and reprint invoice claims.

Prerequisite  Invoice add or Entry/Update permissions 017, 018.

Restriction  Can use option only on invoices that have a permitted Library Code.

020 - Invoice Validation

Y/ N/ P Canusethe Validate option in Invoice Entry/Update (1 NVU) to validate
(verify) invoices.

Prerequisite  Invoice Entry/Update permission 018.

Restriction  Can use option only on invoices that have a permitted Library Code.

021 - Invoice Authorization

Y / N/ P Canusethe Authorize option in Invoice Entry/Update (I NVU) to
authorize invoices for payment.

Prerequisite  Invoice Entry/Update permission 018.

Restriction  Can use option only on invoices that have a permitted Library Code.
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022 - Access to Voucher Display (VCHD)

Y/ N/ P

Restriction

023 - Voucher Entry

Y/ N/ P

Prerequisite

Restriction

Can access Voucher Display (VCHD) to display vouchers.

Can display only the vouchers that have a permitted Library Code.

Can use the NEWcommand on the VCH - VOUCHER SEARCH & RETRIEVAL
screen to add a voucher.

Voucher Entry/Update permission 024.

Can add only vouchers that have a permitted Library Code.

024 - Access to Voucher Update (VCHU)

Y/ NI P

Restriction

Can access Voucher Entry/Update (VCHU) to update vouchers.

Can update only the vouchers that have a permitted Library Code.
(Permission 022 determines which vouchers can at least be displayed.)

025 - Access to Fund Display (FUND)

Y/ N/ P

Restriction

026 - Fund Entry

Y/ N/ P

Prerequisite

Restriction

Can access Fund Display (FUND) to display funds.

Can display only the funds that have a permitted Library Code.

Can use the NEwcommand on the FUN - FUND SEARCH & RETRIEVAL
screen to add a fund.

Fund Entry/Update permission 027.

Can add only funds that have a permitted Library Code.

027 - Access to Fund Update (FUNU)

Y/ N/ P

Restriction

B-10

Can access Fund Entry/Update (FUNU) to update funds.

Can update only the funds that have a permitted Library Code. (Permis-
sion 025 determines which funds can at least be displayed.)
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028 - Access to Journal Display (JRND)

Y/ N/ P

Restriction
029 - Journal Entry

Y/ N/ P

Prerequisite

Restriction

Can access Journal Display (JRND) to display journal entries.

Can display only the journal entries that have a permitted Library Code.

Can use the NEWcommand on the FUN - JOURNAL SEARCH & RETRIEVAL
screen to add ajourna entry.

Journal entry Entry/Update permission 030.

Can add only journal entries that have a permitted Library Code.

030 - Access to Journal Update (JRNU)

Y/ N/ P

Restriction

Can access Journal Entry/Update (JRNU) to update journal entries.

Can update only the journal entries that have a permitted Library Code.
(Permission 028 determines which funds can at least be displayed.)

031 - Access to Vendor Display (VEND)

Y/ N/ P

Restriction

032 - Vendor Entry

Y/ N/ P

Prerequisite

Restriction

Can access Vendor Display (VEND) to display vendors.

Can display only the vendors that have a permitted Library Code.

Can use the NEwcommand on the VEN - VENDOR SEARCH & RETRIEVAL
screen to add a vendor.

Vendor Entry/Update permission 033.

Can add only vendors that have a permitted Library Code.

033 - Access to Vendor Update (VENU)

Y/ N/ P

Restriction

Can access Vendor Entry/Update (VENU) to update vendors.

Can update only the vendors that have a permitted Library Code.
(Permission 031 determines which vendors can at least be displayed.)
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034 - PO Format Setup

Y/ N/ P Canaccessthe PO Print Format Code Table (POFMT) to add, update, and
display purchase order print formats.

Restriction  None.

035 - BISAC Confirmation Setup

Y/ N/ P Canaccessthe BISAC Confirmation Print Format Codes Table (COFMT)
to add, update, and display BISAC confirmation report formats.

Restriction  None.

036 - Fund Structure Setup

Y/ N/ P CanaccesstheFund Structure Table (FUNSTR) to update and display the
fund number structure.

Restriction  None.

037 - Fund Period Setup

Y/ N/ P Canaccessthe Fund Period Code Table (FSPER) to add, update, and
display fund period definitions.

Restriction  None.

038 - Year End Code Setup

Y/ N/ P Canaccessthe Year End Processing Code Table (YEND) to add, update,
and display fiscal year end definitions.

Restriction  None.

039 - Own User Defaults Setup

Y/ N/ P Canaccessthe User Defaults Table (CUDEF) to update and display your
own Ordering defaults.

Restriction  None.
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040 - ALL User Defaults Setup

Y/ N/ P

Restriction

041 - Approval Loading

Y/ N/ P

Restriction

042 - BISAC Processing

Y/ N/ P

Prerequisite

Restriction

043 - Invoice Loading

Y/ N/ P

Restriction

Can access the User Defaults Table (CUDEF) to update and display
Ordering defaults for all users, including yourself.

None.

Can access the Approval Loader Profile (APLOAD):

» toadd, update, and display approval loader definitions for the
vendors

» toload approval tapes.

None.

Can access the BISAC Order Interface:

» toadd, update, and display setup definitions (BSCVND, COFM,
CNFSRC, ADVCTYP, ORDB, CONFBSC, BTSENDPO, BTCONFPO, and
BTDELAY)

 to schedule and execute the background processing jobs (ORDB and
CONFB) from the Calendar Processor.

For scheduling and executing the jobs, Acquisitions Calendar Processor
access permission 046 is required.

None.

Can access the Invoice Loader Profile (I NLOAD):
» toadd, update, and display invoice loader definitions for the vendors

» toload invoice tapes.

None.
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044 - Subscription Review

Y / N/ P Canaccessthe Subscription Review Report Production Code (SRVW in
the Calendar Processor to schedule and execute the background job that
reports on subscriptions due for renewal and estimated renewal amounts.

Prerequisite  Acquisitions Calendar Processor access permission 046.

Restriction  None.

045 - Subscription Batch Renewal

Y/ N/ P Canaccessthe Subscription Renewal Production Code (SRNW in the
Calendar Processor to schedule and execute the background job that
automatically renews subscriptions.

Prerequisite  Acquisitions Calendar Processor access permission 046.

Restriction  None.

046 - Acquisitions Calendar Processing

Y/ N/ P Canaccessthe Acquisitions Calendar Processor (ACP) to schedule and
execute the background processing jobs.

Access to some specific production codesis controlled by permissions
042, 044, 045, and 053.

Restriction  None.

047 - Year End Processing

Y/ N/ P Canaccessthe Year End Processing Code Table (YEND) to add, update,
and display fiscal year end definitions.

Restriction  None.

048 - Update of ‘on order’ items

Y/ N/ P Canupdateorders (i.e. itemswith PO numbers) in Order/Request
Update (ORDU).

Prerequisite  Order/request Update permission 003.
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Restriction  Can update only the orders that have a permitted Library Code.

049 - Receiving/Returning Gifts

Y/ N/ P Canusethe Receive and Return optionsin Receiving Entry/Update
(RECU) to receive or return copies of requests (e.g. which has an Order
Type allowing items to be received without a being ordered.

To receive or return al orders and requests, including the type of
requests described above, permission 012 isrequired. In that case,
permission 049 has no effect.

Prerequisite  Receiving Entry/Update permission 050.

Restriction  Can use options only on requests that have a permitted Library Code.

050 - Access to Receiving Update (RECU)

Y / N/ P Canaccess Receiving Entry/Update (RECU) to add, update, and display
order/request receipts, returns, claims, and so on.

Specific tasksin this function (e.g. claiming) are controlled by permis-
sions 012 to 015, and 049.

Restriction  Can access only the orders/requests that have a permitted Library Code.
(Permission 051 determines which items can at least be displayed.)

051 - Access to Receiving Display (RECD)

Y / N/ P Canaccess Receiving Display (RECD) to display order/request receipts,
returns, claims, and so on.

Restriction  Can display only the orders/requests that have a permitted Library Code.

052 - Invoice at Time of Receipt

Y/ N/ P Caninvoice at thetime of receipt, in Receiving Entry/Update (RECU):
the system will be prompt for invoicing the copies.

Prerequisite  Receiving Entry/Update permission 050, and receiving permission 012.

Restriction  Can invoice only orders that have a permitted Library Code.
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053 - Fund Mapping

Y/ N/ P CanaccessFund Mapping (FUNVP) to define fund mapping for the back-
ground Fund Mapping Job.

Restriction  Can define mapping from or to only the funds that have a permitted
Library Code.

054 - Update Fiscal Profile Control Records

Y/ N/ P Canaccessthe Fiscal Profile and Fiscal Profile 2 Tables (FI SCL and
FI SCL2) to update and display various system-wide defaults.

Restriction  None.

060 - Creation of New Vendor from Ordering

Y/ N/ P Canenter NEWin the VENDOR field on the ORD - ORDERING DATA Screen
to add a new vendor.

Restriction  None.

061 - Link Copy Sets in Catalogue to New Order

Y/ N/ P Cancreatenew serial order in Acquisitions and link the order to copy
sets that have already been created in the Catal ogue.

Prerequisite  Order/Request Add permission 002 or Receiving Entry/Update permis-
sion 050.

Restriction  None.

062 - Audit Archive/Purge Processing

Y/ N/ P Canaccessthe Audit Archive/Purge Production Codes (ARCP1, ARCP2,
ARCP3, ARCP4, ARCP5, ARCP6) in the Calendar Processor to schedule
and execute the background jobs in the Archive & Purge process.

Restriction  None.

B-16 Acquisitions Management Guide (September 2000)



Permission Descriptions by Permission ID Number

063 - Time Period Archive Processing

Y/ N/ P Canaccessthe Time Period Archive Production Codes (ARCT1, ARCT2,
ARCT3, ARCT4, ARCTS5) in the Calendar Processor to schedule and
execute the background jobs in the Time Period Archive process.

Restriction  None.

064 - Access to Archived Request/Order Display

Y/ N/ P Canaccess ARCO- ARCHIVED ORDERS to search and display archived
orders on the current archive database.

Restriction  Can display only the archived orders/requests that have a permitted
Library Code.

065 - Access to Archived Invoice Display

Y/ N/ P CanaccessARCl - ARCHIVED INVOICESto search and display archived
invoices on the current archive database.

Restriction  Can display only the archived invoices that have a permitted Library
Code.

066 - Access to Archived Voucher Display

Y/ N/ P CanaccessARCV - ARCHIVED VOUCHERS to search and display archived
vouchers on the current archive database.

Restriction  Can display only the archived vouchers that have a permitted Library
Code.

067 - Allow Edit Holdings function from ACQ

Y/ N/ P CanaccessHoldings Information (CeHI) from Acquisitions to update
pieces.

Restriction  None.

071 - Allow user to see vendor financial data

Y/ N/ P Providesaccessto Deposit and Statistic options. You must be able to
display vendor records.
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Prerequisite  Must have one of the following permissions. Assign/update vendor on
requests/orders, permission 007; Access to Vendor display, permission
031; Vendor entry, permission 032; Accessto Vendor update, permission
033.

Restriction By Library Code.
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Glossary

AACR2

access level

access point

accession
number

account

accounts
receivable

Acquisitions
module

This glossary explains many of the terms you may encounter in the
documentation or while performing system activities.

Words shown in italics are defined elsewhere in the glossary.

Anglo-American Cataloguing Rules, version 2. These are the rules that
form the “bible” of cataloguing procedure as they relate to the construc-
tion of catalogues and other lists.

A number between 0 and 99. The higher the number, the more you are
allowed to do. See also priority level.

An entry point into a catalogue. A heading by which a bibliographic
record may be retrieved.

A number assigned by the library to an individual bibliographic item
when it is added to the library’s collection. In ADVANCE, the accession
number isusually replaced by assigning a barcode to theitem. Barcodes
themselves may congtitute a form of accession number, if they are
sequential.

Accounts are used within the Pick system software. ADVANCE is an
account in SY SPROG.

The Circulation process by which patron fines are paid, created, or
assessed and other financial transactions are performed.

The ADVANCE module used to order and keep track of the purchase of
itemsfor alibrary, both serials and monographs.
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added entry

ALA character
set

application

archive tape

ASCII

attach

authoritative
form

authority control

authority file

authority hot key

C-2

An entry, other than a subject entry and additional to the main entry,
under which abibliographical entity is represented in a catal ogue.

An extended 8-bit ASCII character set defined for MARC records and
adopted by the American Library Association. Of the 256 characters
allowed for by this code, USMARC defines 208.

A software program or set of programs that uses the computer as atool,
as opposed to the software necessary to run the computer.

Tape from a bibliographic utility (OCLC, WLN, RLIN, or UTLAS) which
are released to each library and contain a copy of that library’s records
from the utility’s database. Tapes are produced regularly.

An acronym for “American Standard Code for Information I nter-
change’. A standard 7-hit code representing up to 128 characters. The
Ascll code is used in computer communications.

To connect ajob or terminal to the computer in such away that they can
communicate. Also, to define communications characteristics for a
terminal.

The form of a heading that has been chosen as the standard form to be
used in all bibliographic records.

A way of handling and standardizing bibliographic information using
“see” and “see also” references.

The classic example of a“seereference” is Mark Twain vs. Samuel
Clemens. The library decides which of these names for the same author
will be the “established” form — say, Mark Twain. If userslook for
“Clemens, Samuel”, they will find the reference, “see Twain, Mark”.

“Seealso references’ are generally used in subject searches. A user who
looked under the subject of “Home” might find “see also Family”.

Authority control refersto the sum of thelibrary’s cataloguing decisions
as to which bibliographic elements will be established form headings,
rejected form headings, and related headings.

Records of the correct forms of names, series, or subjects used in the
catalogue. The purpose of the authority fileisto keep entries uniform.

The function key a user can pressto browse and retrieve an authority
heading for the MARC field they are cataloguing.
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backup

barcode

barcode reader

batch

baud rate

bibliographic
item

bibliographic

record

bibliographic

utility

binding entry

An exact copy of aprimary unit that can be used in place of the primary
unit in case the primary unit fails. Usually 'backup’ refersto copies of
ADVANCE software and the library’s data files which are kept on tape. If
the disk versions of these files get damaged, the files can be restored
from the backup versions on tape.

A series of printed lines and spaces representing numbers, letters, or
other symbols. Barcodes are not eye readable. The format of the barcode
varies from one manufacturer to another. Geac equipment can work with
several barcode formats, including ‘ CODABAR'’ and Code 39.

A device for reading barcode |abelsinto a system. Generic term for
‘laser scanner’ or ‘lightpen’.

A collection of commands and input held in an editor file. Similar to a
program, but relatively simple. Batches feed instructionsto the computer
without requiring the presence of an operator. When you execute a
batch, it usually performs several control console commands and may
run several programsin apre-assigned order.

Also simply “baud”. A standard unit, in bits per second, used to express
the data transmission capability of lines, terminals, and interface equip-
ment.

A document or set of documentsin any physical form, published, issued,
or treated as an entity, and as such forming the basis for a single biblio-
graphic description. Contrast with physical volume and copy.

In ADVANCE, the MARC format record that describes one bibliographic
item. For example, if the library owns 10 copies of athree-volume
edition of “War and Peace”, it will describe them in one Bibliographic
Record with 30 items or piecesin the Item File— 10 for each of the
separate volumes.

An online processing centre whose services are based on a machine-
readabl e database of catal ogue records. The main North American utili-
tiesare OCLC, WLN, UTLAS, and RLIN.

An entry in abibliographic record to indicate that an item is physically
bound with one or more other items. Used with books bound together,
AV Kkits, etc.
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bit

blind heading

blind reference

Boolean
searching

boot

borrower
BOT

bug

byte

call number

CAN/MARC

c4

A binary digit. A datafield that has only two possible values, 0 or 1 —
that is: NO or YES; OFF or ON.

Thisis an authorized heading for which no authors or subjects exist in
the bibliographic database. In general, blind headings do not appear in
the Online Catalogue. Note, however, that blind, non-provisional, topical
subject headings do appear in the Online Catalogue. All blind headings
can be searched for in the Cataloguing module.

Thisis areference to an authorized heading that does not exist in the
bibliographic database. In general, blind references do not appear in the
Online Catalogue. Note, however, that references to blind, non-provi-
sional, topical subject headings do appear in the Online Catalogue.

A searching technique in which search terms are presented to the system
in aparticular manner. These terms are operated on with Boolean logic,
which means the search terms may be separated by the operators AND,
OR, NOT. For example, consider the subject search: COMPUTERS AND
CARS. This search would result in the retrieval of aseries of itemsin
which both COMPUTERS and CARS formed a subject term.

Short for “boot strap”. The operation of loading theinitial elements of
the’ operating system’ into computer memory.

Known as patron.
Reflective marker to identify the beginning of atape.

An error in aprogram or hardware function that causes the function to
work incorrectly.

A character of data, normally represented by 8 bits.

Alphanumeric code used to identify and locate a particular item on the
shelves. Call numbers usually consist of a classification number and
author or cutter number; they may also include an accession number. In
most systems, the call number also classifies the subject material of the
book. Various systems exist - common ones are LC and Dewey.

Canadian version of the MARC format.

Acquisitions Management Guide (September 2000)



carriage return

Cataloguing
module

cataloguing
source number

charge

checkdigit

checkin

checkout

chronology

Circulation
module

citation
CODABAR

COM

command
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Indicates the use of the ENTER or RETURN key on the keyboard. Opera-
tors use this key to send data to the computer, or to respond to a prompt.
Sometimes abbreviated to “ <CR>".

The ADVANCE module that automates bibliographic and authority
control.

Unique number assigned by the provider of the cataloguing record: e.g.
OCLC, LC.

Known as checkout. A function in the Circulation module: the process
by which alibrary itemislent to a patron. To loan a book to apatron is
to charge it out to the patron.

A calculated digit added to the end of a number used to validate the
correctness of the sequence of digits. Used in barcodes, |SBNs, and so
on.

1) Inthe Circulation module, the process of checking returned itemsin
at the circulation desk. Also known as discharge.

2) Inthe Acquisition and Serials modules, checkin is the process of
receiving an item shipped to the library, and recording the receipt on the
system.

A function in the Circulation module: the process by which alibrary
itemislent to a patron. To loan abook to a patron is to charge it out to
the patron.

Date that identifies an issue of aserial — e.g. “June 1991”".

The ADVANCE module that automates circul ation functions and transac-
tions.

A display of bibliographic information describing a given work.
A 14-digit barcode format that ADVANCE uses.

Acronym for “Computer Output on Microform”. Information is
recorded on microfilm or microfiche instead of paper.

An order telling the system to start, stop, or continue an operation within
afunction. Commands are usually entered by typing a mnemonic code.

C-5



Appendix C: Glossary

compile

content
designator

control
characters

control console

conversion

copy

copy number

copy set
copy-specific

hold

core

CRT

CSN

cursor

cutter number
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To translate a program from a high-level source language to a machine-
executable form.

The means of identifying data elements and/or of providing additional
information about a data element. Content designators consist of tags,
indicators, and subfield identifiers.

Keyboard letters, numbers, or symbols which are entered while the
<CONTROL> key is held down. They are not normally printable charac-
ters.

A terminal, usually in the computer room, from which the system may
be controlled.

The process of turning machine-readable records in one format into
machine-readabl e records of a different format.

A single piece of adocument; aduplicate; an instance of a serial issue.
See also bibliographic item, physical volume, piece, and copy set.

A number assigned by the library to a copy. The number need not be
unique. Itsusual purposeisto distinguish between different copies of the
sametitle, or different copy sets of the same seridl title.

A duplicate run of issues of aserial; simplistically a“subscription”.

A hold placed on a specific copy. A copy-specific hold may be used, for
example, to capture a particular copy to be sent to the bindery. Contrast
with title-level hold.

Computer memory, usually measured in megabytes: “MB”.

Cathode Ray Tube screen of aterminal. Also known as VDU (visual
display unit).

Catal oguing Source Number.

A small square or line on the terminal screen which tells you where the
next character you type will appear.

Part of the call number used to identify the author for filing purposes.
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database

data
communication

data element

date of last use
Dewey

diacritics

discharge

disk

disk drive
diskette
DOS

download
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A pool of data held in computer storage, controlled by a central
authority, and available to any application capable of accessing the
storage. It is designed to meet the requirements for consistent and
current data by many or all of an organization's application systems.

The transmission of data across geographically separated locations.

The smallest unit of information that is explicitly identified in MARC
format. Within avariable field, a data element isidentified by a subfield
identifier. Within the record label, the directory, and a fixed-length
subfield, adata element isidentified by its character positions.

The date of the last transaction associated with a particular record.
Dewey Decimal Classification system, developed by Melvil Dewey.

Also “diacritic characters/marks’. The marks, such as accents, which
appear under or over characters, used to denote a specific sound for a
given character. Sometimes used to refer to non-English al phabetic char-
actersaswell.

Known as checkin. A function in the Circulation module: the process by
which library staff record that a borrowed item has been returned by the
patron.

Also “hard disk”. A magnetic storage medium, like magnetic tape, but in
the form of a platter, similar to a phonograph record.

A data storage device that holds, reads from, and writes to disks.
Also “floppy disk”. Similar to disk, typically used with microcomputers.
Disk Operating System, for a microcomputer.

The data flow from the host computer system down to the microcom-
puter.
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E

edit record

edition

editor

editor file
enumeration
EOF

EOT

established form

FE.

FE.D.

field

C-8

The “edit” records are the temporary, work versions of bibliographic
records, stored in the Work File. Edit records are not shown in the Online
Catalogue.

A new edition of awork, revision. Edition information may modify
some but not al of the bibliographic information for awork. According
to AACR2, a new bibliographic record must be created for a new edition.

A program that enables the user to create, purge, retrieve and update
variable-length record source files.

A file created using the editor.

Numbering that identifies an issue of aserial — e.g. “Vol.3 PL.A”.
The magnetically recorded mark at the end of afile.

The reflective marker at the end of atape attached to the tape surface.

Thisisthe form of a heading that has been chosen as the standard form
that should be used in al hibliographic records. Also known as authori-
tative form.

Stands for “Field Engineer”. Also written “FE”.

Also written “FED”. Field Engineering Division — the Geac department
responsible for maintaining and repairing hardware.

1) A MARC“field” isadefined part of aMARC record used to contain
only a specific category of data. For example, included in the Biblio-
graphic Record isthe Main Entry - Personal Name Field (Tag 100), the
Title Statement Field (Tag 245), and the Local Call Number Field (Tag
090). There are two kinds of MARC fields - variable length and fixed
length. Some people use the word “tag” to refer to aMARC field.

2) An areaon the screen where you can enter data, or where the system
will display information: for example, author, title. Fields often appear
on the screen with a descriptive word beside them. For example, the
author field usually has “AUT:” or “AUTHOR” besideit.
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field separator A control character used at the end of each variable field to separate it
from the next.

file A collection of related records treated as a unit.

A fileisalogical structure which associates a set of items. On a PICK
system, files are organized in a hierarchical structure. There are four
levels of files: the System Dictionary, ausers Master Dictionary, File-
level Dictionaries, and the Data Files. A PICK system can contain any
number of files, which can contain any number of dataitems, limited
only by the size of the disk drive.

file structure  The rules of organization that relate records within afile.

fixed-length field  Also “fixed field” and “control field”. A MARC field of pre-defined
length in a bibliographic record: for example, the Physical Description
Field (Tag 007). Fixed-length fields are made up of one or more fixed-
length data el ements (sometimes called offsets).

fixed-length field  Part of a MARC fixed-length field whose length and contents are pre-
element  defined. For example, thelanguage code (character positions 35t0 37) in
Tag 008.

fixed-length A subfield whose length is invariant, being determined for all occur-
subfield  rences by provisions of thisformat. A fixed-length subfield may be
defined to contain one or more data elements. Fixed-length subfields
may occur in both fixed-length fields (e.g. field 100, subfield ta), and
variable-length fields (e.g. field 200, subfield 1z).

frame  Disk drivestorageisdivided into sections called “frames’. Each frameis
numbered, giving the system direct accessto that particular frame-id or
FID. The physical size of aframe is machine-dependent, and limited
only by the size of the disk drive.

function  In ADVANCE, “function” refersto each of the possible actions available
in the main menus.

For example, in the Circulation module, “function” refersto an opera-
tion available in the online menus: e.g. checkout.

fund  Thelibrary can define amounts of money to be encumbered, spent,
referred to, and reported on through named “funds’ within the Acquisi-
tions module. The term “fund” is used to contrast with external
“accounts’ which are not system-maintained.
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G

GFE

hang

hold

holdings

host

hot key

imprint

index

index entry

index key

indicator

C-10

Group Format Error. A GFE typically indicates that the data may be
corrupted. Normally GFEs are caused by a sudden power failure.

Refers to the situation where the computer does not respond to terminal
activity. Usually the result of somekind of fault, either in the software or
the hardware.

Sometimes called “reservation”. A facility in Circulation referring to the
process by which an item not currently available is reserved for the
patron. It is normally used when all copies are on loan. When theitem
becomes available, the library setsit aside for the requesting patron.

Piece holdings: the physical volumes that the library owns of agiven
work.

Copy holdings: the issues that the library owns of a serial.

Summary holdings statement: a description of the range of copy hold-
ings.

The controlling or main computer in a data network.

See authority hot key.

Publisher name, including date and place of publication.

A list of data arranged in some order (usually a phabetical) using a
special “key” (such as author, title, etc.) which acts as an access point to
the database. Indexes facilitate quick access to alarge body of data.

A word, phrase, or number used to locate an item within a specific index.

The term or phrase from a source record which allows you to search for
that record - for example, “Twilight Zone”, or “Bowie, David”.

A special dataelement in a MARC variable field. Each USMARC vari-
able field must have two one-character indicators.
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intensity

interface

interlibrary loan

invoice

110

ISBD

ISBN

ISO

ISSN

issue

item

job

The brightness of the characters on the screen.

To interconnect devices or systems with different characteristics.
Usually involves converting data suitable for one system into aform
suitable for a second system. The term can be used as a verb or a noun.
It can be applied to a cable or a connector, to adevice that performs a
conversion operation, or to a conceptual boundary.

The arrangement whereby a library system may borrow items from
another library system. Either or both of the two libraries may be Geac
customers. ILL patron privilege classes and material types should be
defined in the Policy Tables.

An accounting document supplied to the library by a vendor, indicating
the character, quantity, price, terms and nature of delivery of goods sold
or services rendered. In the Acquisitions module, staff members will
create a system record for each invoice received.

Abbreviation of “input/output”.

“International Standard Bibliographic Description” — aformat for
describing bibliographic information.

“International Standard Book Number” — an alphanumeric code (with
dashes) assigned by some publishers to their works. The same work
published in different countries will have different 1ISBNs.

Short form for “International Standards Organization”.

International Standard Serial Number. Similar to ISBN, except for
serials.

A publication unit of a serial, usualy identified by unique enumeration
(numbering) and chronology (cover date).

Used variously, in different contexts, to mean bibliographic item, phys-
ical volume, copy, or barcoded piece.

Often used asa synonym for “program”. A unit of work to be done using
the computer. Often accomplished through the use of a batch or
program.

Acquisitions Management Guide (September 2000) C-11



Appendix C: Glossary

journal entry

KB

keyword

laser scanner

LC

LCSH

LC Card Number

LC MARC
Records

leader

library system

lightpen
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In the Acquisitions module, atransaction record specifying the transfer
of money into or out of one or more funds.

Short for “kilobyte” — 1024 bytes of memory.

A word which is used as an access point to the bibliographic record.
These words are taken from author, title, and subject, and individually
indexed without regard to order of appearance.

Device for reading barcodes or OCR labels. See also barcode reader.

Short for “Library of Congress’. It refersto the Library of the Congress
of the United States, abody with some of the characteristics of anational
library. Also used to refer to the classification system used by the
Library of Congress.

“Library of Congress Subject Headings’. A subject classification system
for cataloguing.

Sometimes abbreviated to “LCCN”. “Library of Congress Control
Number” — the number assigned to an item by the Library of Congress
production services as a printing control number / inventory number
after an item has been catal ogued.

Records in USMARC format produced by the Library of Congress.

The beginning portion of a MARC record. The leader contains coded
information about a record, including record type, bibliographic level,
and creation date. The information is stored in a fixed-length format.

Also called “library”, or more often, “site”. A purchaser of ADVANCE. A
library system may consist of acentral library, along with its branches
and departments. Alternatively, alibrary system may be a consortium or
co-operative. A library system is composed of one or more “agencies’
which share the same CPU.

The pen-like device attached by a cord to the terminal. It is used to read
barcodes into the system for operations such as registering new patrons
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line

line printer

linking

load

load point

local call number

local copy
number

log
log on

log off

magnetic tape

main entry
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to the system, searching quickly and accurately for those already there,
or entering a patron or item during afunction such as CHECKIN,
CHECKOUT, etc.

The transmission medium and equipment for carrying speech and/or
data between separated locations, usually between host computer and
remote terminal.

The printers used to print reports are often called “line printers’, so
named because they print one line at atime. Printing speed for line
printersis given in number of lines per minute: for example, “600 [pm”.

The process of adding holdingsinformation and (in particular) abarcode
number for an item to the item’s bibliographic record.

Also used in the Reserve Book Room to bring together specific courses
with items.

To mount a tape on the tape drive and set it to the load point.

The beginning of the usable portion of atape. The load point occurs
when the tape drive detects a one inch reflector on the tape (the BOT
mark). A tape at load point may be used as soon as the drive goes online.

Known as shelf location.

Known as copy number.

To record events and their time of occurrence.
See sign on.

See sign off.

Storage medium for information. Usually used in conjunction with a
computer system. Typically, the magnetic tape is /2 inch in width, and
comes in various lengths.

In amanual cataloguing system, the primary access point for a biblio-
graphic item. Normally the author but sometimes the title.
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MARC field

MARC format

material type

master record

MD or M/DICT

menu

module

monograph

non-filing

non-filing count

A fixed-length or variable-length field in a MARC format record.

“MAchine Readable Cataloguing” — a standardized communications
format for storing and transferring bibliographic and authority cata-
loguing datarecords on magnetic tape. A MARC record iscomposed of a
leader, adirectory to the fields, fixed length fields, and variable length
files. National librariesissue records for various materialsin their own
versions of MARC: for example, USYMARC, CAN/MARC, UK/MARC.

A category of library materials used in the library. For example, newspa-
pers, adult fiction paperbacks, and video cassettes could all have
different material types. The library usually categorizes its materials
based on its circulation policies (such as loan period) and the statistical
reports desired. Every item is assigned a material type. A two-character
code identified by MARC.

Completed bibliographic records, stored in the main bibliographic file,
or the main record for binding entry records.

“Master Dictionary” — each user account on the system has a Master
Dictionary associated with it. It isstructurally similar to all other fileson
the system. Many things that a user enters at the TcL prompt are
contained in the user’s Master Dictionary: verbs, procs, connectives,
file-names, etc.

A listing of the functions available online that allows a user to choose
and perform a variety of actions. The user selects the action by entering
certain key(s).

An “application” package within the ADVANCE System — examples:
the Circulation module, the Cataloguing module.

Book; contrast with serial.

Words or characters that do not affect sorting. For example, The Joy of
Cookingisfiled under “J’ for “Joy”, not “T” for “The". “The” isanon-
filing word.

A specific number of characters which will be ignored for sorting
purposes. Usually applied to the title of awork, and usually counted
from the first character in the title. For example, The Joy of Cooking,
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normalization

note

notice

OCLC

OCR
offline
offset

online

Online
Catalogue

OPAC

filed under “J" for “ Joy”, would have anon-filing count of “4” (thethree
charactersin “The” plus one space). This count isnormally placed in
one of the indicators of a MARC record.

To improve the matching and filing of index entries, severa “normaliza-
tionrules’ are applied automatically. For example, all letters may be
converted to upper case, and some punctuation marks can be converted
to blanks or stripped.

A type of field or screen display where library staff can enter free text
about a patron or item.

In ADVANCE, “notice” generally refersto an item printed by thelibrary,
but meant to be circulated outside the library, such as a fine notice,
overdue natice, or claim notice (in Acquisitions).

A bibliographic utility, formerly “Ohio College Library Center”, now
“Online Computer Library Center”. Among other services, it providesa
machine-readable database for catal oguing.

Optical Character Recognition or Reader.
Opposite of online.
Another term for fixed-field data elements.

“Onling” has two meanings:
1. Connected directly to and interacting with a computer.

2. A major program used to make computer interaction easier: for
example, the Circulation online.

One of the ADVANCE modules, the Online Catalogue is an online query
system that automates manual catalogue systems for lookup only. It
allowslibrary patronsto search the MARC records database. Patrons can
examine bibliographic records, |ocating items through standard indexes
such as subject, title, author, series, keywords, and bibliographic identi-
fication numbers.

Short for “Online Public Access Catalogue”. The ADVANCE OPAC is
known as the “Online Catalogue’”.
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operating
system

operator
order
oS

(O8]}

parity

parity error

password

password
security

patron

patron agency
patron class

patron record
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Often referred to as“0s”. The set of programs that control the computer
and its processing.

The person using aterminal.
See purchase order.
Short form for operating system.

Stands for “Open System Interconnect.” An international standard
developed by 1SO and used for communication between different types
of computers. The OSI model defines 7 levels for the interconnect.

A system of detecting errors in data transmissions and transfers. By
selectively adding asingle bit to bit patterns, parity causes the bit
patterns to have either an odd number of bits turned On (odd parity), or
an even number of bits turned On (even parity).

Parity errors occur when the bit patterns caused by the system’s’ parity’
setting are incorrect: for example, when the system detectsa“ 0" but
expected a“1”. Parity errorsimply that one portion of the system has
detected a non-recoverable failure by another part of the system.

A code which istyped by an operator to sign on to the system or to a
module. The password determines the operator’s access level.

The type of security in which staff passwords are used. The password
indicates the operator’s access level which, in turn, determines the
commands he or sheis permitted to use.

Refers to the individuals who use the goods and services offered by a
library. Also called “borrower” and “user”.

The location/library where a patron is registered.
Known as “patron privilege class’.

The record that describes a patron. The description includes: name,
barcode number, address, and other patron-rel ated information.
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peripheral

physical volume

PICK

piece

pointer

policies

policy
parameters

policy tables

port

powerfail
recovery

printer
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Also “peripheral device’. In acomputer system, afunctional unit that
makes and/or receives data transfers. The term includes storage devices
(such as tape drives), input devices (such asterminals), and output
devices (such as printers).

All that is contained in one binding, portfolio, etc., whether asoriginally
issued or as bound after issue. A physical volume does not necessarily
coincide with a bibliographic volume, which is characterized by atitle
page and separate pagination. See also piece.

The operating system and database management system used by
ADVANCE.

A barcoded circulation unit, usually corresponding to aphysical volume.
Each barcoded volume of a monographic bibliographic item is a piece.
In ADVANCE, piece control is handled by the Cataloguing module’s
holdings function.

A data element which specifies the record-number of arecord in afile,
orin arelated file.

Each library has certain characteristic ways of handling the way it
conducts business. These are referred to as “policies’. Circulation Setup
policiesinclude loan periods, book limits, material types, renewal limits,
fine amounts, and so on.

Library policies stated explicitly in the form of sets of valuesfor the
Geac-supplied tables, lists of options, and so forth.

The tables completed by alibrary during the installation process. These
define the library policies, contain the decisions regarding library
options, outline the structure of the system and list the various codes
used by the library. Each module has its own set of tables.

An interface that connects one or more devices (e.g., terminals, printers)
to the computer. Each port has a unique number.

The computer’s ability to recover from power failures without losing
data

A peripheral device used to provide hard copies of data.
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priority level

PROC

program

project manager

prompt

publication
pattern

purchase alert

purchase order

R
reboot
recall
recompile
recon
C-18

Refersto a“security level” required to perform afunction. Thereisa
level of security associated with each command, ranging from 0 to 99
(highest = most). Synonymous with access level.

PROC is short for stored procedure. PROC allows the user to pre-store a
complex series of operations which can be invoked by asingle
command. Anything which can be done at the TCL level can be accom-
plished with a PROC.

A sequence of machine-readable instructions that a computer can
execute. When a program is executed, it performs some function or
operation.

The Geac Project Manager is responsible for liaison between Geac and
theindividual customer.

A message from the operating system or an application program.
Prompts appear on the CRT screen, and require a response from the
computer operator.

A seria’s enumeration pattern, chronology pattern, and publication
frequency pattern, used by the Serials module to predict issues.

A warning that additional copies of atitle may be needed. Usually
because all copies are missing or because the “hold ratio” for thisitem
(that is, the number of holds compared to the number of active copies) is
very high.

A record authorizing avendor to deliver materials or services, usually at
aset price, to the library. One or more copies of one or more items can
be covered by asingle purchase order (sometimes abbreviated “ PO”).

To perform a second or subsequent boot.

To require that a book on loan be returned before the expiry of the due
date that was assigned when the charge was made.

To perform a second or subsequent compile of a program.

Retrospective conversion of bibliographic records into machine-read-
ableformat. This process typically occurs when alibrary purchases a
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record

recovery

reel

registration

release

remote

renewal

report

reserve

reserve book
room

reserve recall
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library automation system but still has some bibliographic records that
were never put into machine-readable format.

To make computer processing easier, data items are brought together to
form aunit called a“record”. A group of records makes up a“file”.

The process of returning a system to operable condition following a
failure.

A magnetic tape volume or the tape and the spool on which it iswound.

The process of recording information about individual patrons for the
Circulation system, and especially of assigning barcode numbersto
those patrons. Usually, “patron registration” appliestotheinitial entry of
thisinformation onto the system.

Release refers to a particul ar version of a package of software: for
example, Release 5.0 of ADVANCE.

A term applied to adevice or operation that is geographically-separated
from acomputer but communicates with it.

The process whereby a borrowed item is checked out again to the same
patron, effectively extending the loan period.

A result of processing in which data from various datafields is selected
and presented in a particular way to provide certain pre-defined informa-
tion to the user. The hard copy of thisdatais printed as a“report”.

A “reserve collection” isalso known as “short loan collection”. In
academic libraries, atype of material in high demand that has short loan
periods assigned to it. Reserve is often applied to required course
reading materials, or to new or topical items.

Theterm “reserve” is sometimes used by public libraries to mean hold.

“RBR” isafunction within the Circulation module designed to handle
high-use materials in the reserve collection, often items associated with
acourse. It allows the user to enter instructor and course information,
and links titles with the appropriate courses.

Anitemisrecalled for the Reserve Book Room.

C-19



Appendix C: Glossary

response time

restore

scanning

security level

“see also”
reference

see reference

serial

Serials module

shelf list

shelf location
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Used in connection with computer systems. The amount of time it takes
for an online system to give data requested of it. It is measured as the
amount of time between the point when a user presses the ENTER or
RETURN key and the point when the first character of response appears
on the screen.

To replace something which has been removed, deleted or damaged.
Restoration is part of recovery, and usually refers to the process of
replacing disk files with the backup copies on tape.

Also “wanding”. The act of drawing the lightpen across a barcode to
read the barcode into the system.

The level assigned to each function, command, and override in order to
restrict its usage. Only those functions and commands having a priority
level at or below the operator’s active access level may be used.

A reference from an established form of aheading to one or morerelated
headings. Also known as a"see also" cross reference.

A reference to the established form of aname from aform which should
not be used as a heading. Also known asa*“‘see’ cross reference”,
“rejected form heading”, or “variant form heading”.

A publication issued in successive parts bearing numerical or chronolog-
ical designations and intended to be continued indefinitely. Thisincludes
periodicals, newspapers, annuals, etc. In ADVANCE, aseria isabiblio-
graphic item (catal ogued in the Cataloguing module) which may also
have a publication pattern and copy set defined in the Serials module. A
serial may also have pieces (barcoded items) assigned to it. Also seethe
definitions of issue, copy, and holdings.

The ADVANCE module that automates serials control — primarily
checkin and issue prediction.

A catalogue of theitemsin alibrary; items are described in the same
order that they are arranged on the shelves.

Also “local call number”. The call number assigned to a specific copy of
anitem.
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sign off

sign on

site

sort

spine label

string

subfield

subfield code

subject headings

surcharge

syndetic
structure

SYSPROG
system backup

system manager
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Also “log off” and “logging off”. To enter the necessary information to
end asession on aterminal. The console command is“ OFF". Compare to
sign on.

Also “log on”, “login”, and “logging on”. To enter the necessary infor-
mation (such as an identification number or password) to begin asession

on aterminal. The console command is entry of avalid account name.
Customer library, usually where the computer is located.

To arrange entities according to some pre-defined criteria, usually alpha-
betic.

Label for the spine of abook, typically with the call number.

Any succession of characters. These can be numbers, letters, blanks, or
other characters. The PICK system treats most data simply as a sequence
of symbols or “string”.

In MARC format, the name for adefined part of thefieldinaMARC vari-
able-length field, such as subfield b.

The one-character code which identifies a MARC subfield: for example,
the“a’ in“ta’.

Authorized terms that describe the contents of a book. Several may
apply to asingle work. One North American standard is LC Subject
Headings.

The charge automatically levied against a patron to cover certain costs,
such as the cost of postage for notices, or ordering and cataloguing a
replacement book.

Thelogical organization of the catalogue, using “ see” and “ see also”
references to interrelate the concepts represented in the catal ogue.

System Programmer. The highest-level account within PICK.
To copy (back up) all the files making up the system.

The library staff member responsible for the systems staff and the
computer.
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T

tag

tag number
tape

tape backup

tape drive

TCL

telecommunica-
tions

terminal

Terminal
Number

title

tracing

track
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The labelling mechanism used by MARC to associate data elements with
their functions. Tags are composed of three digits: for example, “210” is
the tag for the Abbreviated Title Field. Each different tag represents a
different piece of bibliographic information: e.g., personal author,
uniform title. “Tag” is sometimes used to mean MARC field.

A term sometimes used to mean tag.
A magnetic tape reel or cassette, or the tape on the redl or cassette.

The process of making a copy of data files and/or the system software.
Thelibrary uses the backed-up tapes as a security precaution, in casethe
need for a’restore’ arises.

The equipment that holds, reads from, and writes to magnetic tapes.

“Terminal Control Language” processor. TCL isthe primary interface
between end-users and the computer. The state in which the computer
prompt is displayed and is waiting for user input is commonly called
being “at TCL".

The organization and facilities that provide communications service
between usersin geographically separated locations. The term encom-
passes tel ephone, telegraph, radio, and satellite-based systems; unless
otherwise indicated, telephone is usually assumed.

A device used by a person to communicate with the computer.

Each terminal in alibrary system is assigned a unique number.

The name of awork, including any alternatetitle, subtitle, or other asso-
ciated descriptive matter preceding the author, edition, or imprint state-
ment on the title page.

Any record of entries or references that have been made in connection
with the cataloguing of a particular work or publication, or with estab-
lishing a particular heading. Also known as subject headings or added
entries.

A unit of data storage space on disk.
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transfer

transaction

UK/MARC
UNIX
upload

UPS

user

US/MARC

variable-length
field

vendor

volume

voucher

wand

wanding
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To read data in one location and write it in another location.

Any checkin, checkout, renewal, or hold.

The United Kingdom version of the MARC format.
A computer operating system developed by Bell Laboratories.
The data flow from the microcomputer up to the host computer system.

“Uninterruptable Power Supply” — essentially a series of batteries that
conditions the power to the computer, and, with the absence of elec-
tricity, provides power to the computer for a period of time (e.g. 30
minutes.)

Same as patron.

The version of the MARC format used in the USA.

Also “variablefield”. A MARC field in a bibliographic record whose
length is not pre-defined: for example, the Title Statement Field (Tag
245). A variablefield is composed of two one-digit indicatorsand one or
more subfields.

A deadler, wholesaler, or other organization supplying books or other
materialsto the library.

Bibliographic element of a series. For example, The Art of Computer
Programming has three volumes. The important point is that volumes
normally share SOME bibliographic elements with each other.

A request for the complete or partial payment of one or more invoices,
usually sent to the library’s financial services department.

Device for reading barcodes. Known as lightpen.

Known as scanning.
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WLN  “Western (formerly "Washington“) Library Network” — abibliographic
utility.

word A unit of data storage: 8, 16, or 32 bits depending on the compuiter.

work file A file where datais temporarily stored before being placed in the data-
base. Used in the Cataloguing module.
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Screen Index

Thisindex includes the titles and screen
identifiers of managment screens, and also
thetitles and fields of user screens (for

exampl e, see the ORD - ORDERING DATA entry).

A

ACP (identifier for ACQUISITIONS
CALENDAR PROCESSOR), 5-2

ACQ (identifier for ACQUISITIONS MAIN
MENU), 2-15

ACQUISITIONS ARCHIVING FOR TIME
PERIOD, 6-9

ACQUISITIONS AUDIT ARCHIVING/
PURGING, 6-6

ACQUISITIONS BACKGROUND
PROCESSOR, 5-4

ACQUISITIONS CALENDAR PROCESSOR,
52

ACQUISITIONS MAIN MENU, 2-15

ACQUISITIONS REPORTS INPUT
PARAMETERS MENU, 6-4

ACQUISITIONS REPORTS MENU, 6-2

ACQUISITIONSUTILITIESMENU, 7-2, 9-11

ADVCOMM ACTION CODES, 8-15

ADVCTYP (identifier for ADVCOMM ACTION
CODES), 8-15

APLOAD (identifier for APPROVAL LOADER
PROFILE), 7-2

APPROVAL LOADER PROFILE, 7-2

ARCP (identifier for ACQUISITIONS AUDIT
ARCHIVING/PURGING), 6-6

ARCT (identifier for ACQUISITIONS
ARCHIVING FOR TIME PERIOD),
6-9

ARIP (identifier for ACQUISITIONS REPORTS
INPUT PARAMETERS MENU), 6-4

Acquisitions Management Guide (September 2000)

ARM (identifier for ACQUISITIONS REPORTS
MENU), 6-2

AUTIL (identifier for ACQUISITIONS
UTILITIESMENU), 7-2, 9-11

B

B&T BISAC ORDER CONFIRMATION, 8-29

B&T BISAC ORDER TRANSMISSION, 8-27

B&T ORDER TRANSMISSION
SCHEDULING, 8-25

BILL TO CODES, 4-6

BILTO (identifier for BILL TO CODES), 4-6

BISAC CODESMENU, 84

BISAC MENU, 8-2

BISAC PO - VENDOR DEFAULTS, 8-5

BRIEF DISPLAY (Online Catalogue), 2-6

BSCCM (identifier for BISAC CODES MENU),
8-4

BSCM (identifier for BISAC MENU), 8-2

BSCVN (identifier for BISAC PO - VENDOR
DEFAULTYS), 85

BTCONFPO (identifier for B& T BISAC ORDER
CONFIRMATION), 8-29

BTDELAY (identifier for B& T ORDER
TRANSMISSION SCHEDULING),
8-25

BTSENDPO (identifier for B& T BISAC ORDER
TRANSMISSION), 8-27

C

CALL NUMBER PREFIX, 4-61

CANCD (identifier for CANCEL CODES), 4-9

CANCEL CODES, 4-9

CANP (indicator for PRINTING
CANCELLATION LETTERS), 6-11

CATALOGUING WARNING/ERROR LIST,
4-26

Screen Index - 1



Screen Index

CLAIM CODES, 4-12

CLAIM MESSAGE CODES, 4-15

CLAIM TEXT CODES, 4-17

CLMCD (identifier for CLAIM CODES), 4-12

CLMMSG (identifier for CLAIM MESSAGE
CODEYS), 4-15

CLMP (identifier for PRINTING CLAIM
LETTERS), 6-10

CLMTXT (identifier for CLAIM TEXT CODES),
4-17

CNFSRC (identifer for CONFIRMATION
SOURCE CODES), 8-13

CNTCD (identifier for COUNTRY CODES),
4-19

CODE TABLE MENU, 3-2

CODM (identifier for CODE TABLE MENU),
32

COFMT (identifier for CONFIRMATION PRINT
FORMAT CODES), 8-8

COLLECTION CODES, 4-61

CONFIRMATION PRINT FORMAT CODES,
8-8

CONFIRMATION SOURCE CODES, 8-13

CONTROL TABLE MENU, 3-3

COUNTRY CODES, 4-19

CTLM (identifier for CONTROL TABLE
MENU), 3-3

CUDEF (identifier for USER DEFAULTYS),
4-102

CURRC (identifier for CURRENCY CODES),
4-21

CURRENCY CODE CONVERSION TABLE
(APPROVAL LOADER PROFILE),
7-17

CURRENCY CODES, 4-21

E

EBSCO (identifier for serials invoice loading
program), 9-7

Screen Index - 2

F

FAXON (identifier for serials invoice mapping
program), 9-8
FIELD TYPE CODES, 4-44, 4-82
FISCAL PROFILE, 4-24
FISCAL PROFILE 2, 4-30
FISCL (identifier for FISCAL PROFILE), 4-24
FISCL2 (identifier for FISCAL PROFILE 2),
4-30
FSPER (identifier for FUND PERIOD CODES),
4-33
FULL DISPLAY (Online Catalogue), 2-6
FUN - FUND HEADER SCREEN
AUTHORIZED fidld, 5-62, 5-65
CURRENT BAL field, 5-62, 5-65
ENCUMBER % field, 4-28
ENCUMBERED field, 5-62, 5-65
LAST CLOSE field, 5-58
LIBRARY field, 4-59
SELECTORSfield, 4-95
SPENT field, 5-65
STATUSfield, 4-37, 5-50
TYPEfield, 4-41
FUN - FUND HISTORY SCREEN
LAST YEAR column, 5-57
FUN - FUND PERIODSDISPLAY, 4-33, 5-49,
5-57
FUN - FUND SEARCH & RETRIEVAL, 4-47,
4-48, 7-9
FUN - JOURNAL ENTRY HEAD SCREEN,
4-28
FUND PERIOD CODES, 4-33
FUND STATUS CODES, 4-36
FUND STRUCTURE SETUP, 4-38
FUND TYPE CODES, 4-40
FUNST (identifier for FUND STATUS CODES),
4-36
FUNSTR (identifier for FUND STRUCTURE
SETUP), 4-38
FUNTP (identifer for FUND TY PE CODES),
4-40
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G

GENERAL DEFAULTS(APPROVAL LOADER
PROFILE), 7-4, 7-7

H

HOLDINGS INFORMATION
Volume/Part# field, 4-32

ICURR (identifier for ISO CURRENCY CODE),
4-52
INFSRC (identifier for INFORMATION
SOURCE CODES), 4-42
INLOAD (identifier for INVOICE LOADER
PROFILE), 9-14
INSTITUTION CODES, 4-61
INV - CLAIM SUMMARY DISPLAY
TRANSACTION field, 4-101
INV - CLAIM TRANSACTION DISPLAY
ACTION DATE field, 5-30, 5-33
TIMES CLAIMED field, 5-30, 5-33
TYPE field, 5-31
INV - CLAIMING ITEMS
MESSAGE fidld, 5-36
INV - INVOICE DETAIL
FROM fidld, 5-22, 9-26
LINE TYPE field, 4-51, 4-70, 9-18
NOTE field, 9-20
PG/LN field, 9-18
REPORT CD field, 4-90, 9-19
TOfield, 522, 9-26
TOTAL fidd, 5-22
INV - INVOICE HEADER SCREEN
DISCOUNT field, 4-48
DOC'T field, 5-23
ENTRY fidd, 523
INVOICE CURR field, 4-23, 9-17
LIBRARY field, 4-59, 9-17
OTHER CHG field, 4-49
PAY METHOD field, 4-72, 9-18
PAYMENT CURR field, 4-23, 5-41, 9-17
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PRODN field, 9-18
PRORATE METHOD column, 4-48, 4-49,
9-19
REGULAR CHG field, 4-48
STATUSIine, 5-41, 543
TAX field, 4-48
TYPE field, 4-51
VENDOR field, 4-31
INVDFT (identifier for INVOICE DEFAULT
CODEYS), 4-46
INVOICE DEFAULT CODES, 4-46
INVOICE LOADER PROFILE, 9-14
INVOICE TYPE CODES, 4-50
INVTP (identifier for INVOICE TY PE CODES),
4-50
ISO CURRENCY CODES, 4-52

J

JINLNO (identifier for JOURNAL ENTRY
NUMBER), 4-54
JOURNAL ENTRY NUMBER, 4-54
JOURNAL TYPE CODES, 4-55
JRN - JOURNAL ENTRY HEAD SCREEN
BY field, 5-58
DATE TO POST field, 5-47
JOURNAL #field, 4-54
LIBRARY field, 4-59
STATUSfield, 5-47, 5-57
TYPE field, 4-56, 5-58
JRNTP (identifier for JOURNAL TYPE CODES),
4-55

L

LAST CLOSE DATE CODES, 4-114

LIBCD (identifier for LIBRARY CODES), 4-57

LIBRARY CODES, 4-57

LOAD (identifier for LOAD DATA PROGRAM),
9-9

LOAD DATA PROGRAM, 9-9

LOCATION CODES, 4-60

LOCCD (identifier for LOCATION CODES),
4-60
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M

MAIN MENU, ACQUISITIONS, 2-15
MASTER MENU, A-2
MATERIAL CODES, 4-103

O

ORD - ALLOCATIONS

ALLOCATIONSBY %field, 4-25, 4-106,
7-10

FUND field, 4-62, 7-9
LOCATN field, 4-62, 4-106, 7-10
SHIPTOfield, 4-62, 4-98, 4-106, 7-10

ORD - BIBLIOGRAPHIC ENTRY/UPDATE
AUTHOR field, 2-6
EDITION field, 2-6
ISBN/ISSN field, 2-6, 8-21
LC CARD #field, 2-6
LIBRARY field, 4-31, 4-59, 4-103, 7-7
MATERIAL CODE field, 4-103
ORDER TYPE field, 4-70, 4-103, 7-7
PUB. DATE field, 2-6
PUBLISHER field, 2-6
SORT CODE field, 8-21
SUBJECT CODE field, 4-100, 4-104, 7-8
TITLEfield, 2-6
VENDOR TITLE#field, 7-15

ORD - BRIEF ORDER ENTRY, 4-103
ALLOCATIONSBY %field, 4-25
CONDITION field, 4-65, 4-105, 7-10
ISBN/ISSN field, 8-21
LIBRARY field, 4-31, 4-59, 4-103, 7-7
LOCATN field, 4-62, 4-106, 7-10
MATERIAL CODE field, 4-103
ORDER TYPE field, 4-70, 4-103, 7-7
PAYMENT TYPE field, 4-75, 4-104, 7-8
PRIORITY field, 4-86, 4-105, 7-8
SELECTORSfield, 4-95, 4-105, 7-8
SHIPTOfield, 4-98, 4-106, 7-10
SUBJECT CODE field, 7-8
TRANSFER fidld, 4-27, 7-7
UNIT COST field, 5-22, 5-28, 7-15
VENDOR field, 4-31, 4-104

ORD - NOTES SCREEN

Screen Index - 4

CANCEL CD fidd, 4-11
GENERAL NOTE fidd, 7-15
REVW DATE field, 5-28
RNW END field, 5-22, 5-28
RNW START field, 5-22, 5-28
ROUTING field, 4-93
SUB END field, 5-28
SUB START fidld, 5-28
ORD - ORDER SEARCH & RETRIEVAL, 2-6
ORD - ORDERING DATA, 4-75
CLM CODE field, 4-14, 4-104, 7-8
CONDITION field, 4-65, 4-105, 5-17, 5-28,
7-10
CURRENCY field, 4-23, 4-105, 7-9, 7-15
DISCOUNT% field, 7-9
PAY TYPE field, 4-104, 7-8
PO#/LINE# field, 4-87, 5-17
PRIORITY field, 4-86, 4-105, 7-8
REQUEST #field, 4-91
SELECTOR field, 4-95, 4-105, 7-8
TAX % field, 4-24, 7-9
TOTAL CPY fidld, 4-105, 7-8, 7-15
TRANSFER fidd, 4-27, 7-7
UNIT COST field, 5-22, 5-28, 7-15, 9-20
VENDOR field, 4-31, 4-104
ORD - STATUS SCREEN
PRINT ORDER field, 5-17, 5-20
PSEUDO ORDER field, 5-20
WAITING PREPAYMENT field, 5-17
ORD- NOTES SCREEN
REVW DATE field, 5-22
ORD screens
ACTION DATE field, 4-13
AUTHOR field, 4-44
EST DELVRY field, 4-13, 5-17
ISBN/ISSN field, 4-44
LC CARD #fidd, 4-44
ORDER DATE, 5-23
STATUSine, 4-9, 4-85, 4-86
TITLE field, 4-44
ORDCD (identifer for ORDER CONDITION
CODES), 4-63
ORDER CONDITION CODES, 4-63
ORDER METHOD CODES, 4-66
ORDER TYPE CODES, 4-68
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ORDMTH (identifier for ORDER METHOD
CODES), 4-66

ORDTP (identifier for ORDER TY PE CODES),
4-68

P

PACQ (identifier for ACQUISITIONS
BACKGROUND PROCESSOR), 5-4

PAY TYPEfield, 4-75

PAYMENT METHOD CODES, 4-71

PAYMENT TYPE CODES, 4-73

PAYMTH (identifier for PAYMENT METHOD
CODES), 4-71

PAYTP (identifier for PAYMENT TY PE
CODEYS), 4-73

PO CONFIRMATION FORMAT FIELD
DEFINITIONS, 8-10

PO FORMAT FIELD DEFINITIONS, 4-76, 4-80

PO PRINT FORMAT CODES, 4-76

POFMT (identifier for PO PRINT FORMAT
CODEYS), 4-76

PONO (identifier for PURCHASE ORDER
NUMBER), 4-87

PRINTING CANCELLATION LETTERS, 6-11

PRINTING CLAIM LETTERS, 6-10

PRIOC (identifier for PRIORITY CODES), 4-84

PRIORITY CODES, 4-84

PRODUCTION OPTIONS, 5-13

PURCHASE ORDER NUMBER, 4-87

R

REC - ADDING REPORT CODES
REPORT CD field, 4-90

REC - CLAIM TRANSACTION DISPLAY
ACTION DATE field, 5-30, 5-33
EST DELVRY field, 5-33
TIMES CLAIMED field, 5-30, 5-33
TYPE field, 5-31

REC - CLAIMING ITEMS
MESSAGE field, 5-36

REC - INVOICE DETAILED DISPLAY
LINE TYPE field, 4-51
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REPORT CD field, 4-90
REC - RECEIVING ITEMS
BARCODE field, 4-25
REPORT CD field, 4-31, 4-90
ROUTE ID field, 4-93
REC - TRANSACTION SUMMARY DISPLAY
TRANSACTION fidld, 4-101
REC screens
ACTION DATE field, 4-13
AUTHOR field, 4-44
EST DELVRY field, 4-13, 5-17
ISBN/ISSN field, 4-44
LC CARD #field, 4-44
ORDER DATE, 5-23
STATUSine, 4-9, 4-85, 4-86
TITLE field, 4-44
REPCD (identifier for REPORT CODES), 4-88
REPORT CODES, 4-88
REQNO (identifier for REQUEST NUMBER),
4-91
REQUEST NUMBER, 4-91
ROUTE ID CODES, 4-92
RTECD (identifer for ROUTE ID CODES), 4-92

S

SEARCH & RETRIEVAL screens
LIBRARY column, 4-28

SELCD (identifier for SELECTOR CODES),
4-94

SELECTOR CODES, 4-94

SHIPTO CODES, 4-96

SHPTO (identifier for SHIP TO CODES), 4-96

SRVW (identifier for SUBSCRIPTION
REVIEW/RENEWAL REPORTS),
5-21, 6-5

STANDARD TAG INFORMATION
(APPROVAL LOADER PROFILE),
7-14

SUBJCD (identifier for SUBJECT CODES), 4-99

SUBJECT CODES, 4-99

SUBLOCATION CODES, 4-61

SUBSCRIPTION REVIEW/RENEWAL
REPORTS, 5-21, 6-5

Screen Index - 5



Screen Index

T

TAG MANIPULATION TABLE (APPROVAL
LOADER PROFILE), 7-18

TRANSACTION NUMBER, 4-101

TRNNO (identifier for TRANSACTION
NUMBER), 4-101

U

USER DEFAULTS, 4-102

V

VCH - VOUCHER HEADER SCREEN
INVOICE CURR field, 4-23
LIBRARY field, 4-59
PAY METHOD field, 4-72
PAYMENT CURR field, 4-23
STATUSIine, 5-41, 5-43
VOUCHER #field, 4-113

VCHNO (identifier for VOUCHER NUMBER),

4-113

VEN - VENDOR ADDRESS SCREEN
COUNTRY field, 4-20
SAN field, 8-20

VEN - VENDOR HEADER SCREEN
CLAIM CODE field, 4-14
CODE fidld, 4-104
CURRENCY field, 4-23
LIB ACCT field, 8-20
LIBRARY field, 4-31, 4-59
PAY TYPE fidd, 4-75
STATUSfield, 4-108
TYPE fidd, 4-110
USAGE fidld, 4-112

VEN - VENDOR INQUIRY SCREEN
COMMIT field, 5-65
PRIOR Y EAR column, 5-58
SPENT field, 5-65

VEN - VENDOR NOTES
ORDER METHOD field, 4-67, 8-20
RENWL NOTICE field, 5-28
SHIPTO field, 4-98

Screen Index - 6

VEN - VENDOR SEARCH & RETRIEVAL,
6-14, 7-3, 9-15

VENDOR LABEL PRINTING, 6-12

VENDOR STATUS CODES, 4-107

VENDOR TAPE CHARACTERISTICS
(APPROVAL LOADER PROFILE),
7-20

VENDOR TY PE CODES, 4-109

VENDOR USAGE CODES, 4-111

VENP (VENDOR LABEL PRINTING), 6-12

VENST (identifier for VENDOR STATUS
CODES), 4-107

VENTP (identifier for VENDOR TY PE CODES),
4-109

VENUS (identifier for VENDOR USAGE
CODES), 4-111

VOUCHER NUMBER, 4-113

X

X12 - IMPORTED FILE DISPLAY, 9-11
X12IMP (identifier for X12-IMPORTED FILE
DISPLAY), 9-11

Y

YEAR END PROCESSING CODES, 4-116

YEND (identifier for YEAR END PROCESSING
CODES), 4-116

YENDD (identifier for LAST CLOSE DATE
CODES), 4-114
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Symbols

# (clear field edit command), A-8
#line (option), A-7
on detail screen of setup table, 3-16
. (previous field edit command), A-8
<ENTER>, 1-2
<ESC> edit commands
regular field, A-8
window field, A-10
? (help, field edit command), A-8
?? (code ligt, field edit command), A-8

A

Access Code, see User ID
accumulation fund
Invoice Default Code, 4-47
ACQ.REBAL (Fund Rebalancing Program), 5-63
Acquisitions Calendar Processor
BISAC Ordering Interface, 8-24
Acquisitions to Catalogue Transfer Job
Approva Loader, 7-7
Fiscal Profile, 4-27
action date
Claim Code, 4-13
activate background processor, 5-4
active fund
Fund Status Code, 4-37
active vendor
vendor label printing, 6-13
Vendor Status Code, 4-108
add
setup code, 3-14
add equity
Journal Type Code, 4-56
Add item (option)
initial screen of setup table, 3-14
address
Bill To Code, 4-7
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Country Code, 4-19

Ship To Code, 4-97
adjustmentsinvoice, 4-51
agency, 4-57
allocate funds by copy

Approva Loader, 7-10

Fiscal Profile, 4-25

Location Code, 4-62

User Defaults, 4-106
allocate funds by percentage

Approva Loader, 7-10

Fiscal Profile, 4-25

Location Code, 4-62

User Defaults, 4-106
amount carried forward at year end

Journal Type Code, 4-56
Approva Loader, 2-13, 7-1
Approval Loader Report, 7-11, 7-12, 7-13, 7-26
Approvals Workfile

Approval Loader, 7-7, 7-13
archiving, 5-67

processing jobs, 5-70, 5-74

purge, 5-68

setup, 6-6
archiving for time period, 5-74

setup, 6-9
ARCP (Audit Archive & Purge Jobs), 5-70
ARCT (Archivefor Time Period Jobs), 5-74
arrow keys, A-5
AUTH (Order Condition Code), 4-64
author

Information Source Code, 4-44
author matching

BISAC Ordering Interface, 8-21
authorized request

Order Condition Code, 4-64
autogeneration of claims and cancellations, 5-31
automatic receipts

Approva Loader, 7-12
autoprompting search sequence, 2-6

General Index - 1



General Index

B

B.H. Blackwell (UK)

Approval Loader, 7-16, 7-23
background processor, 5-2

activate, 5-4

de-activate, 5-4
backorder (Report ), 4-89
Baker & Taylor Books

BISAC Ordering Interface, 8-1
Ballen BooksellersInc.

Approva Loader, 7-16, 7-23

barcode receipts

Fiscal Profile, 4-25
base currency

Currency Code, 4-22
basic setup, 2-2

BDS (Cataloguing workfile prefix), 4-27
bibliographic information
Information Source Code, 4-43
Bill To Code, 4-6
Library Code, 4-58
binding code
BISAC Ordering Interface, 8-21
BISAC
Order Confirmation Report, 8-30
Order Generation Job, 8-22
Order Method Code, 4-67
Ordering Interface, 2-13, 8-1
X12 mapping, 9-17
Blackwell N.A.
Approval Loader, 7-23
Book Industry Systems Advisory Committee, see
BISAC
budget amount negative
Fiscal Profile, 4-28

C

Calendar Processor, 5-1

BISAC Ordering Interface, 8-24
Call Number Prefix Code

Location Code, 4-61
CANCEL (Order Condition Code), 4-65
Cancd Code, 4-9

General Index - 2

Report Code, 4-90
cancellation, 5-31
Claim Code, 4-14
cancellation autogeneration, 5-31
Fiscal Profile, 4-27
Cancellation Letter Print Job, 5-30
cancellation letter printing, 6-11
cancellation letter text
Claim Text Code, 4-18
Cancellation Verification Report Job, 5-30
cancelled order/request
Order Condition Code, 4-65
Report Code, 4-89
CANP (Cancellation Letter Print Job), 5-30
CANV (Cancellation Verification Report Job),
5-30
carried forward amount
Journal Type Code, 4-56
Carried Forward Order Report Job
scheduling, 5-52
carry forward the unspent balance
Y ear End Processing Code, 4-117
Catalogue records
Fiscal Profile, 4-26
Cataloguing setup
Call Number Prefix Code, 4-61
Collection Code, 4-61
Institution Code, 4-61
Material Code, 4-103
Sublocation Code, 4-61
cataloguing workfile prefix
Fiscal Profile, 4-27
CC (Claim and Cancellation Generation Job),
5-30
CFOR (Y ear End Discrepancy Report Job), 5-51
CFW (Journal Type Code), 4-56
check (method of payment), 4-71
clam
letter printing, 6-6
transaction number, 4-101
Claim and Cancellation Generation Job, 5-30
claim autogeneration, 5-31
Fiscal Profile, 4-27
Claim Code, 4-12
Approval Loader, 7-8
claim and cancellation processing, 5-30
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User Defaults, 4-104
Claim Letter Print Job, 5-30
Claim Message Code, 4-15
Claim Text Code, 4-17
Claim Verification Report Job, 5-30
clear field (field edit command), A-8
CLMP (Claim Letter Print Job), 5-30
CLMV (Claim Verification Report Job), 5-30
CLOSED (Order Condition Code), 4-65
closed fund

Fund Status Code, 4-37
closed order/request

Order Condition Code, 4-65

Report Code, 4-89
code, 2-3
code description

initial screen of setup table, 3-5
code list

initial screen of setup table, 3-5
code list display (field edit command), A-8
code validation in setup tables, 3-12
Collection Code

Location Code, 4-61
completed order

Order Condition Code, 4-65

Report Code, 4-89
Condition Code, see Order Condition Code
CONFB (BISAC Confirmation Processing Job),

8-23

Confirmation Source Code, 8-13
CONSID (Order Condition Code), 4-64
contact

Bill To Code, 4-7

Ship To Code, 4-97
control numbers, 2-4
copies ordered

User Defaults, 4-105
copy

setup codes, 3-17
Copy (option)

on detail screen of setup table, 3-17
cost prediction for order renewals, 5-22
Country Code, 4-19
Coutts

Approval Loader, 7-23
credit note
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Invoice Type Code, 4-51

Currency Code, 4-21
Approval Loader, 7-9, 7-15, 7-17
Seria Invoice Loader, 9-17
Update Currency Conversion Job, 5-61
User Defaults, 4-105

CUT (Order Condition Code), 4-65

D

date

Fund Period Code, 4-34

next production run, 5-7

on menu screen, A-2

Production Code, 5-10

Year End Close Date Code, 4-114

Y ear End Processing Code, 4-117
de-activate background processor, 5-4
default

codevalue, 2-3
defaults

users, 4-102
Delayed BISAC Processing, 8-25
delete (field edit command), A-8
Delete (option)

on detail screen of setup table, 3-18
deleting

setup codes, 3-18
department

Selector Code, 4-95
deposit account

Fund Type Code, 4-41

Invoice Type Code, 4-51

Payment Type Code, 4-74
DESID (Order Condition Code), 4-65
desiderata

Order Condition Code, 4-65
detail screen of asetup table, 3-7
discarded bibliographic records

Fiscal Profile, 4-26
discount

Invoice Default Code, 4-48
discount percentage

Approva Loader, 7-9
donation fund
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Fund Type Code, 4-41 F
donor

Vendor Type Code, 4-110 Faxon
duplicate checking Approval Loader, 7-23

Approval Loader, 7-11 Serial Invoice Loader, 9-1

field editing, A-7
Field Type Code
E Information Source Code, 4-44
PO Format Field, 4-82
EBSCO Industries File (option)

Serial Invoice Loader, 9-1 detail screen of setup table, 3-8
EDI, 8-1 PO Print Format Code, 4-77
edit asetup code, 3-10 simultaneous users of a setup code, 3-11
edit fields, A-7 filename, X12, 9-11
edit window field, A-9, A-10 financial unit, 4-57
edit-check MARC format of records Fisca Profile, 4-24

Fiscal Profile, 4-26 Fisca Profile 2, 4-30
Electronic Data Interchange, 8-1 fiscal year
electronic orders Year End Processing Code, 4-116

BISAC Ordering Interface, 8-1 function keys, A-9, A-11
electronic transmission fund alocation by copy

Order Method Code, 4-67 Approval Loader, 7-10
encumbrance Fiscal Profile, 4-25

Fiscal Profile, 4-28 Location Code, 4-62
end of year, seeyear end User Defaults, 4-106
enumeration fund allocation by percentage

label, 4-32 Approval Loader, 7-10
EQU (Journal Type Code), 4-56 Fiscal Profile, 4-25
estimated delivery date Location Code, 4-62

Claim Code, 4-13 User Defaults, 4-106
exchange partner Fund Mapping

Ship To Code, 4-97 year end, 5-56

Vendor Type Code, 4-110 Fund Mapping Job, 5-48
exchange rate fund number

Currency Code, 4-22 Approval Loader, 7-9
execute aprocessing job directly, 5-3 format, 4-38
Exit (option) Location Code, 4-62

detail screen of setup table, 3-8 pattern (user permissions), B-2

initial screen of setup table, 3-6 fund overencumbrance

simultaneous users of a setup code, 3-11 Fiscal Profile, 4-28
exit-without-filing warning Fund Period Code, 4-33

Fiscal Profile 2, 4-32 Fund Period Maintenance Job, 5-49

year end, 5-56

Fund Period Maintenance Job, 4-33, 5-48
year end, 5-55, 5-56
fund processing, 5-48
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Fund Rebalancing Program, 5-63
Fund Status Code, 4-36

Fund Structure, 4-38

Fund Type Code, 4-40

FUNMP (Fund Mapping Job), 5-48

G

generate order immediately

Order Condition Code, 4-65
gift

Order Condition Code, 4-65

GIFT (Order Condition Code), 4-65

Goods and Services Tax

Invoice Default Code, 4-47
GST

Invoice Default Code, 4-47

H
help (field edit command), A-8

| dentification Code, see User ID
inactivate aclaim, 5-31
inactive fund

Fund Status Code, 4-37
inactive vendor

Vendor Status Code, 4-108
inadequate supply

Cancd Code, 4-11
inflation rate, 5-21
Information Source Code, 4-42

PO Format Field, 4-82
Information, see Pl/open system
initial screen

acquisitions setup table, 3-5

insert mode (field edit command), A-8

installation-time setup, 2-6
Institution Code
Location Code, 4-61
on menu screen, A-2
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institution name

Library Code, 4-58
interface for BISAC ordering, 8-1
internal table setup, 2-6

International Standard Book Number, see ISBN

Internet

Serial Invoice Loader, 9-7
invoice an item that has not been received

Order Type Code, 4-70
Invoice Default Code, 4-46

year end, 5-56
Invoice Loader, 2-13, 9-1
Invoice Loader Report, 9-20
invoice page and line numbers

Seria Invoice Loader, 9-18
Invoice Type Code, 4-50

Order Type Code, 4-70

Serial Invoice Loader, 9-18
invoice-order Library Code match

Fiscal Profile 2, 4-32
invoice-order price variance

Fiscal Profile, 4-25
invoice-order vendor code match

Fiscal Profile2, 4-31
invoicing not required

Order Type Code, 4-70
ISBN matching

BISAC Ordering Interface, 8-21
ISBN/ISSN

Information Source Code, 4-44
ISBN/ISSN duplicate checking

Approva Loader, 7-11
ISO Currency Code, 4-52
ISO Currency Code (field), 4-22

J

journal entries post dated, 5-54
Journal Entry Number, 4-54
year end, 5-56
Journal Posting Job, 5-46
year end, 5-56
Journal Type Code, 4-55
JRNG (Journal Posting Job), 5-46
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L

labels, 6-1
last cycle check
background processor, 5-4
LCCN
Information Source Code, 4-44
letters, 6-1
library cancellation of order
Cancel Code, 4-10
Library Code, 4-57, B-2
Approva Loader, 7-7
Archiving for Time Period, 6-9
Audit Archiving/Purging, 6-6
Fiscal Profile, 4-28
Fiscal Profile 2, 4-31, 4-32
Fund Period Code, 4-34
Invoice Default Code, 4-47
Seria Invoice Loader, 9-17
User Defaults, 4-103
year end, 5-57
Year End Close Date Code, 4-114
Year End Processing Code, 4-117
Library of Congress Control Number (LCCN)
Information Source Code, 4-44
library system name (on menu screen), A-2
Line by line (option), A-7
Load Data Program, 9-9
loader for approva records, 7-1
loader for seria invoices, 9-1
loading records
Approval Loader, 7-24
Location Code, 4-60
Approval Loader, 7-10
User Defaults, 4-106

M
mail

Order Method Code, 4-67
mailing labels for vendors, 6-12
mapping funds, 5-50
MARC definitions, 2-6

parent record information, 2-6
MARC display labels, 2-6

General Index - 6

MARC fields and subfields
Approva Loader, 7-14, 7-18
Information Source Code, 4-44

MARC format printing
Approval Loader, 7-12

MARC record leader offsets
Information Source Code, 4-45

matching
BISAC Ordering Interface, 8-21

Materia Code
User Defaults, 4-103

menus, 2-14, 2-16
item selection, A-4

message
Claim Message Code, 4-16

mode of transmission
Order Method Code, 4-67

modifying
setup codes, 3-16

money order (method of payment), 4-71

monographic series

default bibliographic information, 2-6

multi-agency library, 4-57
multi-line purchase order
PO Print Format Code, 4-78

N

negative budget amount

Fiscal Profile, 4-28
next field (field edit command), A-8
next journal entry number, 4-54
next purchase order number, 4-87
next request number, 4-91
next transaction number, 4-101
next voucher number, 4-113
NFW (Journal Type Code), 4-56
no longer published

Cancel Code, 4-11
not available

Cancel Code, 4-11
not published

Cancel Code, 4-11
not wanted

Cancel Code, 4-11
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not yet published

Cancd Code, 4-11
notes

Information Source Code, 4-43
number format setup, 2-4
number of copies

Approva Loader, 7-15

User Defaults, 4-105
number of issues

Serial Invoice Loader, 9-20
number of records

initial screen of setup table, 3-5

O

OPAC Quadlifier Code, B-2
OPEN (Order Condition Code), 4-65
open fund

Fund Status Code, 4-37
open order

Order Condition Code, 4-65
option bar, A-5
optionline, A-5

go to (field edit command), A-8

ORDB (BISAC Order Generation Job), 8-22

order
Cancd Code, 4-9
Information Source Code, 4-42
processing, 5-17
order allocation by copy or percentage
Fiscal Profile, 4-25
order amount maximum
Fiscal Profile, 4-27
Order Condition Code, 4-63
Approval Loader, 7-10
BISAC Ordering Interface, 8-21
Report Code, 4-89
User Defaults, 4-105
Order Generation Job, 5-17
BISAC Ordering Interface, 8-22
Order Condition Code, 4-64
Order Method Code, 4-66
BISAC Order Interface, 8-17
order number format, 4-87
order printing
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Approva Loader, 7-12
suppressing, 4-70
order renewal, 5-21
Fiscal Profile2, 4-31
Order Type Code, 4-68
Approva Loader, 7-7
User Defaults, 4-103
ordering location, 4-60
order-invoice Library Code match
Fiscal Profile2, 4-32
order-invoice price variance
Fiscal Profile, 4-25
order-vendor Library Code match
Fiscal Profile2, 4-31
ORDG (Order Generation Job), 5-17
ORDP (Purchase Order Print Job), 5-17
other charges
Invoice Default Code, 4-49
out of print
Cancel Code, 4-11
overencumbrance
Fiscal Profile, 4-28
overtype mode (field edit command), A-8

P

paper copy
Order Method Code, 4-67

partial payment
Invoice Type Code, 4-51
Payment Method Code, 4-71
Invoice Default Code, 4-49
Seria Invoice Loader, 9-18
Payment Type Code, 4-73
Approval Loader, 7-8
User Defaults, 4-104
PER (Fund Period Maintenance Job), 5-48
permissions, B-1
phone
Bill To Code, 4-7
Selector Code, 4-95
Ship To Code, 4-97
Pl/open system
Approva Loader, 7-21
Pl/open system (Approval Loader), 7-21
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PIC identification code

BISAC Ordering Interface, 8-3
PIN identification number

BISAC Ordering Interface, 8-3
PO Confirmation Format Fields, 8-10
PO Format Field, 4-80
PO number format, 4-87
PO number format, default, 4-59
PO Print Format Code, 4-76

BISAC Order Interface, 8-18

Fiscal Profile, 4-25

Library Code, 4-59

Order Method Code, 4-67
Port Code (on menu screen), A-2
post-dated journal entries, 5-54
prepayment

Payment Type Code, 4-74

previousfield (field edit command), A-8

price
Approva Loader, 7-15
Serial Invoice Loader, 9-20
price discrepancy
Fiscal Profile, 4-25
print
cancellation letters, 6-11
claim letters, 6-6

format setup for purchase orders, 2-4

Production Code, 5-13
Print (option)
detail screen of setup table, 3-8
initial screen of setup table, 3-6
print output from processing jobs, 5-3
print purchase orders
Approval Loader, 7-12
Order Type Code, 4-70
print vendor labels, 6-12
Priority Code, 4-84
User Defaults, 4-105
Processing Cycles, 5-7
processing jobs, 5-7, 5-15
run directly, 5-3
Production Code, 5-7
print output of processing job, 5-3
run processing job directly, 5-3
proforma payment
Invoice Type Code, 4-51

General Index - 8

prorate method
Invoice Default Code, 4-47
Seria Invoice Loader, 9-19
publisher
Vendor Type Code, 4-110
publisher matching
BISAC Ordering Interface, 8-21
purchase order
sample page, 4-77
purchase order format, 4-76
Information Source Code, 4-42
Purchase Order Generation Job
Purchase Order Number, 4-87
Purchase Order Number, 4-87
year end, 5-56
Purchase Order Print Job, 5-17
BISAC Ordering Interface, 8-22
vendor label printing, 6-13

Q

Qualifier Code, B-2

R

rebalancing fund amounts, 5-63
receipt transaction number, 4-101
receipts

Approva Loader, 7-12

Invoice Type Code, 4-51
receipts not expected

Order Type Code, 4-69
receive an item that is not on order

Order Type Code, 4-69
regular charges

Invoice Default Code, 4-47, 4-48
regular payment

Invoice Type Code, 4-51

release number of ADVANCE (on menu screen),

A-2
RENEW (Order Condition Code), 4-65
renewal, 5-21
Fiscal Profile2, 4-31
renewed order
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Order Condition Code, 4-65
report

pagination and totals, 4-38, 4-57
Report Code, 4-88

Fiscal Profile2, 4-31

Order Condition Code, 4-65

Serial Invoice Loader, 9-19
report, retaining, 5-5
reporting transaction number, 4-101
reports, 2-12
request

Order Condition Code, 4-64
Request Number, 4-91

year end, 5-56
retaining reports, 5-5
return

transaction number, 4-101
Route ID Code, 4-92
rush order

Priority Code, 4-84
rush processing

Priority Code, 4-84

S

SAN

Bill To Code, 4-8

Ship To Code, 4-97
schedule processing jobs, 5-7
schedule system processes, 2-4
screen design, A-2
screen identifier, 2-14, A-4
scroll options, A-6
Search jump (option)

initial screen of setup table, 3-6
security, 2-13

user permissions, B-1
selector cancellation of order

Cancd Code, 4-10
Selector Code, 4-94

Approval Loader, 7-8

User Defaults, 4-105

sequence in which to complete setup tables, 4-3

Seria Invoice Loader, 2-13, 9-1
Seria Invoice Loader Report, 9-22
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Serials setup tables, 2-10
setup code, 2-3
Setup table, 2-3, 3-4

detail screen, 3-7

initial screen, 3-5
setup tables, 4-1
Ship To Code, 4-96

Approval Loader, 7-10

Library Code, 4-58

User Defaults, 4-106
SICI

Seria Invoice Loader, 9-20
single-line purchase order

PO Print Format Code, 4-78
SISAC

X12 mapping, 9-17
snapshots of funds, 5-49
space bar, A-5
SRNW (Subscription Renewal Job), 5-21
SRVW (Subscription Review Report Job), 5-21
Standard Address Number

Bill To Code, 4-8

Ship To Code, 4-97
stock number

Approva Loader, 7-15
Subject Code, 4-99

Approval Loader, 7-8

User Defaults, 4-104
Sublocation Code

Location Code, 4-61
subscription length

Seria Invoice Loader, 9-20
Subscription Renewal Error Report, 5-29
Subscription Renewal Job, 5-21
Subscription Renewal Summary Report, 5-28
Subscription Review Detailed Report, 5-27
Subscription Review Report Job, 5-21
Subscription Review Summary Report, 5-27
supplemental invoice, 4-51
supplier

Vendor Type Code, 4-110
supressing order printing, 4-70
system printer

Approva Loader, 7-13

Production Code, 5-13

Seria Invoice Loader, 9-21
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system setup, 2-11 unspent amount carried forward at year end
Journal Type Code, 4-56
unspent balance carried forward

T Year End Processing Code, 4-117
o UPCUR (Update Currency Conversion Job), 5-62
tape characteristics Update Currency Conversion Job, 5-62
Approval Loader, 7-20 User Defaults, 4-102
tape conversion service (9-track tape), 9-3 User ID, 4-102, A-3
tax percentage user permissions, B-1

Approva Loader, 7-9
Fiscal Profile, 4-24

taxes \V/

Invoice Default Code, 4-47, 4-48
TCL-leve setup, 2-6 valid tag list
telephone number, see phone Approva Loader, 7-15
time Value Added Tax

next production run, 5-7 Invoice Default Code, 4-47

on menu screen, A-2 VAT

Production Code, 5-10 Invoice Default Code, 4-47
title VCHG (Voucher Generation Job), 5-40

Information Source Code, 4-44 VCHGV (Voucher Verification Report Job), 5-40
title duplicate checking VCHP (Voucher Payment Job), 5-40

Approva Loader, 7-11 VCHPR (Voucher Print Job), 5-40
title matching vendor address

BISAC Ordering Interface, 8-21 Country Code, 4-19
title number vendor cancellation of order

Approva Loader, 7-15 Cancel Code, 4-10
title split/change records vendor change

default bibliographic information, 2-6 Order Condition Code, 4-65
totals Vendor Code

Information Source Code, 4-43 Approval Loader, 7-3
tracking fund Fiscal Profile2, 4-31

Fund Type Code, 4-41 Serial Invoice Loader, 9-15
Transaction Number, 4-101 User Defaults, 4-104

year end, 5-56 vendor label printing, 6-13
transfer Acquisitions information to the catalogue vendor information

Fiscal Profile, 4-28 Information Source Code, 4-43
transfer money between funds vendor label printing, 6-12

Journal Type Code, 4-56 PO Print Format Code, 4-78
TRN (Journa Type Code), 4-56 Vendor Name

vendor label printing, 6-13
Vendor Status Code, 4-107

U vendor title number
) Approval Loader, 7-15
uniVerse system Vendor Type Code, 4-109
Approval Loader, 7-21 Vendor Usage Code, 4-111
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vendor-order Library Code match
Fiscal Profile 2, 4-31
VNDCHG (Order Condition Code), 4-65
volume/part number, 4-32
Voucher Generation Job, 5-40
Voucher Number, 4-113
Voucher Number, 4-113
year end, 5-56
Voucher Payment Job, 5-40
Report Code, 4-89, 4-90
Voucher Print Job, 5-40
voucher production date
Serial Invoice Loader, 9-18
Voucher Verification Report Job, 5-40

wW

window
edit field, A-9, A-10

X

X12

fileloading, 9-11

filename, 9-11

invoices, 9-1

Order Method Code, 4-67
X12.FAXN (Serid Invoice Loader file), 9-8, 9-9
X12.INVC (Seria Invoice Loader file), 9-6, 9-7,

9-8, 9-9

Y

Y ankee Book Peddler

Approval Loader, 7-16, 7-23
year

Year End Processing Code, 4-117
year end

checklists, 5-52, 5-54

Fiscal Profile2, 4-30

Fund Period Code, 4-33

Journal Type Code, 4-56

Voucher Payment Job, 5-43
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Year End Close Date Code, 4-114
Year End Processing Code, 4-116
Year End Close Date Code, 4-114
Y ear End Discrepancy Report Job, 5-51
Y ear End Fund Summary, 5-58
Y ear End Historic Report, 5-58
Year End Processing Code, 4-116
year end processing, 5-55
Year End Processing Job, 5-51
Journal Type Code, 4-56
Year End Close Date Code, 4-114
Year End Processing Code, 4-117
YEND1 (Year End Processing Job), 5-51

YEND?2 (Y ear End Discrepancy Report Job), 5-51
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Reader Comments

Return To:

Library:

Comments:

Your comments and suggestions can help us improve the ADVANCE
documentation. After you have had an opportunity to use the system and
its guides, we would appreciate your comments on the usefulness of this
or any other ADVANCE documentation.

Please write your comments on a photocopy of these pages and, if you
wish, attach additional pages.

ADVANCE Product Development

Geac Canada Limited

11 Allstate Parkway

Suite 300

Markham, Ontario, CANADA L3R 9T8

Library name and address:

Your name and phone number for possible followup:

What did you like best about the document?

What did you like least about the document?

(Please turn page for more.)
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Comments (continued):

Please describe any errors, inconsistencies, or confusing pointsin the
document. (Page numbers are helpful. If you like, write your comments
directly on photocopied pages from the document.)

Did you have any difficulty finding particular topics in the document?

Are there any important topics not covered in the document?

What other suggestions do you have for improving the document?
(Specific examples are helpful.)
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