Purchasing, Activating and Invoicing for
Electronic Resources
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Presenter
Presentation Notes
Before the session—
Slide 12--Make sure examples are not in the Alma IZ
Transfer Examples to slides 23, 29,  and 33

Starting the recording now.

Good morning and welcome to this session on Purchasing, Activating and Invoicing for Electronic Resources. This session will be recorded. For this reason, your audio is muted so that the recording is as clean as possible. Please enter any questions you have in the chat window. To access the chat window, place your mouse pointer at the top of your screen to display the menu and select Chat.


User Roles

* Purchasing manager, operator and operator
extended

* Electronic inventory operator, operator
extended

* License manager

* |Invoice manager, operator and operator
extended
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Presenter
Presentation Notes
There are several roles associated Purchasing, Activating and Invoicing for Electronic Resources in Alma. 
These roles are assigned to users depending on the type of Acquisitions tasks they perform in Alma. 
Operators at your institutions will have some or all of the roles mentioned here.
 
Extended roles grant additional privileges. Users will need operator and operator extended. 



Acquisitions Workflow for Electronic Resources

Invoicing
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Create PO lines, POs, encumber funds, and
generate inventory; may originate from
EOD

Electronic: Activate, test access, make
available

Funds are disencumbered and expended;
order payment may be requested; invoice
may be loaded via EDI
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Presenter
Presentation Notes
Let’s look at the major steps of acquiring electronic resources for the library.

Electronic resources are ordered by an Electronic Resources operator associated with the Acquisitions department. Once the resource is identified, the ordering workflow begins with creation of a PO line. Funds are encumbered, or reserved, for the ordered item, and inventory is generated. The order line can be created manually, or it may originate via an import of records containing Embedded Order Data.

As these resources are not physical, we do not Receive them. Rather, we Activate them. 

The invoicing workflow uses the encumbrances that were created for the purchase order lines as the basis for disencumbering the funds and, instead, expending them. You can use the invoicing process as a point at which you request payment from a Financial System, or use it just as a means to record what you paid.  Alternatively, invoices may be loaded using EDI, or Electronic Data Interchange, from the vendor.


Purchase Order Lines

N
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Presentation Notes
As with physical resources, the purchasing process for electronic resources begins with the creation of a Purchase Order Line, otherwise known as a POL.


Purchase Order Lines

PO lines (POLs): ' I I

* Create inventory
* Encumber funds

* Are bundled into Purchase Orders and *
sent via email or EDI

* Trigger
e e-activation tasks (electronic)
* invoicing
* claims

e Can launch other workflows (e.g., trials,
renewals, etc.)

N
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Presentation Notes
Order lines are the basis of many later processes in Alma. Alma does as much as possible to move from one step to another smoothly by reusing data that is generated during previous steps.  

The main point is that when you create a purchase order line, it is the basis for launching or triggering a lot of other automatic data creation at later points in the workflow. This means that when you create a purchase order line for electronic resources, Alma automatically creates electronic inventory. Additionally, you attach funds to the PO line, so Alma will automatically encumber the funds.

As a natural outgrowth of the purchasing workflow, Alma will trigger additional tasks – such as activation tasks in the case of electronic resources. They are not purchasing tasks specifically, but the purchasing workflow allows for these tasks to happen later on.

Once you create the purchase order line, you use it as the basis for a lot of other associated workflows – activations as well as renewals, claims, trials, and other workflows.



®

Choosing Purchase Type for Electronic Resources

One-Time

Continuous /

Standing

Closed when
invoiced/activated

Standard activation;
activated indefinitely

Use for single-
payment e-resources

Subscription

Open until canceled

Standard activation;
can be activated for
range of subscription

Use for e-resource
subscriptions

N/A; use
electronic
subscription
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Presenter
Presentation Notes
When creating a PO Line and indicating the Purchase Type, you are making basic decisions about the inventory types as well as the continuity of the order. To give you an overall sense of what each does…

Focusing on electronic inventory: 

Use One-time for single-payment electronic resources such as standalone eBooks. It is where you pay once and you have access as long as the resource is available.
Continuous is typically used for electronic journals or electronic packages – when, for example, you pay a subscription fee and would lose access if you stop paying for it.
Standing orders are typically used just for physical materials, so it does not apply for electronic resources. 



Manually Creating a Purchase Order Line (POL) -1

* We begin our search for information in a different place when

ordering Electronic Resources

* Using the Community Zone, we can search for Electronic titles,

portfolios or collections

Electronic titles Title = basics of bioethics

All titles

_ (1-10f1) basics of bioethics
Physical titles

Physical items Community

Electronic titles

Electronic portfolios

Electronic collection
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Presenter
Presentation Notes
When placing orders for electronic resources, we begin by searching in the Community Zone. As you a reminder, the Community Zone provides access to electronic resources through the Central Knowledge Base.



Manually Creating a Purchase Order Line (POL) — 2

Electronic Titles (1-10f 1) basics of bioethics
# Institution Lt Community

Sort by : Publication Date - Desc ~ Secondary Sort by : Rank ~

The basics of bioethics / Robert M. Veatch.

Book By Veatich, Robert M., (London, [England] ;
Routledge, 2016)

Edition: 3rd ed.

@ Electronic (5)

5 Portfolios | 0 of 5 portfolios are available
Collection Name
EBSCOhost Ebooks
Dawsonera
Taylor & Francis eBooks Complete

Taylor & Francis Philosophy eBooks

\ Ebook Central Perpetual and DDA Titles

Portfolio List

ISEN: 0-13-600441-5 and
others

Record number:
(CKB)3710000000685228

Service Type
Full Text
Full Text
Full Text
Full Text
Full Text

Expand = B O

Portfolio List Order

Language:
English

Update Date: -
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Presentation Notes
Looking at the results, we see one result with the details indicating that this title is available from five different sources. 
Here, the electronic resources operator will need to choose a source that is in use at the institution before creating the order. 
[CLICK] Click on the Portfolio List link to be taken to…


Manually Creating a Purchase Order Line (POL) -3

< Portfolios List (1-50f 5)

Portfolio list for: The basics of bicethics / [ 0-205-76562-9 ]

Electronic Collection Name ~

Dawsonera: Full Text

2
Ebook Central Perpetual and DDA Titles: Full Text
3
EBSCOhost Ebooks: Full Text
4
Taylor & Francis eBooks Complete: Full Text
5

Taylor & Francis Philosophy eBooks: Full Text

Creation Date: 2016-06-12 02:06:15
Modification Date: 2016-06-12 02:06:15

Creation Date: 2016-07-10 02:47:41
Modification Date: 2016-07-10 02:47:41

Creation Date: 2016-06-05 01:22:06
Modification Date: 2016-06-05 01:22:06

Creation Date: 2017-11-19 03:12:35
Modification Date: 2017-11-19 03:12:35

Creation Date: 2017-11-19 03:14:30
Modification Date: 2017-11-19 03:14:30

Cancel

o

Activate Order
Activate Order
Activate Order

e

Activate Order

© 2019 Ex Libris | Confidential & Proprietary

Efobhs@

a ProQuest Company


Presenter
Presentation Notes
…the Portfolios list for the designated title. 
Select the correct source and [CLICK] and click on the Order button.


Manually Creating a Purchase Order Line (POL) - 4

Purchase type defines:
PO Line Owner and Type
* Inventory format

° P hySICa l 1 Taylor & Francis eBooks Complete: Full Text
g Elect ronic Creation Date: 2017-11-19 03:12:35 Modification Date: 2017-11-19 03:12:35
Description * The basics of bioethics / Robert M. Veaich.
 Continu |ty Purcqisg ,  Recommended: Electronic Book - One Time -
* One-time POline " science Library -
* Continuous oad from .

* Acquisition/item material type

N
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Presentation Notes
It is important to note that when you start the purchasing workflow by creating a Purchase Order line, the first thing that you must choose is the Purchase Type. 

In this screenshot, we are creating a PO line with the purchase type of Electronic Book - One Time. The purchase type defines two things: 

the inventory type that Alma will automatically create (e.g., physical or electronic inventory; in this case it is electronic inventory), and 
the continuity (e.g., is it a one-time order, is it a continuous order such as a subscription, or is it a standing order)

If, as in this example, I create electronic inventory and it will trigger activation workflows. As with physical resources, if it is a one-time order, it will remain open until it is activated and paid for. If it is a continuous order (for example, a subscription), it will remain open until it is canceled.

Today, it is possible to update three PO line attributes after an order has been created: Acquisition method, Order line type and PO line owner. See the Alma online help for the details on the job, Update PO Lines Information – Advanced. 


Manually Creating a Purchase Order Line (POL) -5

Back Save and Continue

< Purchase Order Line Details

Order Line POL-8018

Order line type Electronic Book - One Time

Cancel line Save and Start Trial

Order -
PO line owner Science Library

L SR
Alerts Invoice Lines

Summary Description Associated PO Lines
0
License Select from a list I View license
Name Type Activation Status
1 The basics of bioethics / Book Not active

Vendor Information

Material supplier *

Claiming grace period

Wiley-Blackwel/WIBL/Wil X} | 3= D View vendor

(@ays) | °
Or expected activation =
date
Pricing
Listprice* | 32.50 usDv
Quantity for pricing* | 1
Funding
© Add Fund ~
# 4 Fund Name + Fund Code
1 - E: Sciences (2018/06/30 - 2019/06/29) (80,283.10USD)  ESCI

Communications

Save and Request Evaluation

Status
Sent date

Interested Users

Activation Date

Access provider

Expected activation
after ordering (days)

E-Activation due after
ordering (days)

Net price

Discount (%)

Percent

100.0%

30

32.50UsD

0.0

Order Now

In Review (2019-01-21)

Notes

¥ Amount

32.50

Attachments

Additional PO Line

iii
(]

Redistribute Lines

usD

2
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Presentation Notes
Filling in details for the Purchase Order Line, especially the mandatory fields of Material supplier, List price, Quantity for pricing as well as the Fund that will be assigned to pay for this title. 
Note the option [CLICK] to associate a license with this resource at this time. 
We can also make the association with the license later on as part of the activation process.


Manually Creating a Purchase Order Line (POL) - 6

PO Line Details
IAcquisi’[ion method Purchase at Vendor System
Invoice status No invoice

Secondary reporting
code

Rush

Cancellation
restriction

|dentifier

Vendor reference
number

MNote to vendor

Biological Sciences

0-13-600441-5
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Material type
Reporting code
Tertiary reporting code

Manual packaging

Cancellation
restriction note

Proposed identifier

Vendor reference
number type

Vendor invoice number
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Recommended: Book

Sciences

Electronic Resources
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Presentation Notes
Toward the bottom of the PO Line, we see that the PO line also defines the Acquisitions method. [CLICK] This variable may be modified later on should that be necessary. 

It’s important to keep this in mind when you are creating purchase order lines. Additionally, if you are in implementation, take a good look at your migrated data and ensure that that continuity and inventory type migrated correctly.

These screen captures have illustrated how to manually create a PO Line for a Electronic Book – One Time order. Let’s look at a live example of creating a one-time PO Line for an electronic book. We’ll also look at examples of creating a continuous PO Line for a subscription for a single electronic journal as well as a PO Line for an Electronic Collection.

DEMO
Electronic Book – One Time:
Clarke, Simon Textile Design ($29.57 using EHUM (Electronic Humanities) fund)
Hughes, Barry Reducing global poverty ($26.00 using ESS (Electronic Social Sciences) fund)

Journal Subscription – Continuous:
Perform Electronic portfolios – Title search for Textile Horizons($59.00 using ESS (Electronic Social Sciences) fund)

Electronic Collection – Continuous:
Perform Electronic collection – Title search for JSTOR Arts & Sciences XIV
($1230 using ESCI (Electronic Sciences) fund)




Activating Electronic Resources

N
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Presenter
Presentation Notes
As part of the purchasing cycle, electronic resources need to be activated so that they may be made available to users.


Activating Electronic Resources

To activate Electronic Resources, the role of
Electronic Inventory Operator must be assigned

* Depending on the organization and practices at your
institution, how you proceed through receiving and
invoicing workflows may vary

* At some institutions, the activation workflow for
electronic resources is performed by one operator while

another operator is responsible for the invoicing
workflow

e At other institutions, one operator performs both tasks

7N\
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Presenter
Presentation Notes
Alma accommodates the structure and organization of your library according to practices that are in place at your institution. That said, you may find it useful to consider other approaches to workflows that are available in Alma.


Activating Electronic Resources — One-Time Orders

Electronic Resource Activation Task List

h L h
Assigned to Me Unassigned Assigned to Others

1-50f5 | Title ~ Q Change Status ~ (Y T

Y Status: Opened Tasks - POLine Owner: All ~  Expected Activation Date: All ~  Filter orders with interested users: No - Clear all

Expectet
% Status Date & Due Date Activatio PO Line Owner Order Line

Interested

Users
Date

1 99212641300521 The Middle Ages in 50 Objects  Portfolio Gtk 07/06/2018 08/05/2018 07/06... S_Clenoe POL-795(Q:
Access Library | View
KB+ Eduserv Emerald Edit
2 Selecti Check Graduat
2 99212641200521 Management 20152017 (150 e o 07/06/2018 08/05/2018  07/06.. oo ooe poL7959 _ .
package Access Library Edit Resource
Titles)
. Test Access
Atom land : a guided tour
Activate

3 99214241100527 ?hmugh. the strange (and Book Slerh 11/16/2018 12/16/2018 11/16.. Main Library POL-7994

impossibly small) world of Access Assign to

particle physics /

Done
The feather thief : beauty, ;
: 3 Check Science |

4 99214241300521 obsession, and the natural Portfolio A 11/16/2018 12/16/2018 11/16... b PoL-79994 Delete

history heist of the century / o View hidden
5 99214841500521 The basics of bioethics / Book e 01/21/2019 02/20/2019 01/21... S_Clenoe POL-8018 .

Access Library

N
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Presentation Notes
In this screen capture, an operator activates an electronic resource that was ordered. 
Going to the Electronic Resource Activation Task List, found in the Resources menu, and on the Unassigned tab, the process is toopen the Actions menu and to select Activate from the list of options that appears.



Activating Electronic Resources — One-Time Orders

Confirmation Message

You are about to activate the service — are you sure you want to continue?

Activation Feedback

‘Atom land : a guided tour through the strange (and impossibly small) world of particle physics /' is

now available. Do you want to edit it?
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Presentation Notes
When starting the activation process, we are asked to confirm that we want to proceed. This gives the opportunity to back out if we did choose the correct resource. 

 [CLICK]Upon confirming, activation feedback informs the operator that this resource is now available and asks if we want to edit it. Clicking on the Confirm button brings you to the Electronic Portfolio Editor.



Activating Electronic Resources — One-Time Orders

Electronic Portfolio Editor Relink to another bibliographic record Cancel
The basics of bioethics / Veatch, Robert M., author. Routledge, London, [England] ; 2016 [1-315-51003-0] i IRV
Collectionname  Taylor & Francis eBooks Complete Collection ID  6180410000000521 View all the collection’s por...
Service type Full Text Service ID 6280409990000521 View all the collection’s ser...
Provider Eal‘.‘kage ADZUX AOPGU,APURAATVON AUISK,BEMEXB... Portfolio 1D 5380409960000521
code (DB id) Bib material  Book

type
LN
General Linking Coverage Acquisition MNotes History
Portfolio availiability Not Available @ Available
Electronic material type
originating from Bib (to Book
be deprecated)
Electronic material type -
Activation date 01/21/2019 X M
Expected activation
date 01/21/2019
Library Science Library ¥ | i=
Electronic collection
access type Cureny
Access type -

N
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Presentation Notes
…takes us to the Electronic Portfolio Editor where, on the General tab, we can see the Portfolio availability set to Available along with the Activation date and Owning Library. 




Activating Electronic Resources — One-Time Orders

LN
General Coverage Acquisition Notes History

Parser (service level) TAYFRA:BOOK

Service parser

parameters url=hitps://www.taylorfrancis.com

Parser parameters
(override)

parser parameters  bkey=9781315510057
URL type Static URL Dynamic URL @ Parser Parameters
Proxy enabled @ No Yes
Proxy selected -

Test access

Electronic Portfolio Editor Relink to another bibliographic record Cancel m
The basics of bioethics / Veatch, Robert M., author. Routledge, London, [England] ; 2016 [1-315-51003-0] i IRV
Collectionname  Taylor & Francis eBooks Complete Collection ID  £180410000000521 View all the collection’s por...

Service type Full Text Service ID 6280409990000521 View all the collection's ser...
Provider Eaukage ADZUX AOPGUAPURAATVON AUISK.BEMEXB... Portfolio ID 5380409960000521
code (DB id) gib material  Book

type
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Presentation Notes
On the Linking tab, we see options to modify the URL type, enable the Proxy and identify which Proxy should be used. 
Once the URL is entered, you may click on the Test access button to confirm that the URL is accurate and that access really is available. 


Activating Electronic Resources — One-Time Orders

Electronic Porifolio Editor Relink to another bibliographic record Cancel
The basics of bioethics / Veatch, Robert M., author. Routledge, London, [England] ; 2016 [1-315-51003-0] i IRV
Collectionname  Taylor & Francis eBooks Complete CollectionID  6180410000000521 View all the collection’s po...

Service type Full Text Service ID 62804099290000521 View all the collection’s ser...

Provider Eal:kage ADZUX AOPGUAPURAATVON, AUISK,BEMEX.B... PortfolioID  5380409960000521

ek (1 ) Bib material  Book

type
e = N
General Linking Acquisition Notes History
Which coverage
staternent will be Only local Global and local Global orlocal @ Only global
applied?
Global Date Information v

N
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Presentation Notes
On the Coverage tab, there are options we can apply regarding the coverage statement. As the resource we are working with is a one-time order, we do not need to make any changes. 


Activating Electronic Resources — One-Time Orders

Electronic Portfolio Editor Relink to another bibliographic record Cancel
The basics of bioethics / Veatch, Robert M., author. Routledge, London, [England] ; 2016 [1-315-51003-0] i JA
Collectionname  Taylor & Francis eBooks Complete Collection ID  6180410000000521 View all the collection’s po..

Service type Full Text Service ID 6280409990000521 View all the collection’s ser...
Provider Eal‘.‘kage ADZUXAOPGUAPURAATVON,AUISK,BEMEXB... PortfolioID  5380409960000521
code (DB id) Bib material  Book
type
oy N = .
General Linking Coverage Notes History
Electronic collection  _
PO Line
PO Line POL-8018 X =
PO Line details POL-8018
Electronic collection  _
license
License Select from a list i=
View license details -
PDA Select from a list =
N
ExLibris.
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Presentation Notes
The Acquisition tab shows us the PO line associated with the resource and another place for us to link this title with a License.





Activating Electronic Resources — One-Time Orders

Electronic Portfolio Editor Relink to another bibliographic record Cancel m
The basics of bioethics / Veatch, Robert M., author. Routledge, London, [England] ; 2016 [1-315-51003-0] i IRV
Collectionname  Taylor & Francis eBooks Complete Collection ID  §180410000000521 View all the collection’s po...

Service type Full Text Service ID 6280409930000521 View all the collection’s ser...

Provider Ead(age ADZUX AOPGU APURAATVON, AUISK,BEMEXB... Portfolio ID  5380409960000521

code (DB id) Bib material  Book

type
o | N o . h
General Linking Coverage Acquisition Notes History
Functional Notes V)
Authentication note
Public note

Internal description

N
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Presentation Notes
The Notes tab provides a place to enter an Authentication note, a Public note, or, an Internal description. 
Public notes display in discovery, so, in the event of a resource being temporarily unavailable, it is possible to communicate this information to users.


Activating Electronic Resources — One-Time Orders

Electronic Portfolio Editor Relink to another bibliographic record Cancel
The basics of bioethics / Veatch, Robert M., author. Routledge, London, [England] ; 2016 [1-315-51003-0] [ i IV
Collection name  Taylor & Francis eBooks Complete Collection ID  5180410000000521 View all the collection’s por...
Service type Full Text Service ID 6280409990000521 View all the collection's ser...
Provider Ead-tage ADZUXAOPGUAPURAATVON AUISK,BEMEXB... Portfolio ID 5380409960000521
code (DE id) gib material  Book
type
b
General Linking Coverage Acqguisition MNotes
Field name -~ Q B
¥ Date + Operator + Field Name old Value New Value

1 01/21/2019 10:52:171 CST EresMagr [27] Activation date i 2019-07-21

2 01/21/2019 10:52:11 CST Ereshgr 2] Availability Not Available Available

3 01/21/2019 10:43:34 CST System Expected arrival date - 2019-01-21

N
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Presentation Notes
Lastly, on the History tab, we see a list of all actions taken thus far with regard to the activation of this electronic resource. Click on the Save button to complete the Activation task for this resource.


Activating Electronic Resources — One-Time Orders

Electronic titles v Title ~ basics of bioethics

Electronic Titles (1-10f 1) basics of bioethics

4 Institution At Community

Sort by : Publication Date - Desc ~ Secondary Sort by : Rank ~

The basics of bioethics / Robert M. Veatch.

1 Portfolic | 1 of 1 portfolios are available
Interface Name Collection Name

Taylor & Francis eBooks

Taylor & Francis eBooks Complete

Portfolio List

Book By Veatch, Robert M., (London, [England] ; Routledge, Language: English
56} ISBN: 0-13-600441-5 and others
Edition: 3rd ed. e e
(CKB)3710000000685228
Update Date: 01/21/2019
. @ Electronic(1) |  Other details

Service Type Availability

Full Text @ Active

o M n Advanced v

Save Query

Expand ~ & O

Edit Record Order e
™ Orders: 1

Portfolio

View
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Presentation Notes
By performing an Electronic titles search for the Title, The basics of bioethics, in the institutional repository and looking at the Electronic details, we see that the resource was activated and is available for publishing to discovery.


Activating Electronic Resources — One-Time Orders

Electronic Resource Activation Task List

: b ek . h
Assigned to Me Unassigned Assigned to Others

1-20f2 | Title ~ Q Change Status~ [ €%

Y Status: Opened Tasks =~ POLine Owner: all -~  Expected Activation Date: All - Filter orders with interested users: No -  Clear all

Expectec
+ Status Date 4 Due Date Activatio PO Line Owner Order Line

Interested

Users
Date =

Cities and mega-cities : Check Graduate

1 99212941000521 problems and solution Portfolio 07/31/2018 08/30/2018  07/31.. . POL-7973
_ Access Library
strategies /
2 09214841500521 The basics of bioethics / Book S 01/21/2019 02/20/2019 0121 Soience POL-8018
Access Library
 View
Edit
Edit Resource
Test Access
Assign to

Release assignment

Delete

N
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Presentation Notes
To record that all work with activating an electronic resource has concluded, we return to the Electronic Resource Activation Task List to select Done from the More actions menu. Selecting Done has the effect of moving this work to another status so that what we are focusing on is those resources that require activation or other attention.

DEMO: 
Go through activation process for Hyperlocal journalism by David Harte or Educational policy, narrative and discourse by Allan Luke.


Activating a Single Electronic Journal — Continuous Orders

< Electronic Resource Activation Task List Cancel
[N [N
Assigned to Me Unassigned Assigned to Others
1-40f4 | Title ~ Q Change Status~ [ £

Y Status: Opened Tasks ~ POLine Owner: All ~  Expected Activation Date: All ~  Filter orders with interested users: No ~  Clearall

L Interested
+ Status Date 4 Due Date Activatio PO Line Owner Order Line —_—
Date '
5 i g : Check Science
1 99212641300521 The Middle Ages in 50 Objects  Portfolio 07/06/2018 08/05/2018  07/06.. . POL-7950
Access Library
KB+ Eduserv Emerald :
2 99212641200521 Management 20152017 (150 selecihe Lrtek 07/06/2018 08/05/2018 07/06... G_raduate POL-7952 s
package Access Library
Titles)
Atom land : a guided tour
= through the stra d Check
3 99214241100521 veugh the strange (an Book . 11/16/2018 12/16/2018  11/16.. MainLibrary  POL-7994
impossibly small) world of Access
particle physics /
j Check AL
4 9926620500521 Journal of voice Journal . 01/22/2019 02/21/2019  01/22.. MusicLibrary POL-8020 vee

N
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To handle activation of a single electronic subscription, we again go to the Electronic Resource Activation Task List. On the Unassigned tab, we open the More actions menu and to select Activate from the list of options that appears. 


Activating a Single Electronic Journal — Continuous Orders

Electronic Portfolio Editor

Relink to another bibliographic record

Cancel Save

Journal of voice Journal of voice (Online) Elsevier Science [Amsterdam ; Print began with vol. 1, no. 1 (Mar. 1987). [1873-4588)@

e

Collection name
Service type

ProQuest Music & Performing Arts Collection

Full Text

Provider package DJMCT

code (DB id)

[ N | N
Linking Coverage Acquisition MNotes History

Portfolio availiability
Electronic material type
originating from Bib (to

be deprecated)

Electronic material type

Activation date

Expected activation
date

Library

Electronic collection
access type

Access type

I Not Available @ Available

Journal

Journal

01/22/2019
01/22/2019

Music Library

Current

-
[]]

Collection ID
Service ID
Portfolio ID
Bib material

type

6180409930000521
6280409920000521
5380409900000521
Journal

View all the collection’s por...
View all the collection's ser...
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Again, we are taken to the Electronic Portfolio Editor where, on the General tab, we can see the Portfolio availability set to Available along with the Activation date and Owning Library. 


Activating a Single Electronic Journal — Continuous Orders

Electronic Portfolio Editor Relink to another bibliographic record Cancel

Journal of voice Journal of voice (Online) Elsevier Science [Amsterdam ; Print began with vol. 1, no. 1 (Mar. 1987). [1873-4588)@ v

{_: Collection name  ProQuest Music & Performing Arts Collection Collection ID  £180409930000521 View all the collection's por...
Service type Full Text Service ID 6280409920000521 View all the collection's ser...
Provider package DJMCT Portfolio ID 5380409900000521
code (DB id) Bib material  Journal
type

| | N
General Coverage Acquisition Notes History

Parser (service level)] PROQUEST::open

Service parser

parameters url=http://gateway.proquest.com/openur| & clientid=$$CLIENTID & url2=https://search.proquest.com

Parser parameters
(override)

parser parameters  jkey=5383
URL type Static URL Dynamic URL @ Parser Parameters
Proxy enabled @ No Yes

Proxy selected ™

I Test access I

N
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On the Linking tab, we see the Parser and Service parser parameters along with options to modify the URL type, enable the Proxy and identify which Proxy should be used. 
[CLICK] Click on the Test access button to confirm that the Service parser parameters are accurate and that access really is available. 


Activating a Single Electronic Journal — Continuous Orders

Electronic Portfolio Editor Relink to another bibliographic record Cancel

Journal of voice Journal of voice (Online) Elsevier Science [Amsterdam ; Print began with vol. 1, no. 1 (Mar. 1987). [1873-458 v

~_’__: i Collectionname ProQuest Music & Performing Arts Collection Collection ID  6180400930000521 View all the collection’s po...
Service type Full Text Service ID 6280409920000521 View all the collection’s ser...
Provider package DJMCT Portfolio ID  5380409900000521
code (DB id) Bib material  Joumal
type
L
General Linking Coverage Acquisition MNotes History
Vihieh covaios Only local Global and local Global orlocal @ Only global
statement will be ¥ ¥
applied?
Global Date Information v
B o
From Year From Month ~ From Day From Volume From Issue Until Year Until Month  Until Day Until Volume Until Issue
1 1996 - = s ; 2004 : = = :

N
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Presentation Notes
This time, on the Coverage tab, there are options we can apply regarding the coverage statement. Notice the Global Date Information. 



Activating a Single Electronic Journal — Continuous Orders

Electronic Portfolio Editor Relink to another bibliographic record Cancel

Journal of voice Journal of voice (Online) Elsevier Science [Amsterdam ; Print began with vol. 1, no. 1 (Mar. 1987). [1873-4588 v

.::__: Collectionname ProQuest Music & Performing Arts Collection Collection ID 6180409930000521 View all the collection’s po..
Service type Full Text Service ID 6280409920000521 View all the collection’s ser...
Provider package DJMCT Portfolio ID 5380409900000521
code (DB id) Bib material  Journal
type

| N h
General Linking Coverage Motes History

Electronic collection
PO Line

PO Line POL-8020 b 4

PO Line details  POL-8020

Electronic collection
license

wie
m

License Select from a list

View license details -

PDA Select from a list

N
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The Acquisition tab shows us the PO line associated with the resource and another place for us to link this title with a License. 



Activating a Single Electronic Journal — Continuous Orders

Electronic Porifolio Editor Relink to another bibliographic record Cancel

Journal of voice Journal of voice (Online) Elsevier Science [Amsterdam ; Print began with vol. 1, no. 1 (Mar. 1987). [1873-4588)@

s : :
{__h Collectionname  ProQuest Music & Performing Arts Collection Collection ID  6180409930000521 View all the collection’s por...
Service type Full Text Service ID 6280409920000521 View all the collection's ser...
Provider Qackage DJIMCT Portfolio ID 5380409900000521
code (DB id) Bib material  Journal
type
b [
General Linking Coverage Acquisition Notes History
Field name -~ Q s ol
¥ Date + Operator % Field Name 0ld Value New Value
1 01/22/2019 09:00:31 CST EresMgr [27] Activation date 2 2019-01-22
2 01/22/2019 09:00:30 CST EresMgr (2] Availability Mot Available Available
3 01/22/2019 08:54:58 CST System Expected arrival date - 2019-01-22
4 01/22/2019 08:54:55 CST EresMgr 2] Interface name - ProQuest Company

N
© 2019 Ex Libris | Confidential & Proprietary 30 EXL'D”S@

a ProQuest Company



Presenter
Presentation Notes
As before, the Notes tab provides a place to enter an Authentication note, a Public note, or, an Internal description. 

Lastly, the History tab, we see a list of all actions taken thus far with regard to the activation of this electronic resource. Click on the Save button to complete the Activation task for this resource.

Once again, to record that all work with activating an electronic resource has concluded, we return to the Electronic Resource Activation Task List to select Done from the More actions menu. Selecting Done has the effect of moving this work to another status so that what we are focusing on is those resources that require activation or other attention.

DEMO: 

Go through activation process for AKC Gazette.


Activating Electronic Collections — Continuous Orders

Electronic Resource Activation Task List

Assigned to Me

1-40f4 | Title -

Y Status: Opened Tasks ~

B MMSID

Unassigned

Q

PO Line Owner: All ~

2 Title

_ | N
Assigned to Others

Expected Activation Date : All

Status

Filter orders with interested users: No ~

4 Status Date

4 Due Date

Expected

Activatiol PO Line Owner

Date

Clear all

Change Status~ [»  $%

View

Edit

Edit Resource

1 | 99212641300521 The Middle Ages in 50 Objects Portfolio aek 07/06/2018 08/05/2018 07/06/... S.Clence
Access Library
Assign to
KB+ Eduserv Emerald
Selecti Check Graduat Done
2 []  99212641200521 Management 2015-2017 (150 AT 1 07/06/2018 08/05/2018  07/06/.. o oo
: package Access Library Delete
Titles)
View hidd
Atom land : a guided tour ewegen
through the strange (and Check —
3 1] 99214241100521 e ; ge ( Book 11/16/2018 12/16/2018 11/16/.. Main Library POL-7994 ane
impossibly small) world of Access
particle physics /
OECD Sci d Infi ti Selecti Check Sci
4 99214841400521 men{_:e_ PR R o 01/22/2019 02/21/2019 01/22/... Flence POL-8021 e
Technology iLibrary package Access Library
7N\
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To activate electronic collections, we once again begin at Resources > Manage Inventory > Manage Electronic Resource Activation and start at the Activation Wizard: Electronic Collection and Services Setup from the Action menu [CLICK]



Activating Electronic Collections — Continuous Orders

< Activation Wizard: Electronic Collection and Services Setup o ¢ Cancel | MUY
OECD Science and Information Technology iLibrary v
Type Selective package
Number of portfolios 579

Electronic Collection Level URL -
Additional descriptive information  OECD Science and Information Technology iLibrary

Local Electronic Collection Information v
Public name Level URL
Additional descriptive : . . =
information OECD Science and Information Technology iLibrary X |i=
Mark Bib as suppressed
Electronic Collection Proxy Electronic Collection Proxy -
Enabled ® o Yes Selected
Full Text Service W
Activate this electronic
collection service
Make service available
Automatically activate new
portfolios
Active from date 01/22/2019 X | Active until date =

Service public name

Service Public Note

Service Authentication
Mote

N
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At this page, we see options that focus on Mark Bib as suppressed, Electronic Collection Proxy Enabled, Make service available, Automatically activate new portfolios, etc. 

Enable options as appropriate for the collection and click on the Next button to move to the next step in the wizard. In the Full Text Service – Linking Parameters section, enter CLIENTID, if appropriate for ProQuest databases only, and/or SHIBBOLETH when required for a resource. 


Activating Electronic Collections — Continuous Orders

€ Activation Wizard: Linking Information H 3 ? Cancel Back | [N

OECD Science and Information Technology iLibrary v

Type Selective package

MNumber of portfolios 579

Electronic Collection Level URL -

Additional descriptive OECD Science and Information Technology iLibrary

information

Full Text Service - Proxy setup v
Proxy enabled No @ Yes Proxy selected Default( currently: none selected ) - l
< Activation Wizard: Select Activation Method o—o—e g Cancel Back | IS
OECD Science and Information Technology iLibrary v
Type Selective package
Number of portfolios 579
Electronic Collection Level URL -
Additional descriptive OECD Science and Information Technology iLibrary
information
Actl‘vatiog @ Activate all - Activation of the complete electronic collection with no selection of portfolios
Activate electronic collection and selected portfolios via Excel file upload

Manual activation - activate electronic collection and manually select portfolios

N
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Enable the Proxy setup as appropriate and click on the Next button when you are ready. Then, [CLICK] our next step is to determine the Activation Type for this resource. In this case, we choose to Activate all. Notice the other options to activate the Electronic Collection and handle activation of selected portfolios via Excel file upload or to activate the Electronic Collection and manually activate selected portfolios. It is likely that you will use each one of these options at some point.



Activating Electronic Collections — Continuous Orders

< Activation Wizard: Activation Summary o—e—e—o Cancel Back
OECD Science and Information Technology iLibrary v
Type Selective package
Number of portfolios 579
Electronic Collection Level URL -
Additional descriptive OECD Science and Information Technolegy iLibrary
information
Activation Summary N
Services  Full Text
Number of portfolios to be
activated i
Additional activation count 2
(electronic collection + service)
N
ExLibris.
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Review the Activation Summary to ensure that all is as expected before clicking on the Activate button to complete the activation of this collection. A Processing notice appears while the activation is underway. How long this takes depends heavily on the number of portfolios that are part of the collection. We are returned to the Electronic Resource Activation Task List where we’ll need to click on the Assigned to Me tab to see the newly-activated collection.

Once again, to record that all work with activating this electronic collection has concluded, we select Done from the More actions menu. There is, however, one more option to consider. That is whether or not to Unsuppress the collection level record to make it searchable in discovery. What you choose here is completely up to you and the policies at your institution.

DEMO:

Go through activation process for ProQuest public health database


Creating Invoices

g™

N
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To complete the purchasing cycle, invoices need to be created.


Creating Invoices

* Manage how an invoice is handled from point of receipt to point
it is paid

Invoices can be created in several different ways

Activation may not be handled as part of the workflow

If an option at your institution, payment requests may be
exported to the institution’s ERP system

Lifecycle of the invoice depends on your needs for review and
exporting to a financial system e
|

( )
N

N
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The Alma invoicing workflow governs the way that an invoice is handled from the point of its creation to the point at which the invoice is paid. Invoices essentially track payments for resources.
A few things to mention about the workflow:
Invoices may be created in several ways: 
Payments can be exported to a Financial system, or ERP (Enterprise Resource Planning) system, at your institution, for the purposes of synchronizing your library’s ledger and fund data with campus finance.
And lastly – and perhaps most importantly, the invoicing process can be flexible, depending on your needs. I’ll point out the options as we look at the workflow.


Creating Invoices

Invoices may be created in one of four ways: A B [1]

Manually ol
1. By entering the invoice details manually
2. From the PO using the PO details
3. From an Excel file, that uses a very specific format
Automatically
4. Via Electronic Data Interchange (EDI)

L1

7N\
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An invoice may be created in one of four ways: 

Manually – where you indicate PO Lines that should be associated with the invoice
Manually from a PO - using the details in the PO
Manually importing an Excel spreadsheet that contains the appropriate vendor invoice details 
Automatically using Electronic Data Interchange (EDI) invoice messages from the vendor

The last way that an invoice can be created is automatically through an EDI (Electronic Data Interchange) process that has been set up with the vendor. EDI is based on international standards, which were developed under the auspices of the United Nations. 


© 2019 Ex Libris | Confidential & Proprietary

Manually Creating an Invoice

Acquisitions  Resources  Fulfillment  Admin  Analytics

Purchase Order Lines
Order Without Inventory
Review

Claim

Renew

Review Deferred
Manage Trials

Manage EDI Tasks

Purchase Order
Package
Review
Approve

Delete PO

Purchase Requests
Create Purchase Request

Manage Purchase Requests

Receiving and Invoicing

Create Invoice

Approve
Waiting for Paymemnt

Post-Receiving Processing

Receiving Department items
Scan In tems

Import
Import
Monitor and View Imports

Reszolve Import Issues

Acquisitions Infrastructure
Vendors

Funds and Ledgers
Transfer Funds

Mowve Funds In Hierarchy

Licenses

Main Library - Ted

Advanced Tools

Item Search in Amazon
Exchange Rates Report

Patron Driven Acquisition (PDA)

Change Vendor In Order
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Manually creating an invoice begins by selecting the option, Create Invoice, from the Acquisitions – Receiving and Invoicing menu.


Manually Creating an Invoice — 1

€ Select Invoice Creation Process o ? Cancel Next
Invoice
Creation — Manually
@ rFrom PO
) From File
{ Select PO H Cancel Back

Select PO * [ Q, 18513

Wiley-Blackwell/Wiley-Blackwell/PO-18513

Cancel Save and Continue

© 2019 Ex Libris | Confidential & Proprietary
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< Invoice Details Save
PO-18513 (i ¥
!Jniqlfe invoice 1337311980000521 Owner - Vendor WIBL
identifier Status Pending
Approved by -6 Total amount 32.50 USD
Total invoice lines
amount
N\
ExLibris.
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The first thing that I am asked to do is to identify how I will create the invoice. In this example, I will create the invoice from a PO. 
Proceeding in this way means that I’m able to create the invoice with many of the details from the Purchase Order, especially including PO lines with vendor, title, cost and fund information. 
Click on the Next button [CLICK] to enter the PO number or search for it. 
Once the PO is found, click on the Save button [CLICK] to be taken to the Invoice Details screen.



Manually Creating an Invoice — 2

PO-18513

Unique invoice 1337311980000521 Owner = Vendor WIBL
identifier Status Pending
Approved by -P Total amount 32.50 USD

Total invoice lines -
amount

LN | N
Summary Alerts Invoice Lines History Notes Attachments

1-50f5 © Add Invoice Line

Y Status:All - Type: all -

e

£

aline# 5 Type ¥ Price + Total Price VAT Note 3 Status Description PO Line #
E: Sci
The basics of bioethics / Robert M. ESC(I:I;IHI;:E?E%) POL.B018
1:71 Req... 32.50 UsSD 32.50UsD - Read Veatch. lor & F is eBook: : -
9 i i Etgay oS SO (2018/06/30 - (Sent)/
P 2019/06/29)
2 999997 Sth... 0.00 USD 0.00USD - 8 , - - - -
Review
3 999992 Disc.. 0.00 USD 0.00USD - " ) - - - -
Review
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When we arrived at the Invoice Details screen, the Invoice Lines tab automatically displays. In this example, we see that there is one PO line that was part of the Purchase Order. 
This occurred when I used the option to Purchase at Vendor System and Order Now. 
In this example, there are no additional charges and the estimated price entered when the PO line was created is the final cost for the item.

Notice the PO line column, where it says Waiting for Invoice. This means that the item has been received and is awaiting payment through the creation of an invoice.


Manually Creating an Invoice — 3

< Invoice Details Save Cancel |

P0-18513 i [V
Unique invoice 1337311980000521 Owner Science Library Vendor WIBL

identifier Status Pending

Approved by -( Total amount 32.50 USD

Total invoice lines  32.50 USD

amount

h | N
Summary Alerts Invoice Lines History Notes Attachments

Invoice Details v
Invoice number * | PO-18513 Invoice date * | 01/23/2019 ¥
Vendor * | WIBL X | = Vendor account Wiley-Blackwell -
Total amount * | 32.50 usDlv| Tl Snoiolins. . 30 oG
Vendor contact person - = Payment method Accounting Department -
Invoice reference # Creation from  From PO

Owner Science Library

N
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I go to the Summary tab to confirm the details: Invoice number, Invoice date, Vendor, Vendor account, Total amount, and Payment method. 
There are numerous other details that may apply for your institution, however, there is one that applies to all institutions. 
Total amount and Total invoice lines amount must be identical. 
In this example, they are equal which means that we can proceed with completing the invoice. 

Before completing the invoice, notice the Alerts tab. 
If anything was amiss, such as the total price being incorrect or an invoice already existing for this PO line, we would see a blue turned-down corner, indicating that data of some kind is present there.
[CLICK] When ready, click on the Save and Continue button to complete the invoice.
Let’s go through several examples of creating invoices manually.

DEMO
Electronic Book – One Time:
Harte, David. Hyperlocal journalism ($29.57 using EHUM (Electronic Humanities) fund)
Luke, Allan. Educational policy, narrative and discourse ($26.00 using ESS (Electronic Social Sciences) fund)

Journal Subscription – Continuous:
Perform Electronic portfolios – Title search for AKC gazette ($59.00 using ESS (Electronic Social Sciences) fund)

Electronic Collection – Continuous:
Perform Electronic collection – Title search for ProQuest public health database ($1230 using ESCI (Electronic Sciences) fund)


Invoice Workflow Considerations

Some considerations...

* Do you export/import invoices to/from an ERP?
* Do you invoice via EDI?

* Do staff operators to have separate invoicing roles or
does one staff operator perform all tasks?

* Do you have an Invoice approval process?

Invoice Review Rules and Invoice Approval Rules may be
configured to handle any of these options

7N\
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There are some things to consider when looking at invoicing workflows and thinking about the options you may want to implement.

At your institution, for example, are you able to export/import invoices to and from an ERP system? 
Do you use EDI (Electronic Data Interchange) for invoicing? 
How are invoicing activities handled at your institution—by more than one operator or does one staff operator handle the entire Invoicing workflow?  
Do you currently have an approval process for invoices before they go to a payment stage?

Alma has invoice review and approval rules that allow these scenarios to be employed. What is configured will depend very much on what you currently do for invoicing and/or what you are able to do at your institution. You will want to discuss with your Ex Libris project team how Alma invoicing should be configured for you. 



Create Invoice — Fund Transaction

After an invoice is created, two transactions are entered in the
fund to complete the purchase process:

 Disencumbrance
* Expenditure

© 2019 Ex Libris | Confidential & Proprietary

< Transactions Back
E: Sciences e.
Code ESCI
Fiscal period 2018/06/30 - 2019/06... Available Balance 79,671.60 USD Cash Balance 133,427.89 USD
Allocated Balance 133,544.28 USD Expenditure Balance 116.39 USD Encumbered Balance 53,756.29 USD
LN
Summary Transactions Notes Attachments
1-200f36 POLine ~ Q [ES.

Y Filter: all ~

, Transaction
¥ reference

* Time: 3 Type Related record 3 Amount Payment date % Reporting code Notes

PO Line:POL-8018

1 01/23/2019 10:00:25 CST  Expenditure Invoice Line: 32.50USD - Sciences
POTOSToNT]

2 01/22/201911:0212CST Encumbrance PO LinetPOL-8021 579.00USD - Sciences

3 01/21/2019 10:36:10 CST  Disencumbr... PO Line:POL-8018 32.50USD - I

4 01/21/201910:36:10 CST  Encumbrance PO Line:POL-8018 3250UsD - Sciences

N
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We have created some invoices. 

Once the invoice has been created and you look at the Fund transactions tab for the appropriate Allocated fund, you’ll see two new transactions:

A Disencumbrance, and,
An Expenditure.

When the item was initially ordered, it was an encumbrance – or in other words, the money was reserved for the item. Once the invoice is created, the money is then disencumbered and it is considered an Expenditure.


Acquisitions Workflow for Electronic Resources

Purchase Order Lines (created)
Funds (updated with encumbrance)
Purchase Orders (created)
Inventory (created)

Inventory (updated)

Invoices (created)
Funds (updated with disencumberance and
expenditure)

Invoicing

N
© 2019 Ex Libris | Confidential & Proprietary 44 EXL'P IS.

a ProQuest Company


Presenter
Presentation Notes
We have just covered the data elements and infrastructure that are important in the purchasing lifecycle, so let’s review the stages and lifecycle where they are each relevant.

During the Ordering process, you are creating purchase order lines which are bundled into Purchase Orders. As part of this process, you are updating funds to indicate an encumbrance. Further, you are creating inventory.

During the Activating phase, you are updating existing inventory, making the resource available to users.

For the Invoicing process, you create invoices and update existing funds to disencumber them and create expenditures.

Much of the data involved in each of these steps is created automatically at the point of ordering, and everything else is just updating that data. So it is important to understand that a lot of the decisions that are made early on in the process can affect the downstream processes that you see here.


Wrap-Up

i ExLibris.
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Wrap-up


Conclusion

* During this session, we looked at the workflow for
Purchasing, Activating and Invoicing for Electronic
Resources

e One-Time Orders
e Continuous Orders

Questions?
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This brings this introductory session on Purchasing, Activating and Invoicing for Electronic Resources to a close. Are there any questions?
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Presentation Notes
Thank you for joining us.
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