Guide to the OLE Select
and Acquire Module






Table of Contents

T gL oo 1 1o o PP Xii
1. Accessing Purchasing and Accounts Payable FUNCEIONS ...........ccuuuiiiiiiiiiiiiii e 1
2. BAICN PrOCESSES ... iituietieeti ettt ettt e et et e et e et e e e e e et e e e et eean s 2
3. Ordering Materials: Standard Transactional E-DOCS ...........veiieriiiieiiiiiieeiiiie e 3
REQUISITION SEAICH ...t 3
LOOKUD HEIPD et 3
REGUISITION ..ttt ettt e ettt e ettt e et e et e e e e a e e e enb e ees 4
GELLING SEAMEH ...eeeeeeeit e ettt et 4
DOCUMENE LBYOUL ......eieiiieteeet ettt et e r e e e r e e eea e ees 5
PrOCESS OVEIVIEW ...ttt ettt ettt e et e e e e e e b 24
PUrchase Order SEaICN .......... i e 31
LOOKUD HEIPD et et e e 31
PUICNESE OFTEN ....eeeeeee ettt e e e 32
DOCUMENE LEYOUL ......neetiiitee ettt et e e e 33
PrOCESS OVEIVIBIW ...ttt et ettt et e e e e e b 48
PUrchase Order AMENG ...... .ot ettt e et e e et e e e eaa e eees 55
DOCUMENE LEYOUL ......neetiiitee ettt et e e e 56
PrOCESS OVEIVIEW ..ottt ettt e et e e e e e e b 56
Purchase Order Payment HOId .........ooiiiiiii e 59
DOCUMENE LEYOUL ......neetiiitee ettt et e e e 59
PrOCESS OVEIVIEW ...ttt ettt ettt e et e e e e e b 60
Purchase Order Remove Payment HOI ............ovoiiiiiiiiiiiic e 61
DOCUMENE LEYOUL ......neetiiitee ettt et e e e 62
PrOCESS OVEIVIEW ...ttt ettt ettt e et e e e e e b 62
PUIChEse Order VOId ......ccoeeieiiii ettt et 64
DOCUMENE LEYOUL ......neetiiitee ettt et e e e 64
PrOCESS OVEIVIEW ...ttt ettt ettt e et e e e e e b 65
PUIChESE Order ClIOSE ...ttt et 66
DOCUMENE LBYOUL ......eeetiiiiie et ettt e e e e 67
PrOCESS OVEIVIEIW ...ttt ettt e e e e e e e b 67
PUrChase Order REOPEN .......iiiii ettt ettt et e et eeenaas 68
DOCUMENE LBYOUL ......eeetiiiiie et ettt e e e e 68
PrOCESS OVEIVIEIW ...ttt ettt e e e e e e e b 70
Order HOlAING QUEUE ... .oiiiieeeit ettt e et e e e e e e b 71
4. Paying for Materials: Standard Transactional E-DOCS ............ueiiiiiiieeiiiiieecii e 74
[INVOICE SEAICH ..o e e e e eens 74
LOOKUD HEIPD et et e e 74
1Yot PP 75
DOCUMENE LBYOUL ...ttt ettt r e e 76
PrOCESS OVEIVIBW ..ottt ettt ettt ettt e e e e e e e e b 86
Vendor Credit MEmMO SEAICH ........iiiiiiiieei e e 90
LOOKUD HEIPD et et e e 91
VeNOr Credit MEIMO ... .coeei ettt e e e e e e et e e eenaaeaees 92
DOCUMENE LBYOUL ...ttt ettt e r e e 92
PrOCESS OVEIVIEW ...ttt ettt e et e et eeerea s 101
EXBIMPIE . e e e 106
Payment REQUESE SEAICN .......uuiiiiii e 107
LOOKUD HEIPD ettt e 107
Payment REGUESE ... o 108
Search for Purchase Order NUMDEN'S .......cooiiiiiiiiiiee e 108
DOCUMENE LEYOUL ......uiietiiiie ettt 109




Guide to the OLE Select

and Acquire Module

PrOCESS OVEIVIEW ...eivtiieeiiii ettt e et e et e et e e e et e e e eaen s 120

5. Receiving Materials. Standard Transactional E-dOCS .......cc.veviiiiiiiiiiiii e 130
Monograph RECEIVING SEAICN .....ccuuu i e e e e aeas 130
[0 T0) W o I = o U 130
Monograph Receiving (Line [tem RECAIVING) ....cvvviiiiiiiieciii e e e 131
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 132
PrOCESS OVEIVIEW ...eiviiieeiiii et e e e e e e e et e e e e et e e e eaen s 138
L0 1\ L)1 140
Claim Response Information (UPAate) ..........eeviniiiiiiiiiii e e e e e e e e e e 141
PrOCESS OVEIVIEW ...eiviiieeiiii et e e e e e e e et e e e e et e e e eaen s 142
Receiving and Claiming QUEUE ........c.uuiiiiniiiie e e e e e e e e e et e e e e aaes 143
RECEIVE ...t 144
(@1 (L o L oo [P 145

Y SR 145
RECEIVE AN PaAY .. .ooviiiii i 146

L T o USRI 147
Serials RECAIVING TranSACiON ......ccuuiiiiiiiiii e e e e e e e e e e e e e e anaeeees 148
LT 11110 S = 1 =0 [N 149
DOCUMENE OVEIVIEW ...t e et e et e et e e ettt e e e et e e e et e e e e et e e eeaan s 153
PrOCESS OVEIVIEW ...eiviiieeiiii et e e e e e e e et e e e e et e e e eaen s 156

T 1 0o S PSUPP 161
LT 0= I o (o1 P 161
010 To B oo (U o P 162
SEACH RESUITS .vueeiiii e 163
Flexible OffSat OPtiONS ......iiviiii e e e e e e e e e aanas 164
Flexible Banking Off SELS ... .cuuiiiii i e e e e e 164
Flexible OffSats by ACCOUNE ......cvuiiiii e e e 165
Budget AdIUSIMENT SEAICH ......coviiii e e 166
BUAGEL AQJUSIMENT .. ceeeiiie e e e e e e e e e e e e e e anas 166
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 166
PrOCESS OVEIVIEW ...eiviiieeiiii ettt e e e et e e e et e e e et eeeeaen s 169
Transfer of FUNAS SEAICH ......iiii e 172
Transfer Of FUNGS .....oovuiiiii e e e e e et e e e aeen s 172
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 173
PrOCESS OVEIVIEW ...eiviiieeiiii ettt e e e et e e e et e e e et eeeeaen s 173

A I o= 0 S g o [ @Y= = 177
LICENSING E-UOCUMENES ....cevniiii i ee e e e e e e e e e e et e e e e e e et e e et e e et e e e eeanns 177
8. Standard LiCensiNg E-DOCS ......ccuuiiiiiiiiii e e 179
F N | 1= 011 o | PP TPPRP 179
Initiate License WOrKFIOW .......uuiiiiii it e e e e e 179
(Yo =g o 1= 180
LT 11110 S = 1 =0 [N 180
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 180
BUSINESS RUIES ...t e et e e e e eaees 185

[ 0111 o 185

= g F=To (ol @ a7 o L P 192
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 192
PrOCESS OVEIVIEW ...eiviiieeiiii et e et e et e e et e e e e e e e e eren s 193

LS Y= 0T Lo PP 195
V2= 0T (o) = SRR 195
Special Navigation FEALUIES ........cciviiii e e e eaaas 195
Document Layout (for Create New Vendor & Create Division) .........cceeevveviineennnnnnn. 197
PrOCESS OVEIVIEW ...eivtiieeiiii ettt e et e et e e et e e e et e e e e eren s 212
VENAOIS SEAICH ...t e e e e et e e et e e e 213




Guide to the OLE Select

and Acquire Module

[0 T0) W o I = o U 213
10. Electronic Resources. Standard Transactional DOCUMENES .........vvvevviieeiiiineeieiineeeeiineeeeennns 215
E-RESOUICE ...ttt ettt e e 215
LT 11110 S = 1 =0 [N 215
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 216
PrOCESS OVEIVIEW ...eiviiieeiiii ettt e e et e et e e et e e e et e e e eren s 231
E-RESOUICE SEAICK ...evviiiiii et e et e e 233
PrOCESS OVEIVIEW ...eiviiieeiiii et e e e e e e e et e e e e et e e e eaen s 233
N O 1 0T o o PP 235
(07 o [ =00 (=P 235
LT 11110 S = 1 =0 [N 235
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 235
PrOCESS OVEIVIEW ...eiviiieeiiii et e e e e e e e et e e e e et e e e eaen s 238
INVOICE LOBA DELAIIS ...t e et a e s 239
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 239
12. All Acquisitions RECOrAS (SEAICNES) ...ccuvuiiiii i e e e 240
ACQUISITIONS SEAICH .. ovvi i e e 240
[0 T0) W o I = o 240
G T = o] ST 242
AVEAITADIE BAIBNCES ......viiieii e 242
[0 T0! U o @ 11 (= 1 - PN 242
SEACH RESUITS ..veeeiii e 243

Query Available Account Balances: Requisition (Purchase Order, Payment Request)
[T TC N = PSP 243
CaSh BalBNCES ...t e e aaae 244
[0 T0! (U o @ 1) (= 1 - PN 245
SEACH RESUITS .eeeeiii e 245
OrganiZation REVIEIW ........cciuuiiiiiei et e e e e e e et e et e et e e et e eanas 245
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 246
(1= 1= = o) o 249
PrOCESS OVEIVIEW ...eiviiieeiiii ettt e e e et e e e et e e e et eeeeaen s 250
14. Others: Additional Select/Acquire Standard Transactional Documents...........cccoeevvvveeevneennnn. 252
Dishursement VOUCKHET .........iiiiiiii e e 252
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 253
PrOCESS OVEIVIEW ...eiviiieeiiii ettt e e e et e e e et e e e et eeeeaen s 256
Distribution of INCOME aNd EXPENSE .. .c.vuiiiiiiii e e e e e e e e e e e e e eaaeens 259
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 259
PrOCESS OVEIVIEW ...eiviiieeeiii ettt e e e e ettt e e e et e e e et e e e eren s 260
Donor Annual Stewardship REPOM .......ciuiiiii e e e e e e e eaa s 261
Donor ENcUMbBEred REPOIT ........ciiiiieii e e et e e 262
General Ledger INrOAUCTION ..........iiiiiiii e e e e e e e e e e e e e aanaees 263
GL Inquiries; BasiC INfOrMAatioN .........couuiiiiiieiiii i e e e e e e e e e e e aanees 265
Entering LOOKUP Criterial .......iiii i e e e e e e e e e eaaas 265
Meaning of Dollar ACCUMUIBIONS .........uiiiiiieiie e e e e e e e e e e aaaes 266
[ ] o 01 o PP 266
Include or Exclude Pending Entries, Unapproved Entries, and GL Entries.................. 267
General Error COMMECHION .......ieiiiii ettt e e e e et e e e et eeaera s 268
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 268
PrOCESS OVEIVIEW ...eivtiieeiiii ettt e et e et e e et e e e et e e e e eren s 269
EXAIMPIE e 271
General Ledger CorreCtion PrOCESS .......civvuiiii i e s 272
AccoUNtiNg CYCIE FIlES ... 272
GENEral LeAgEr ENIY ..oiiiiii e e e e e e e e e e e e e e e e e e e ae 274
[0 T0! (U o O 1) (= 1 - PN 274




Guide to the OLE Select

and Acquire Module

SEACH RESUITS .vuieeiii e 275
Pre-ENCUMDIEINCE ....vuiiieiii et e et e e et e e e et e e e era e 275
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 275
PrOCESS OVEIVIEW ...eiviiieeiiii ettt e e et e et e e et e e e et e e e eren s 276

== =0 T = o PPR 278
Year ENd E-DOC BUSINESS RUIES .......cvvviiiciiiiii e 279

Year ENd E-DOC ROULING ....cvvniiiiicie et e e e e e e e e e eens 279
Initiating a Year-ENd DOCUMENT ........c.uiiiiiiiiiiie e e e e e 279

15. StANdard COA E-DOCS ....uueieiiiiet ittt e ettt e e e et s e e et e e e et e e e e et e e e e et es 281
Managing COA DOCUMENES ......uueiiieiiieeii et e et e e e e et e e st e e st e e eat e e s e esteesanaeeanaeenes 281
Initiating Chart of ACCOUNt SETUCLUIES ......covvniiii e 282
Creating Funds: OLE Chart of ACCOUNES .......ccvuiiiiiiiiiieie e 282
GlODAl COA DOCUMENES ....eeeeiteeeeeii e e e ettt s e e et e e e et e e e eett s e e eeta e e eeeteaeeeettaeeeetenaaeeees 283
Edit List OF XXX Tah ouiiieiii e e 284

F o oo 1 | PP UPTPTPRIN 285
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 286
PrOCESS OVEIVIEW ...eiviiieeiiii et e e e e e e e et e e e e et e e e eaen s 293
ACCOUNE GIODEL ... it e e e e e e e e 295
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 296
PrOCESS OVEIVIEW ...eiviiieeiiii et e e e e e e e et e e e e et e e e eaen s 297
L0 OSSPSR 299
DOCUMENT LAYOUL ..euetiiieie ettt e e e e e e e aneen 300
Implementation INfOrMELION ...........iiiiieie e e 301

L@ o= B o o |- S 302
DOCUMENT LAYOUL ...euiiiii it e e e e e e e e aeaneen 302
PrOCESS OVEIVIEW ...eiviiieeeiii ettt e e e ettt e e et e e e et e e e e eren s 304
Implementation INfOrMELION ...........iiiiieie e e 305
Object Code GIODEl .......ceuiieiii e 305
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 306
PrOCESS OVEIVIEW ...eiviiieeiiii ettt e e e et e e e et e e e et eeeeaen s 307

L@ o= 4 114 (o) [N 309
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 310
PrOCESS OVEIVIEW ...eiviiieeiiii ettt e e e et e e e et e e e et eeeeaen s 311
Implementation INFOrMELEION ..........uiiiiiiiii e e e e 312

0= ox A 0o 313
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 313
PrOCESS OVEIVIEW ...eiviiieeeiii ettt e e e e ettt e e e et e e e et e e e eren s 314
BUSINESS RUIES ...t e e e eaa e e eaees 314

[ 0111 o P 314

IS o o olo 1 | PP 314
DOCUMENT LAYOUL ..vuitiii it e et e e e a e e e e e en 315
PrOCESS OVEIVIEW ...eiviiieeeiii ettt e e e e ettt e e e et e e e et e e e eren s 316

ST 0O o 1= B oo L= P 317
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 318
PrOCESS OVEIVIEW ...eiviiieeiiii et e et e et e e et e e e e e e e e eren s 319
Sub-Object Code GIODEAl ........c.uiiii e 320
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 321
PrOCESS OVEIVIEW ...eiviiieeiiii et e et e et e e et e e e e e e e e eren s 322
RS o Lo s o TH Y = 01 = 324
DOCUMENE LAYOUL ..eueiiie ittt e e e e e e e ae e en 325

16. COA Attribute MaintenanCe E-DOCS ...........uuuiiiieiiieiiiiii et e e e eaeen 326
YN ool 18 | A I3/ o= R PP 326
DOCUMENE LAYOUL ..eueiiie ittt e e e e e e e ae e en 327
ACCOUNEING PEIOA .. .ot e e e e e e e e e e an s 327

Vi



Guide to the OLE Select

and Acquire Module

DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 327

2T = 10T Y/ o 328
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 328
BasiC ACCOUNLING CalOJOIY ....uuiiineiiiieeii et e e e e st e e e e e e et e e et e e e e et e et eeean e eannas 329
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 329
Budget Aggregation COOE .......c.uuiiiiiiiii e e e e e e e e e e 330
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 330
............................................................................................................................ 330
0100 1] (U PP 330
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 331

(@ o)1= X010’ o] [T = 1 [0 o RSN 331
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 332

L@ o= o =Y 332
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 333

L@ o= o ST o 1Y o1 T 333
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 334

L@ o= A 1N o1 T 334
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 335

L@ g0 g 114 (o) [N 1N/ o1 Y 335
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 336
RESIICIEA SEALUS ....eevvieeeeii e et e e et e e et e e e et e e e eaen s 336
DOCUMENT LAYOUL ..euetiiieie ettt e e e e e e e aneen 337
Stewardship REQUITEMENE .......iiiieii e e e e e e e e e e e e e e e e et e e et e e eaaaeeaaeees 337
DOCUMENT LAYOUL ...euiiiii it e e e e e e e e aeaneen 338

ST o W 7 (01U o T 338
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 339
SUD-FUNO GrOUD Ty . ittieiiiieiie et e et e e e e e e e e e e et e et e e et e e et e e et e eaaneaaanaes 340
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 340
Sufficient FUNAS ChECK TYPE c.vuiiii e e e e 340
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 341
SUFFICIENE FUNAS COOE ... . eiieii et e e e aa e e eaenns 341
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 342

17. Vendor Attribute MaintenanCe E-DOCS ............uiieiiiiiiieiiiie e 343
Y0 [0 11T 1Y o1 T 343
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 344
L= 101 1L PP 344
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 345

(004 |0 B 1Y/ o PP RPRPPRPRN 346
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 346

(0004 1= oM 1Y =70 1= PP RPN 347
DOCUMENT LAYOUL ..vuitiii it e et e e e a e e e e e en 347

L0 S0 U o TP 348
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 348

s Y001 = 40 S 1Y < PPN 348
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 349
10 LT I o T 350
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 350
ShippIiNg PayMeEnt TEIMIS ...ouuuiii et e e e e e e e e e e e et e e et e e et eeanaees 350
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 351
Shipping Special CoNAITIONS .........iiiuiiiiiiei e e e e e e e e aaaees 351
DOCUMENE LAYOUL ..eueiiie ittt e e e e e e e ae e en 352

S T o ] oo T I 352
DOCUMENE LAYOUL ..eueiiie ittt e e e e e e e ae e en 353
SUPPIET DIVEISITY ovuiiiii it e e e e e e e e e et e et e e e aeas 353

Vii



Guide to the OLE Select

and Acquire Module

DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 354
VeNdor [NBCHIVE REBSOM .......uuuiiiiiii et e e et e et e e e ate e e eaenns 354
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 355
VeNdor SEACH AlIBS TYPE covuuiiiiei e e e e e e e e e aaaeees 355
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 356
Vendor TranSMISSION FOMMEL .........uuuiiiiiiiiei it e e e e eaan e eeaees 356
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 357
Vendor TranSMiSSION TYPE ..u.ciuu i eiii e e et e e e e e e e e e e e e e e et e e st e et e e et e eanaeeees 357
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 358

18. Lookup (Account Delegate) MaintenanCe E-DOCS ..........ccuiviiiiiiiiiieiii e e e e e 359
ACCOUNE DEIEGALE . .ovniii e e e e e e e e e e 359
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 360
PrOCESS OVEIVIEW ...eiviiieeiiii et e e e e e e e et e e e e et e e e eaen s 361
Account Delegate GIObal ..........couuiiiiiiii 361
Creating New Global from SCratCh ..........c.oooiiiiiiiiii e, 361
Creating New Global from Model ..........c.ooiiiiiiiiiii e 362
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 362
PrOCESS OVEIVIEW ...eiviiieeiiii et e e e e e e e et e e e e et e e e eaen s 364
Account Delegate Global From Model .........ccoeiiiiiiiiii e 365
Account Delegate MOGE ..........iiiiiiii e e 365
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 365
PrOCESS OVEIVIEW ...eiviiieeiiii et e e e e e e e e et e e e et e e e e eren s 368

19. E-Acquisitions Maintenance DOCUMENES ..........uiiuuieiiiieeiiieeiie e e eeeae e e e e e e et e e et e eaneees 369
Y eiwrc S oo 1o PP 369
DOCUMENT LAYOUL ...euiiiii it e e e e e e e e aeaneen 370

A CCESS Ty I ittt ittt et 370
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 371
AQreemMENt DOCUMENT TV P8 1. ittt e e e e e enes 371
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 372
Agreement MEINO ........cooiiiiii e e 372
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 373
AGrEEIMENT SEBLUS ....etitiititiee it e e e e e et e e e r e e anees 373
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 374

F NS 1= 00T oA 1N o= PP 374
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 374

PN T 11 0= 011 o T 1N TP 375
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 376
L0411 01 A 1Y/ 0= 376
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 377
E-RESOUICE SEBLUS .....ieieiieiiiei et et et e e e e e e e e e en e enns 377
DOCUMENT LAYOUL ..vuitiii it e et e e e a e e e e e en 378
License ReqUESE CUITENt LOCAION ... ..uuuiiiieeiiieiiii e ee e e e e e e e e e e e e e e e e eenas 378
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 379
LiCENSE REQUESE SEALUS ....uivvniiiieiitieeii e et e e e s e e e e e e e et s e et e e et e e e et e e aan e e et aeeaneaannaees 379
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 380

Lo =gl o [01=S 1Y/ o N 380
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 381

I To = ot T To [ == o U] = 101 0| S 381
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 382

= == T Y/ o= P 382
DOCUMENE LAYOUL ..eueiiie ittt e e e e e e e ae e en 383
0 G 0 SIS w0 o] S 383
DOCUMENE LAYOUL ..eueiiie ittt e e e e e e e ae e en 384
0 = o I Y/ o= PP 384




Guide to the OLE Select

and Acquire Module

DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 385

s Y101 o Y o< PRSPPI 385
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 386
RS [0 1=S o ¢ Y/ 386
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 387

20. Select & Acquire Admin MaintenanCe E-DOCS ..........covueiiiieiiiiiciiie e e e e e e 388
2 PP 389
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 389
Implementation INfOrMELION ...........iiiiiiiie e e e 391
T T o AN (o =S 391
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 391
T TH o7 o 392
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 392
CanCallation REASON ........uuuieiiiiii et e et e e et e e et e e 393
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 393

L@ = OSSP 394
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 394
(O 0oy YA Y/ o TR 395
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 395
Delivery Required Date REASON ........cccuuiiiiiiiiiii e e e e e e e e 396
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 396

[ 0] 3 o PP PTPRTN 396
DOCUMENT LAYOUL ..euetiiieie ettt e e e e e e e aneen 397

(o= oo TN Y/ o= PP 398
DOCUMENT LAYOUL ...euiiiii it e e e e e e e e aeaneen 398
(e 7= 010 T - (= 398
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 399
INVOICE SUD Ty DB itniiii ettt e e e e e e e e e e e e e e et e e et e e et e e et e e aaneeeens 399
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 400

F 1Yo Lot =T I o T 400
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 401

11 I OF 0 o] Y P 401
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 402

11 0 0T 1N o= PP 402
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 403
Method Of PO TranSMiSSION .....eieiiiiiiiiiisee et e et ettt e e et e e et e e et s e e eeaa e eeeeans 403
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 404

L0 (I Y/ o PPN 404
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 405

(O 0 = G Y/ o= 405
DOCUMENT LAYOUL ..vuitiii it e et e e e a e e e e e en 406
Payment MEthOd ........co.uiiiiiii e e e e e e e e 406
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 407
RECUITING PayMENt TYPE c.vuiiiiieii i eiie et e e e e et e e e e e e e e et s e et e e aaeeeanns 407
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 408
REQUESE SOUICE Ty 08 vttt ettt e e e e e e e e ans 408
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 409
SENSITIVE DAEA ..vvueieeiiie e 409
DOCUMENT LAYOUL ..eueniiie it e e e e e a e e e e e en 410
Electronic INvoice [teM MapPiNg .....c.ueiiiiiii e e e e e e e e e e e e eeaas 410
DOCUMENE LAYOUL ..eueiiie ittt e e e e e e e ae e en 410

0] 01T | PP 411
DOCUMENE LAYOUL ..eueiiie ittt e e e e e e e ae e en 412
FUNGING SOUMCE ... iiiiieii ettt e e e e e e e e e e e e et e e et eeanaeeees 412




Guide to the OLE Select

and Acquire Module

DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 413

[TEM PrICE SOUMCE ...eevviieiiii ettt e et e e et e e et e e e e b e e e eban s 413
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 414

[tem REASON AU ......uuiiiiiii e 414
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 415
Negative Payment Request Approval Limit .........ooiviiiiiiiiiiicie e 415
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 416
OrganiZation PalraMELEr ...........ccuueiiiiieiiie e e et e e e e e e e e e e et e e et e e et e e et e e raaeeanaes 416
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 417
Payment Request Auto APProve EXCIUSIONS .........ccvuiiiiiiiiiiiii e 417
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 418
Purchase Order ContraCt LanQUBOE .........evvuneiiiieiiii e e e e e e e e e e e e et e e e e eens 418
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 419
PUrChase Order 1TEM SEAEUS .....eveeiie et e et e e e e e et e e e eaanns 419
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 420
Purchase Order Vendor ChOICE ........couuuiiiiiiiii e e s 420
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 421
RECEIVING AGAIrESS ... e e e e e eaens 421
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 422
ReCaiVING Threshold ........ooouniii e e e e e e e 423
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 423
Recurring Payment FrEQUENCY ......cvvuiiiiieiie et e e e e e e e e e et eeaneeees 424
DOCUMENT LAYOUL ..euetiiieie ettt e e e e e e e aneen 424
REQUISITION SOUICE ...eviiiiiice et e e e e e e e e e e e et e et e e e e e ean s 425
DOCUMENT LAYOUL ...euiiiii it e e e e e e e e aeaneen 425
RO e 426
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 426
Disbursement Voucher Payment REASON ........cc.uiiiiiieiiiieiiieeiiieee e e e e e e eei e eaneens 426
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 427
Fiscal Year FUNCEION CONIIOl .......uuuiiiiiiiee it e e et e e e e e e e eaa s 427
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 428
FUNCEION CONEITOL COOR ... eeeetiie ettt ettt ettt e et e e e e e e e e aaa e e eenens 428
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 429

(@ = A D= 1011 Lo o [P 429
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 430
OrganiZation REVEISION ......ciuuiiiii it e et e e e e e e e e e e e et e e et e e et e e et e e aan e eanaas 430
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 431
PrOCESS OVEIVIEW ...eiviiieeeiii ettt e e e e ettt e e e et e e e et e e e eren s 435
Organization REVEISION CalBUONY .....cvuueiiiieeiieeeiieeie e e e e e e e e e e e e e st e et e eaaeaaenns 436
DOCUMENT LAYOUL ..vuitiii it e et e e e a e e e e e en 436
Organization Reversion Global .............oiiiiiiiiii e 437
DOCUMENT LAYOUL ..vuitiii it e et e e e a e e e e e en 438
PrOCESS OVEIVIEW ...eiviiieeiiii et e et e et e e et e e e e e e e e eren s 442

21, Pre-Dishursement PrOCESSOr .......ciieuu i ieiertieetetineeeettn e eeetis e e e et e e e et s e e aet e e eaetaeeeatnaeas 443
PDP-Generated General Ledger ENries .....co.v i e e 444
PDP and Flexible Bank SPeCifiCation ..........ccuviiiiiiiiieeii e e e e 444
Flexible Bank Specification Parameters ..........oovvvveeiiiieiiie e e e e e 444
Setting the Bank Code for @ TranSaCtion ...........ccceuuveviiiiiiiieeiii e 444

PDP Disbursements and Bank COUES ...........uveiiiiiiiiiiiiiieeeiii e e e 445
Canceling and Re-1ssuing Payments with Flexible Bank Specification ....................... 445

PDP General Ledger Entries with Flexible Bank Specification ...............ccooevvieeinnnnn. 445

PDP BatCh JOBS ... 446
Accounting Change COOE .......c.uuiiiiiiiiie e e e e e e e e an e eeen 447
DOCUMENE LAYOUL ..eueiiie ittt e e e e e e e ae e en 448




Guide to the OLE Select

and Acquire Module

ACH BaNK ..t e et a et a et aae 449
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 449
ACH TranSaCtion COOE ... .ceeuueieiiiiiie ettt et e e et e e e et e e e eate e e eeatenaeaenes 450
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 451
ACH TranSaCtioN TYPE ovvueiiieeiie e et et e et e e e e e e e e e e e r e et e e e e e et e e eanaeeanaes 451
DOCUMENT LAYOUL ...euiniiiiie et e e e e e e e e e e e en 452

@0 o]0 1= B o1 U 452
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 453
Implementation INfOrMELION ...........iiiiiiiie e e e 457
Disbursement NUMDEr RANGE ......uuiiiiiiiiii e e e e e 457
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 458

DTS o0 1= 0= | N N/ o= P 458
DOCUMENT LAYOUL ..eueniii it e e e e e e a e e e e e en 459
FOrmat CheCKS/ACH ... e et e e e e e e eae e e e 459
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 460
PrOCESS OVEIVIEW ...eiviiieeiiii et e e e e e e e et e e e e et e e e eaen s 462
FOMMEL RESEL ... .eeeeiie ettt e e e e e e e e e e e e eanas 463
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 463
FOIMEL SUMIMIY et e e e e e e e aas 464
DOCUMENT LAYOUL ...euetiieie ettt e e a e e e e e en 464
PayEe ACH ACCOUNL ....eeitiiie e e e e e e e e en 464
DOCUMENT LAYOUL ..euetiiieie ettt e e e e e e e aneen 465

P BB Ty I8 e ittt 466
DOCUMENT LAYOUL ...euiiiii it e e e e e e e e aeaneen 466
Payment Bank HiStOTY ... .c.uiiiiii e e e e e eens 467
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 467
Payment ChanQe ......ocvuiiiii e e e e 468
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 468
Payment File Batch Upload ..........ccoouiiiiiiiii e e 469
Upload @ FIlE O PDP ... e aa e 469

PDP Payment Upload File FOMEL ..........couviiiiiiiiiiiccie e e 470

s Y101 o Y o PR 472
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 472
PaYMENE SLALUS ....eiiii it 473
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 473
Search for Batch (BatCh LOOKUD) .. ..vuiiiiiiiiiici e ea e 474
DOCUMENT LAYOUL ..eueniie ittt e et e e e e e e ae e en 474
PrOCESS OVEIVIEW ...eiviiieeeiii ettt e e e e ettt e e e et e e e et e e e eren s 475
SearCh fOr PayMeENt .......coouiiii e 477
DOCUMENT LAYOUL ..vuitiii it e et e e e a e e e e e en 477
Taking ACtion 0N PaymMeNtS ........ccuuiiiiiiiiii e e e e e 485

7 AN o] o= 410 N 489
Terms and DEfINITIONS ... .coouuiieiiii e e e e et e e 489
Select ANd ACQUITE ROIES .....iiii i e 491
Maintenance Documents Permissions and ROULING .........ccuuveviiiieiineiiiiieeiieeei e e, 494
S 1010 L= @00 495
Sample Chart/ACCOUNt COUES .......cvvuiiiiieiii e e e e 495
Chart Codes with related Accounts/Object codes: BUDGETS..........ccocevvveviieeinnnnn, 495
Sample Library (OLE) OrganiZations ...........cccuuieiuiieiinieiiineeiieeciieesaeeeaeeeaieeannnss 498
DOCUMENE SEBLUSES ... eeeeeieeie ettt ettt e e e e e et e e e en e e e e e e e e e eaeennees 498
PUIChase Order SEAIUSES ... .cevvvieeiiii et e e et e e et e eeeainnaeeees 498
Payment REQUESE SEBLUSES .....uviiiiii i e e e e e e e e aaes 499
LiNKEO RESOUICES .....eiiiiiieeeiiie ettt e et s et e et e et e e e ettt e e e et s e e eaan e e e eaen e eeeanes 500

Xi



Introduction

This guide providesinformation about using Select and Acquire functions. The Select and Acquire module
encompasses selection, purchasing, receiving, and payment for all library materials, both print and
electronic. Full financial and budgeting structures, batch importing of vendor and bibliographic recors,
and tools supporting the lifecycle of electronic recourses are incorporated in the module.

Note

To learn more about the Select and Acquire Module, see the Select and Acquire Overview on the
OLE Documentation Portal.

This guide is organized to follow the layout of the Select/Acquire tab followed by the Licensing tab.
Please note there is a dight difference in Select/Acquire documentation. To follow the workflow, the
documentation covers Order, Paying, Receiving and then returns to addressing each submenu in columns.

Order provides access to the requisitions, purchase orders, and the order holding queue. Usersinitiate
reguisitions which become purchase orders sent to vendors.

Paying provides access to invoices and credit memos. Users are able to invoice vendors or receive
money back viathe credit memo.

Receiving provides access to mongraphic and serial receiving.
Fund allows users to manage library funds.

Acquisition provides access to search and edit payment requests, create general error corrections and
disbursement vouchers, and search and edit E-Resources.

Chart of Accountscontainsthe maintenance documents associated with the chart of accountsdocuments.

Lookup and Maintenance provides access to the chart of accounts documents: accounts, subaccounts,
organizations, objects and subobjects.

Vendor provides access to vendor records as well as to search bibliographic records and acquisition
documents.

Vendor (2nd submenu) contains the maintenance documents associated with the vendor document.
Import provides access to import batch marc and vendor files and view reports of these oads.

Purchasing/Accounts Payable contains the maintenance documents associated with ordering, paying,
receiving, and e-resources as well as general ledger entry and available balances |ookups.

On the Licensing tab:

Licensing provides access to the license request document.
Licensing Admin contains the maintenance documents associated with license requests.

Agreement Admin contains the mai ntenance documents associated with agreements.

These sections are divided into subsections covering individual functions. For each function, the applicable
subsection presents a breadcrumb trail showing how to access the function and information on the layout
and fields on the related screen(s). As appropriate, some subsections include business rules and routing
information for e-docs and/or special instructions for performing activities.
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Introduction

Note

In order to work efficiently in the system’s Select/Acquire and Licensing screens, you need to
understand the basics of the user interface. For information and instructions on logging on and
off, navigating, understanding the components of screens, and performing basic operationsin the
screens, see the OLE Basic Functionality and Key Concepts.

This guide as well as guides to other OLE modules are available for download from the OLE
Documentation Portal.

Tip

Bookmark any page within OLE. Thiswill allow you to easily navigate back to an interface or
e-doc in one click, just log in.
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Chapter 1. Accessing Purchasing and
Accounts Payable Functions

The Kuali OLE Purchasing and Accounts Payable module includes several e-docsto help your ingtitution
manage its procurement processes. Kuali OLE users may initiate Requisition e-docs to request that orders
be placed for goods or services. Fully approved Requisition e-docs are then processed by departmental
staff and then become purchase orders (POs). Under certain conditions (specified by your institution's
business rules in Kuali OLE), fully approved requisitions may become POs automatically without any
additional processing.

Each PO is an officia request for goods or services to a specified vendor for an agreed-upon cost. After
goods are delivered or services rendered, Kuali OLE allows for the processing of vendor invoices through
the Payment Request e-doc, which applies full or partial payment against a PO. Credits received from
vendors may also be processed on a Credit Memo e-doc. Both payments and credit memos may then be
applied to outstanding invoices when payment is due.

Purchasing and Accounts Payable e-docs are accessible from the Select/Acquire tab.




Chapter 2. Batch Processes

Users do not interact directly with OLE batch processes, but some users want to understand how these
processes keep the data base up to date. For users who are interested, the following table summarizes the
functions of the system’s Purchasing/Accounts Payable batch processes. These processes, which are run
according to a predetermined schedule, not only keep your database up to date but, in some cases, generate
new e-docs as heeded to make certain types of adjustments.

Purchasing and Accounts Payable Batch Jobs

Job Name

Description

approvel ineltemReceivingJob

If unordered items have been received and noted when doing line item
receiving, Purchasing and Accounts Payable attemptsto create a Purchase
Order Amendment e-doc to adjust for the new items. If a purchase order
cannot be amended for some reason (for example, if it is closed or has
pending payment requests), thisjob rechecks each timeitisrun and creates
the Purchase Order Amendment e-doc as soon asiit is alowed to do so.

autoA pprovePaymentRequestsJob

Automatically approves payment request documents with acurrent or past
pay date.

autoClosePurchaseOrdersJob

Closes open purchase orders with no remaining encumbrance.

autoCloseRecurringOrdersJob

Looks at the end date on arecurring order (that is, a purchase order with a
recurring payment type not equal to null). If this date isless than or equal
to the date defined in the AUTO_CLOSE_RECURRING_PO_DATE
parameter, it closes the purchase order and disencumbers any outstanding
amounts.

electroniclnvoiceExtractJob

Examines and validates invoices uploaded electronically by vendors.
Creates Payment Request e-docs for valid invoices and creates Electronic
Invoice Reject e-docs for invalid invoices.

faxPendingDocumentJob

Not yet supported by OLE; this job is a placeholder for a process used by
Indiana University. (POs are queued electronically to be sent viafax, and
this job runs every 15 minutes. If there is a problem with the fax device,
the job fails. If the fax device is working normally, the POs are faxed.)

purchasingPreDisbursementExtractJob

Extracts al eligible and approved Payment Request and Credit Memos e-
docs into the Pre-Disbursement Processor (PDP) for payment.

purchasingPreDisbursement! mmedi atesExtractJob

Extractseligible and approved payment requests and credit memosflagged
for immediate payment into the Pre-Disbursement Processor (PDP) for
payment.

receivingPaymentRequestJob

If using receiving and if apayment request is entered that exceeds the open
quantity on the purchase order, the payment request isheld in "Waiting on
Receiving" status. Thisjob checks payment requests held in this status and
releases them for normal routing when the purchase order has a sufficient
open quantity.

approvel ineltemReceivingJob

If unordered items arereceived when doing lineitem receiving, Purchasing
and Accounts Payabl e attempts to create a Purchase Order Amendment e-
doc to adjust for the new items. If the purchase order cannot be amended
for some reason (for example, if it is closed or has pending payment
requests), this job rechecks every time it is run and creates the Purchase
Order Amendment e-doc as soon asit is alowed to do so.

autoA pprovePaymentRequestsiob

Automatically approves payment request documents with acurrent or past
pay date.

autoClosePurchaseOrdersJob

Closes open purchase orders with no remaining encumbrance.

autoCloseRecurringOrdersJob

Looks at the end date on arecurring order (that is, a purchase order with a
recurring payment type not equal to null). If this date isless than or equal
to the date defined in the AUTO_CLOSE_RECURRING_PO_DATE
parameter, closes the Purchase Order and disencumbers any outstanding
amounts.




Chapter 3. Ordering Materials:
Standard Transactional E-Docs

REQUISITIONS

Create
Search

PURCHASE ORDERS

Search

Order Holdin eue
[T | Ordering , derHona Ques

On the Select/Acquire tab, the Order submenu provides access to request and order library materials.

Requisition Search

ST . Ordering = REQUISITIONS _ o scarch

OLE offers a customized document search related to electronic requisitions. The search screen contains
the standard search fields along with special fields that are unique to this type of e-doc.

Lookup Help

Specifying search criteria:

Most fields will be uppercased for search.
Dates should be specified as MM/dd/yyyy.
Some fields have magnifying glass button for a sub lookup on that field.

Wildcards allowed on strings are * and % match any number of characters, while using a ? will match
any one character

Logical operators allowed include & & (And) aswell as | (Or) to join multiple search criteria
Range operators allowed on numerics and dates are >,<,>=,<=, or ..

All operators except .. should be before date value. Operator .. should separate date values.

Result Table:




Ordering Materials: Standard
Transactional E-Docs

» Eachresult field has link on header for sorting. Click once to sort ascending,
and click again to sort descending.
» Somerow fields have links to inquiry. The inquiry will be presented in a new window.
* Click the return value link to select arow and return the key value to the previous page.
Select 'return with no value' or click the cancel button if you wish to return without returning a value.
Maintenance Links:
e The'create new' link on the upper left corner of the lookup screen will
go to a maintenance document for creating a new record for this lookup type.
* For each result row the action column displays edit and copy links. The 'edit’ link
will go to a maintenance document for editing the current record. The 'copy' link
will go to a new maintenance document but copy over attributes over the current record.
Export Functionality:
» Attheend of each result set, there are links for exporting the data to a different format.
* Click 'csv' to export the data as acomma delimited file, 'spreadsheet’ to export the data as a spreadshest,

or 'xml' to export the data as xml.

Note

For information about performing asearch for requisitions, see Performing Searches on Financial
Docs on the Guide to OLE Basic Functionality and Key Concepts.

Note

For information about Document lookup fields that are specific to requisitions, see “Document
Layout” under Requisition.

Requisition
ST . Ordering | REQUISITIONS o create , Requisition

All ordersbeginin OLE as Requisitions. Requisitionsor imported vendor filesare processed into Approved
Purchase Orders, or can be saved in support of ongoing Selection activities.

Getting Started

Anyone can create a requisition for routing. Users who can create a requisition, that, when all
required fields are entered and business rules are satisfied, becomes an automatic/approved Purchase
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Ordering Materials: Standard
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Order transmitted to Vendor must have the role OLE-SELECT AcquisitionssAQ2, Acquisitions-
AQ3, AcquisitionsAQ4, Acquisitions-AQ5, OLE_Selectors, OLE_Selectors-seridls, OLE_ACQ-Mgr,
PLE_ACQ-Mgr-Serials, OLE-Acquisitions, OLE-Acquisitions-serials.

Note

Currently any authorized user of a Requisition e-Doc can process it into an Automated Purchase
Order if all business rules and required fields are satisfied for firm, fixed orders. In future, the
inherited routing rules and business rules will continue to be modified to prohibit Selection-staff
from submitting an order (i.e., via Account codes).

The Requisition (REQS) document collects information about the desired items or services, possible
vendorsto fulfill the order, delivery instructions, contact information, and related accounting details. The
approved Requisition document is used to generate the purchase order. Authorized users can process
requisitions to Automated Purchase Orders for firm fixed orders

Document Layout

B, Doc Nbr: \5155 Status: |INITIATED
Requisition |5 . N
Initiator: gle-guickstart Created: 10:41 AM 04/08/2014
#: Not Available Requisition Doc Status: In Process

expand all | [ collapse all

* required field

("~ Document Overview \
Delivery L
* Delivery Campus: 8| - BLOOMINGTON (& * Delivery To: |[quickstart, ole
Building: 630 E 3rd St [& [ building not found | [ set as default building | Phone Number:
* Address 1: 630 E 3rd St Email: [test@kuali.org
Address 2: | Date Required: ]
* Room: |[101 & Date Required Reason: || e |
* City: i
State: | IN
Delivery
Postal Code: |47405-3602
* Country: United States

Receiving Address

KUALI UNIV. LIBRARY
ACQUISITIONS DEPT.

310 MAIN STREET
PHILADELPHIA , PA 19104
United States

Receiving Address:

Address To Vendor

Shipping Address Presented to Vendor: | (2) Receiving Address () Final Delivery Address

Vendor A%
Titles A%
Bib Info; | ) "= bb O existing | o ot holdings () e-holdings Location | Copy #
* No of * Noof Do
B -
Copies i Parts i m';':‘ 0.00 E";'s“"" 0.00 Public View o Not o
Ordered Ordered Claim
No Of
Receipt No of Parts Ttom Price | [ pine, | Request =
Status R::ils; Received Source Source | Staff J |
S . Route To fore) =
Format | ~| category | -l Item | Requestor Q et (=]
Identifier 4
* Unit Discount Item
0 Discount 1 Type status | | —
setup distribution | | remove accounts from all items | | expand all accounts | | collapse all accounts.

Current Items

Additional Charges [T

Totals

Grand Total: 0.00

\ APO Limit: | 10,000.00 | |

Payment Info

Additional Institutional Info

Account Summary

View Related Documents ¥ show

Notes and Attachments (0)

Ad Hoc Recipients » show

Y e

Route Log




Ordering Materials: Standard
Transactional E-Docs

The Requisition document includes several unique tabs—Dédlivery, Vendor, Titles, Payment Info,
Additional Institution Info, Account Summary, and View Related Documents.

Unlike a standard financial e-doc, there is no Accounting Lines tab, and the document header and the
Document Overview tab are slightly different.

Requisition document tabs and purposes

Tab Name Purpose

Document Overview In addition to the standard document overview information (description,
explanation, and organization document number), contains the fiscal
year, line item receiving requirements, order types, , funding source,
and the payment request positive approva required override flag, license
requirement or review flag and status.

Delivery Contains information about the final delivery and central receiving
addresses.

Vendor Suggests a vendor or a list of vendors who might provide the goods or
services being requisitioned.

Titles Identifies what is being ordered on this requisition and establishes an
accounting distribution indicating how those items should be charged.

Payment Info Indicates the type of payment schedule required and the duration of
that schedule if recurring payments are required for the items on this
requisition.

Additional Institutional Info Collects information about the organization at your institution that has

requested the goods or services for this requisition as well as the internal
contact information.

Account Summary Summarizes the accounting information for all line items on the
requisition. The line items that make up the summary display here.
View Related Documents Lists al documents related to a requisition, such as the purchase order,

receiving documents, payments, credit memos.

Document Header

Asin other OLE documents, the header section contains basic identification and status information about
the document aswell aswho created it. The Requisition document hastwo additional fieldsin the document
header that do not appear in other OLE documents: REQ Nbr and REQ Status.

Like the other fields in the document header, these fields are completed and updated automatically by

Kuali OLE.
Doc Mbr: (4514 Status: INITIATED
Initiator: ole-khuntley Created: [01:37 PM 08/19/2013

Requisition #: |Not Available Requisition Doc Status: In Process

Document header definition

Title Description

Requisition # An identifying number assigned to this requisition. This number, which
may be used for queries specific to the Purchasing/AP module of OLE,
differs from the Doc Nbr, which identifies the requisition as a unique
document for general OLE and Workflow queries.

Requisition Status A status that indicates where in the Purchasing/AP process a requisition
is at any given time. Thisis similar to the status a document receives in
Workflow but is specific to the purchasing process. Examples of REQ
Status might include ‘Awaiting Fiscal Officer,' 'In Process,' and 'Closed'.

Note

For additional information, see Document Header on the Guide to OLE Basic Functionality and
Key Concepts.



../../../webhelp/BASICS/content/ch02s01.html#_documentHeader
../../../webhelp/BASICS/content/pr01.html
../../../webhelp/BASICS/content/pr01.html

Ordering Materials: Standard
Transactional E-Docs

Document Overview Tab

Unlike the Document Overview tab in other financial documents, a specia Fiscal Year field isincluded
in this tab on the Requisition document because, in some circumstances, users may be able to select from
more than one fiscal year to which a Requisition should be applied. The tab also includes the Requisition
Detail section, which identifies funding source for this requisition.

" Document Overview .

Document Overview

* Description: | [Library Waterial_kyh_0819131237

Organization Document Number: ||

Financial Document Detail

Total Amount: |
Requisition Detail
* Chart/Org: [z ; veiT (™ * Funding Source: INSTITUTION ACCOUNT
Receiving Required: | [] | Payment Request Positive Approval Required: ‘ =

Order Type: |[Firm, Fixed [

Document Overview tab definition

Title Description

Financial Document Detail

Year Required. The default is the current fiscal year. Thisfield is not editable
until the '"ALLOW ENCUMBER NEXT YEAR DAYS parameter has
been met.

Setting the year to the next fiscal year can affect the requisition in several
ways. The requisition may not become an APO if the 'ALLOW APO
NEXT FY DAYS parameter has not been met, and the funds will not be
encumbered until the next fiscal year once a PO is fully approved.

Total Amount Display-only. Displays the total amount of the requisition after fees.

Requisition Detail
Chart/Org Required. Automatically completed based on theinitiator's chart/org. This

value may be changed manually viathe lookup 3 . Thisvaueisalsothe
chart/org that is used for the Content route level.

Receiving Required Optional. Select the check box to ignore the receiving thresholds on
the approved purchase order. If the field is checked, then a Line Item
Receiving document must be processed with sufficient quantities received
before a payment will route to the fiscal officer.

Order Type Identifies the type of order, possible values could be one-time, standing,
subscription. System default data valueis"Firm, Fixed".

Funding Source Required. Defaults to 'Institution Account'.

Payment Request Positive Approval Required Optional. The' DEFAULT POS APPRVL LMT' parameter determinesthe

dollar limit where payment requests must receive positive approval from
afiscal officer. If thisfield is selected, positive approval on the payment
request is required regardless of the total of the payment.

Delivery Tab

The Delivery tab contains information about where goods ordered on this requisition should be delivered.
It also collects delivery contact information and any specia delivery instructions. The system provides
two ways for you to specify the delivery address: select the building from the building lookup or enter a
different address by entering the address after selecting the Other Building option.

Note

When implementing OLE, libraries can update the Building maintenance e-Doc with their own
building designations.
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Delivery

\

Final Delivery

* Delivery Campus: |BL - BLOOMINGTON & * Delivery To: |[quickstart, ole %)
Building: |wells Library (% [ building not found | [ set as default building | Phone Number: |
* Address 1: 1320 E 10th St Email: || du
Address 2: | Date Required: | |
* Room: [064 & Date Required Reason: | |
* City:
State: IN

Postal Code:

47405-3907

* Country:

Address To Vendor

United States

Shipping Address Presented to Vendor: | (_

Delivery Instructions: ‘ J

Receiving Address:

)Receiving Address (3 Final Delivery Address

Delivery tab definition

Title

Description

Delivery Campus

Required. Defaults to the appropriate campus for the user's chart/org. You
may also search for another campus from the Delivery Campus lookup

.

Building Required. Search for the building to which goods should be delivered from
the building lookup 3y . Only buildingsthat correspond with the delivery
campus will display. Selection of a building automatically completes the
Address, City, State and Postal Code fields.

Address 1 Required; automatically populated from data for the Building value. May
be entered manually if the user selects the Building Not Found button.

Address 2 Optional. Entered manually if an additional line of addressis needed.

Room Required. Enter the room number to which delivery should be made.

City Required; automatically populated from data for the Building value. May
be entered manually if the user selects the Building Not Found button.

State Required; automatically populated from data for the Building value. May
be entered manually if the user selects the Building Not Found button.

Postal Code Required; automatically populated from data for the Building value. May
be entered manually if the user selects the Building Not Found button.

Country Required; Automatically populated from datafor the Building value. May
be entered manually if the user selects the Building Not Found button.

Delivery To Required. Defaults to the initiator's user name. You may enter another
name or use the User lookup ! tofindit.

Phone Number Optional. Automatically populated from the initiator's phone number but
may be changed.

Email Optional. Defaults to the initiator's user e-mail address but may be
changed.

Date Required Optional. Enter a date on which delivery is required or choose the date
from the calendar j

Date Required Reason Optional. If adate required has been specified, select the appropriate date

required reason from the list.

Delivery Instructions

Optional. Enter text describing any special delivery instructions for the
item(s).

Receiving Address

If this field does not display, it is because the 'ENABLE RECEIVING
ADDRESS INDICATOR' parameter is set to 'N'. If it does display, the
default is determined by the receiving address that has been set up for the

initiator's organization. May be changed by using the lookup .t .

Shipping Address Presented to Vendor

Defaults to the receiving address. May be changed to the final delivery
address.

NOTE: If this field is read-only, it is because the 'ENABLE ADDRESS
TO VENDOR SELECTION INDICATOR' parameter is set to 'No'.
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Vendor Tab

The Vendor tab includes three sections. Vendor Address, Vendor Info, and Additional Suggested

Vendor Names.

In order to generate a PO through the creation of a requisition it is important to search for and select
vendors of the type "Purchase Order"

OLE hasbuilt in functionality to support both foreign and domestic vendors. Using aforeign vendor will
require you to take the extra step of entering the Foreign List Price (illustrated in the instructions bel ow).

Tip

To prepopulate vendor information, enter the Vendor Alias Name and click

Vendor

Vendor Address

\

Vendor Alias Name:

Suggested Vendor: |

clear vendor

City: ||

Vendor #:

State:

Address 1:

Province: ([

Address 2: ||

Postal Code:

Vendor Info

Vendor Info Ci

Attention:

Acquisition Unit's Vendor account

#

Z

Country: ([ =]

Notes To Vendor:

Payment Terms:
Shipping Title:
Shipping Payment Terms:

Contract Name: | (%)

Contacts:

Phone Number:

Fax Number: ([

Additional Suggested Vendor Names

Supplier Diversity:

Vendor Name 1:

Vendor Name 2:

Vendor Name 4:

\
\
Vendor Name 3: ||
\
\

Vendor Name 5:

Vendor Address Section

Vendor Address section definition

Title

Description

Vendor Alias Name

If you know the vendor's alias, enter the code in the box and click

. This will prepopulate the Vendor address and

information.

Suggested Vendor

Optional. Enter the name of avendor that is able to fulfill this requisition

or search for it from the Vendor lookup 2y . Selecting avendor from the
table populates other fields in this tab based on the information already
on file in OLE for this vendor. Alternately, you may select a contract
(see below) and the vendor associated with that contract is automatically
populated.

Vendor #

Display-only. Completed automatically when a suggested vendor is
selected from the vendor table.

Address 1

Optional. Enter the first line of the address for the suggested vendor. If a
vendor has been selected from the vendor table this field is automatically
populated. If you want to select adifferent vendor address than the default,
choose one of the addresses entered for this vendor from the Address

lookup 3 .
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Address 2 Optional. Enter the second line of the address for the suggested vendor. If
avendor has been selected from the vendor tablethisfield is automatically
populated.

Attention Optional. Enter the name of the person to whom the delivery is to be
directed.

City Optional. Enter the suggested vendor's city. If a vendor has been selected
from the vendor table thisfield is automatically populated.

State Optional. Enter the suggested vendor's state. If a vendor has been selected
from the vendor table, thisfield is automatically popul ated.

Province Optional. Enter the province if vendor is located outside of the United
States.

Postal Code Optional. Enter the selected vendor's postal code. If a vendor has been
selected from the vendor table, thisfield is automatically populated.

Country Optional. Enter the selected vendor's country. If avendor has been selected

from the vendor table, thisfield is automatically populated.

Vendor Info Section

Vendor Info section definition

Title

Description

Acquisition unit's vendor account/Vendor info customer #

Optional. Enter a customer number that identifies your institution or
department for this vendor's reference

Used for reporting and to separate out different library branches or
locations' vendor acct information that all links to the same master vendor

Notes to Vendor

Optional. Include any text notes you want the vendor to see on the PO.

Contract Name

Optional. If a contract exists with the vendor for these goods or services,

select one from the Contract lookup % . Selecting a contract also
populates the vendor associated with that contract.

Note

The contracts are campus-specific. A requisition returns
results only for the campus associated with the Chart/Org
found on the Additional Institutional Info tab (see below).
Selecting a contract affects the APO limit, depending on how
the contract has been set up for the organization. The APO
limit is usually increased when a contract is selected.

Phone Number

Optional. If a vendor has been selected from the Vendor table, this field
(=%

may automatically be populated or the Phone Number lookup will

list al the Phone Numbers for this Vendor.

Note

The lookup is simply a convenience that allows you to view
the phone number. It does not provide areturn valuelink.

Fax Number

Optional. Enter the selected vendor's fax number. If a vendor has been
selected from the vendor table, this field may automatically be populated.

Payment Terms

Display-only. If a vendor has been selected from the Vendor table or a
contract, this field may be populated automatically.

Shipping Title

Display-only. If a vendor has been selected from the Vendor table or a
contract, this field may be populated automatically.

Shipping Payment Terms

Display-only. If a vendor has been selected from the Vendor table or a
contract, thisfield may be popul ated automatically.

Contacts

Optional. If avendor has been selected from the Vendor table or acontract,
(=}

the Contact lookup will list al the contacts for the vendor.

Note

The lookup is simply a convenience that allows you to view
the contacts list. It does not provide areturn valuelink.

10
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Supplier Diversity Display-only. If a vendor has been selected from the Vendor table or a
contract, this field may be populated automatically.

Additional Suggested Vendor Name Section

Additional Suggested Vendor Name section definition

Title Description

Vendor Name (1-5) Optional. Enter up to five additional suggested vendors that may be able
to fulfill this requisition.

Title Tab

Expand the Titles tab of the requisition to fill in information about the library resource(s) being ordered.
On this tab, multiple ordered resources can be added to the requisition by filling in al of the required
fields and clicking the add button.

The Titlestab includes four sections: Add Item, Current Items, Additional Charges, and Totals.

Titles \

Bib Info: ;i"‘ DESbIL ) exeting (@ print holdings () e-holdings Location Ra | Copy #
* No of * No of Do

Copies 1 Parts 1 ;ﬂ';':‘ 0.00 E";'s““d 0.00 Public View =] Not =)
Ordered Ordered Claim

No Of
Receipt No of Parts Item Price ——= Request =
Status R::::::ﬂ Received Source Source ‘ Stafft J |
Vendor Claim ]
Format || -] category | R | Item | Requestor (& R:"::i;‘:- [m] =5
Identifier i
* Unit Discount Item
oot Discount e e [ | add
setup distribution | [ remove accounts from all items | [ expand all accounts | [ collapse all accounts

Current Items

Additional Charges [[E

‘Grand Total: 0.00
[ APO Limit: | 10,000.00 | |

Add Item and Current ltems Sections

Add Item, Current Items section definition

Title Description

Bib Info Choose the radio button to select to create new or link to an existing bib
record. Depending on your choice, abutton will appear.

Click to link to the Bib Editor. Titleswill appear in the

after an item has been added.

Click to link to an existing bib.

Print Holdings or E-Holdings Select the Holdings format you would like the Requisition to link to. Later
the created Purchase Order will link to an Item record (for print materials)
or E-Instance (for electronic material).

Location Select the location of the item being specified on this line from the drop
down list.
Copy # Optional. You may add a copy number to indicate the copy of the item.

This will appear on the purchase order and the item record. If left blank,
the field on the purchase order and item record will also be blank.

No of Copies Ordered Required. Enter the quantity of theitem in thisfield.

11
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Note

If ordering more than on copy, you will need to fill out the
copiestab.

No. of Parts Ordered

This is the number of individual pieces that must be accounted for upon
payment/receipt of arequisitioned item.

List Price Basic price of an item before any discounts are taken.

Extended Cost Display-only. No of Copies ordered multiplied by the list price and minus
any discount.

Public View Optional. Indicates whether or not a bibliographic description shall be
exposed to users prior to purchase/receipt. DefaultisYes.

Do Not Claim Optional. Indicates whether or not an item should be claimed. Default is
No. If checked, overrides the Claim Date box below in the event avendor
has an established claim interval frequency per the Vendor Record.

Currency Type Display only if foreign vendor is chosen. I dentifies the associated vendor's
currency as identified on the vendor record that is identified in the Link
to Vendor/Supplier.

Exchange Rate Display only if foreign vendor is chosen. Currency conversion rate

populates from the Exchange rate and Currency Type maintenance tables.
The rate will populate when user clicks action button "Calculate" on
conversion tab. Optionally: when currency tab opens, currency rate may
auto-populate. This may be updated up until the Requisition is approved.
After that point, it may no longer be modified.

Foreign List Price

Basic foreign price of an item before any discounts are taken.

Receipt Status

Display only. Will reflect receipt status after receiving has occurred.

No Of Copies Received

Display only. The number of copies already received. This will populate
as the document moves through the acquisition workflow.

No Of Parts Received

Display only. The number of parts already received. Thiswill populate as
the document moves through the acquisition workflow.

Item Price Source

Optional. Select the Price Source of the requested item from the drop down
list.

Request Source

Optional. Select the Request Source of the requested item from the drop
down list.

Claim Date

Defaults to the claim interval recorded in the Vendor Record. If no claim
interval is set per the Vendor Record, the claim date will remain blank. To
override the claiming interval, enter a date or select one from the calendar

E

Format

Optional. Select the Format of the requested item from the drop down list.

Category

Optional. Select a category for the item from the drop down list.

Vendor Item Identifier

Display Only. Identifiesavendor item identifier if one has been provided
by avendor.

Requestor

Defaults to the selector's user name. If the Requestor is different than the

selector, you may use the Requestor lookup 3 to find the requesting
individua’s name or create anew Requestor (thislinksto the OLE Patron
database).

Route to Requestor

Optional. Yes/No checkbox to indicate whether a requestor should be
notified when the item has been purchased. System default data valueis
"No".

Foreign Unit Cost

Display only if foreign vendor is chosen. Calculated foreign cost per unit
for the item or service on this line. Calculation is the Foreign List Price
less Foreign Discount amount.

Unit Cost

The cost per unit. Thisis populated by the list price.

Discount

Discount provided by the vendor/customer number/organization
combination. Automatically populated from the Vendor customer number
table based on the selected vendor and customer number. Can be modified
for aspecific title. If the vendor record has aVendor currency noted other
than the default system currency (akaUS dollar), then the Vendor discount
will populate the Foreign Discount field.

Discount Type

Choose # (for Amount) or % (for Percentage).

Foreign Discount

Foreign discount provided by the vendor/customer number/organization
combination when the vendor record has a Currency Type different from

12
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the system default currency. Should be automatically populated from the
Vendor customer number table based on the selected vendor and customer
number. This data can be changed for the specific title. Must identify
the type of discount (amount or %.) If the vendor record does not have
a Currency Type noted other than the default system currency (aka US
dollar), then the discount should populate the Discount field.

Foreign Discount Type

Choose # (for Amount) or % (for Percentage).

Add or delete lines as appropriate. After a line has been added, it is
moved to the Current Items section, where the details may be viewed or
modified.

Additional Charges Section

The Additional Charges tab allows lines for predetermined charges to be included on the invoice. This
tab is divided into four charge lines, each representing a different type of charge and each with its own
accounting lines. The four Additional Charges lines are Freight, Shipping and Handling, Minimum
Order, and Miscellaneous or Over head.

Additional Char ges section definition

Title Description

Item Type Display-only. Describes the type of miscellaneous item (freight, shipping
and handling, etc.) being defined in thisline.

Description Required if the extended cost has been entered. Enter text describing the
additional chargesitem line.

Extended Cost Required. Enter the dollar anount for thisitem line.

Totals Section

Totals section definition

Title Description

Grand Total Display-only. Thisfield displaysatotal of all item linesand miscellaneous
item lines.

APO Limit Display-only. Thisfield displays the upper dollar limit for the creation of

an automatic PO from this requisition. This dollar amount is based on a
system default or, if a contract has been specified, on a contract-specific
dollar amount.

Working in the Titles Tab

Note: If you are using aforeign vendor, you must also fill inthe Foreign List Price pertaining to the item.
OLE will then calculate for you the US Dollars Unit Cost.

Bibliographic Editor

Thelinked editor will populate the bibliographic information into this Requisition lineitem using the Title
information in the linked/edited bib. If aminimum input is not filled in on the Editor, filling the “Bib Info”
field on the requisition line item, then the requisition cannot be approved (later in the process). If you fail
to fill in the required information in the linked editor, and attempt to approve this requisition, OLE will
display the following error message: Description in Item X isarequired field.

To add an Item to the Title tab

Users must complete the line item and linked bib in this sequential order. This will be fixed in future

rel eases.

* New bib:

* First click |_create new | tg |aunch the Bib Editor in anew tab.

13
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(7]

(@) Please enter detalls for new Bib record

Staff Only:

Bibliographic Record Status: j CreatedBy: On: UpdatedBy: On: Status Updated By: On:

~ Leader Structured Data Elements

Length: ... RecStat: oy j TypeRec: | ;.| anguage material j BibLvl: | 1 _ vonographvitem j
TypeCtrt: | 4 Ng specified type j CharCod: IndCount: SubCount:
BaseAdd: | ..., Enclvl: 4 gy jevel j DescCat:  ,_aacRr2 j MultiRes: 4 _ not specified or not applicable j
Lengleng: 4 LengStar: 5 Lengimp: 0 Undef: 0
Sat Loader Fisid Ciar Selections

Leader:  #####nam#a22 ####4#akd500

~ Control Fields

oot:

003:
005:

‘Show 006 Structured Data Elements

006: Clear | | Edt | | Add | | Remove

‘Show 007 Structured Data Elements

007: Glear Edt Add Remove

‘Show 008 Structured Data Elements
008:

~ Data Fields

Test Link Add Ramove

Enter at minimum atitle 245 field.

Note

For more information about the bibliographic editor, see the OLE Guide to Describe and
Manage.

Click ___ Submit__ |
Y ou will receive a confirmation message “ Record successfully created”:

Click closeto return to the original browser tab and add transactional datato the line (quantity, price,
category etc.).

Note
The bibliographic information will not yet appear.

Enter the List Price, L ocation, and any other transactional data.

Click |_24d_| to save the line. This will update and link the bibliographic document and populate
the Bib Info field.

14
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Bib Info: | ) " BIE D existing | @) L hodings () e-holdings Location k| Copy #
* No of * No of Do
Copies 1 Parts 1 ; I"'“ 0.00 E"c‘:':‘d 0.00 Public View e Not o
Ordered Ordered rice Claim
No Of
Receipt No of Parts Item Price = Request =
Status Riz:::d Received Source Source |5 | ‘
Format || =] category | | \;:::‘ur [ Requestor a ROl (m] ‘g:’: 2
Identifier o -
* Unit ’7 Discount Item
Cost Discount Type Status |
 Existing Bib:
)
. . f .
First click to launch the Sear ch Workbench in anew tab.
« Search for the record you wish to link to the requisition.
Search Workbench o
~ Search Conditions:
Document Type: () Bib
Search Conditions
Note -
‘Search conditions are applied in the order they appear. e.g. ((( Conditien 1 and Cendition 2 ) or Condition 3) and Condition 4).
The following special characters @,#,%,5./,~L(L{},<> -\, are ignored in search text
Search For:  Marsha All of these =] InFiek: =|| ®ano Qor Onor A
Search Clear New Search
Search Results Narrow Search
Show 10 ~| entries
Author
Title < Author < Pub Date <
& Marsha test record (4/7/14) Format
Showing 11to 1 of 1 entries Baok (1)
Previous Next
Link To Order Close Ganre
Language

Note

PublicationDate

Subject

For more information about the Search Workbench, see the Search Workbench in the Guide
to OLE Basic Functionality and Key Concepts.

Select the checkbox next to the correct bib and click

Link To Order

« Return to the origina browser tab and select a location and other transactional data to the line
(quantity, price, category etc.).

Note

The bibliographic information will not yet appear.

* Click to save the line. This will update and link the bibliographic document and populate

the Bib Info field.
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Bib Tnfo: | ) "W BIb (eS| @) ooy poigings () e-holdings Location 5| Copy #
* No of * No of Do

* List Extended —
Copies 1 Parts 1 s 0.00 = 0.00 Public View e Not o
Ordered Ordered Claim

No Of
Receipt No of Parts Item Price - Request =
Status R::::d Received Source Sourca |52 | ‘
Claim

Vendor Jci]

Format || +|  category | | Item I Requestor & II::::;‘: (=] Data
Identifier

* Unit Discount Item
con e e -l — )

Note

To learn more about the bibliographic editor, see the OLE Guide to Describe and Manage. This
and other OLE user guides are available for download from the OLE Documentation Portal.

Multiple Copies

If you enter a number greater than one in No of Copies Ordered, you will be required to enter location
data. This section only appears when the field entry is greater than one

In the Copies section, click the button.

Item 1
Bib Info: |Thelorax Location | |B-EDUC/BED-CHILDRENS | c;""
* Noof * No of -~ Do
Copies ] Parts o e 25.00 i 50.00 Public View E] Not =]
Ordered Ordered Ll el Claim
Lt 4 Receipt O’:::: No of Parts Item Price Request
Status G Received Source Source Claim ‘
Vendor Date
Format || -] category || < tem | Requestor @ n':::;:';‘: =] = =
ki 25.00 Discount 0.00 D.'r’:::"' % - Itemstatus [ |
| show | Accounting Lines
Copies S
Danor
The expanded section appears:
[~ | copies
Location Copies: No. Of Copies: No. Of Parts: Starting Copy: Caption: Volume Number: e
EI — ’71 add
Enter the copy information and click [Ladd |
Copies section definition
Title Description
Location Copies Select the home location of the title being requested from the drop down
list.
No. of Copies Enter the number of copiesthat will exist at the location selected.
No. of Parts Display only. Once copies are added, this field is populated from the No
of PartsOrdered.
Starting Copy Enter the starting copy for the home location.
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Donor

Caption

Optional. Enter a caption.

Volume Number

Enter the volume number for each item. You must enter the volume
numbers sequentially for each value needed, separated only by commas
with no spacing (For example if 2 copies were ordered for the same
location, enter "1,2"). If thereis only one volume, you must enter 1.

In the example below, there are two copies of Describe Workbench Test ordered containing two parts
each. One copy will go to the location B-WELLS/BWE-RCSTACKS and one copy will go to B-ALF/
BAL-STACKS.

Tip

Note the volume numbersare 1,2. Each number is separated by a comma but no spaces. OLE will
also not allow non-numeric characters. If thisformat is not followed, you will receive an error.

Ttem 2
Bib Info: |Describe Workbench Test KFXSANSPOL, OLE QA KEXSANBEDL Location [ [~]
* No of *
Copies B g:j:f_::rts B * List Price [Eo.00 Extended Cost 100.00 Public View
Ordered
PREIE Receipt No Of Copies No of Parts N [Publisher [=] [staff |
Status Received R Item Price Source ||Publisher [~ | Request Source | Staff [~]
Vendor Ttem . Route To
cormat ookl asory [ Bl Vo | o | weweer | © e 5
Unit Cost 50.00 Discount oo Discount Type [%]~] Item Status [
¥ show | Notes
Accounting Lines
Copies
Location Copies: No. Of Copies: No. OF Parts: Starting Copy: Caption: Volume Number: —
[=] i add
Location Copies: No. Of Copies: No. OF Parts: Starting Copy: Caption: Volume Number: —
[B-WELLS/BWE-RCSTACKS [=] 1.00 2 i [ [z
[B-ALF/BAL-STACKS 1.00 2 h [ [z
}show | payment History

To add one or more Donor codes to the line item, click in the Donor subsection. This displays
an input box and lookup icon:
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Item 1
Bib BELUEBEARD GOTHIC : JANE EYRE AND ITS PROG
Info: |HETA TORONTOUNIV OF TORONTO PRESS, 97814
=
nl"n £ No
Copies |1 of Parts |1
e Ordered
1 Receipt Copies
Status 