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Purchasing, Receiving and 
Invoicing for Physical Resources

Presenter
Presentation Notes
BEFORE THE SESSION—check examples
--Slide 8—the print book example should not be in the database, Identify a journal title with no inventory—the bib may be in the database or may be imported during the session
--Slide 11—the suppressed bib record should already be created but not have a PO associated with it.
--Slide 21—receive serial issues—a sample title is also set up to receive issues (not predicted)
--Slide 23—receive standing order—the issue title you use should not be in the database
--Slide 30—invoice examples—do they match the other examples in the deck?
--Slide 36—should have the presenter’s email. 


Introduce yourself
Welcome to this session on Purchasing, Receiving and Invoicing for Physical 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.
This meeting is scheduled to last an hour. It may run over that time depending on questions that I receive. If you have to leave at the scheduled end time the recording will conclude when the session ends. 

Starting the recording now.
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• Purchasing manager, operator and 
operator extended

• Receiving operator, operator limited
• Invoice manager, operator and operator 

extended

2

Purchasing, Receiving, and Invoicing User Roles

Presenter
Presentation Notes
There are roles for each Purchasing, Receiving and Invoicing in Alma. These roles are assigned to users depending on the type of Acquisitions tasks they perform in Alma. Some operators at your institutions will have some or all of the roles mentioned here. 

Roles with “extended” in the name give additional permissions. If a staff member should have all permissions in that work area they will need the operator and the operator extended role. 
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Overall Acquisitions Workflow for Physical Resources

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

Physical: Mark items as received; route 
for processing or to shelf

Funds are disencumbered and 
expended; order payment may be 
requested; invoice may be loaded via 
EDI

Ordering

Receiving

Invoicing

Presenter
Presentation Notes
Let’s look at the major steps of acquiring materials for the library.

Resources are ordered, typically by the Acquisitions department. 
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.

If the order is for physical material, when it arrives at the library, it is marked as “Received” in Alma and routed for further processing or to the shelf if no further processing is needed. 

Invoicing is completed, something that could happen in parallel with receiving. 
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.

Note that this is the traditional approach. 
Some libraries will combine these steps, or pay external service providers to perform some of the steps.  
In designing Alma, we looked at this process flow and its dependencies, then worked to see where we could streamline it.
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Purchase Order Lines

4
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Purchase Order Lines
PO lines (POLs):

• Create inventory
• Encumber funds
• Are bundled into Purchase Orders and 

sent via email or EDI
• Trigger 

• receiving (physical)
• invoicing
• claims

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

Presenter
Presentation Notes
Purchase order lines are the basis of many later processes. 
Alma does as much as possible to move from one workflow to another smoothly by reusing data that is generated during previous workflows.  

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, Alma will automatically create print 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 receiving tasks in the case of physical materials. 
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 – not only physical material receiving, but also renewals, claims, trials, and other workflows.
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Manually Create a Purchase Order Line—1 
Purchase type defines:

• Inventory format
• Physical
• Electronic

• Continuity
• One-time
• Continuous
• Standing

• Acquisition/item material type

Presenter
Presentation Notes
This is a screenshot of the first form at appears when you create a Purchase Order line in Alma.
The first thing that needs to be selected is the Purchase Type. 

In this screenshot, we are creating a PO line with the purchase type of Print 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 physical 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)

In this example I selected a purchase type for a physical resource. 
As a result, Alma will create physical inventory and trigger Receiving workflows. 
If I selected a purchase type of electronic inventory, Alma will trigger activation workflows. 
A one-time order, it will leave the PO line open until it is received and paid for. 
If it is a continuous order (for example, a subscription), the PO line will remain open until it is canceled.

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




© 2019 Ex Libris | Confidential & Proprietary 7

Manually Create a Purchase Order Line—2 

Presenter
Presentation Notes
This screenshot is of the top of a PO line form. 

Fill in details for the Purchase Order Line, especially the mandatory fields of 
Material supplier
List price, 
Quantity for pricing 
Fund
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Manually Create a Purchase Order Line—3 

Presenter
Presentation Notes
Toward the bottom of the PO line, we see that the PO line also defines the Acquisitions material type. This is something that can be changed later on. 

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 Print Book – One Time order. 
Let’s look at a live example of creating a one-time PO Line for a print book. 
We’ll also look at examples of creating a continuous PO Line for a subscription (required to perform check-in) as well as a PO Line for a standing order.

Open Alma and create at least one PO line for a physical resource

Print Book – One Time:
Diaconis, Persi. Ten great ideas about chance ($27.95 using MSCI (Monographs Sciences) fund)
Fabritius, Friederike. The leading brain ($26.00 using MHUM (Monographs Humanities) fund)

Journal Subscription – Continuous:
Perform All titles – Title search for Journal of fixed income ($759.00 using SSCI (Serials Sciences) fund) 
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Standing Orders

9
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Standing Orders

• Standing orders are “special” in that we add a suppressed Bib 
record to the repository to act as a placeholder for the order for 
the volumes that will be received irregularly over a period of 
time

Presenter
Presentation Notes
This example shows a suppressed brief Bib record for the Macmillan dictionary series that [CLICK] we use as the placeholder for the order.
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Standing Orders

Presenter
Presentation Notes
Here is an example of an order for a Print Book – Standing Order.

Let’s go through an example in Alma.

Open Alma  and search for bib record 
Title = Quintessence series
264 $$a New York, NY : $$b Springer Berlin Heidelberg 
ISSN: 2195-4941 

--The record is brief—it’s a placeholder for the PO line
--The record is suppressed—the individual items will have their own bib, holdings, and item inventory and will be available in Discovery as well as Alma.

Create a PO line for this title ($44.99 using MHUM (Monographs Humanities) fund)
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Purchase Order Line Details

12
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Choosing Purchase Type for Physical Resources

BUY NOW

Standing

Open until cancelled 

Inventory is created manually

Not received through receiving 

workbench
BUY NOW

Continuous/Subscription

Open until cancelled

One holding created per serial run

One item created per issue

Use for serial subscriptions

One-Time

Closed when received & 

invoiced

One holding created per 

location

One item created per copy

Use for print books, media, 
microfilm

Use for approval plans, 
memberships, series monographs

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 purchase type does…

Choose One-time for one-time, or infrequent, orders. 
	Used for printed books, maps, or musical scores. 
	Basically, the physical item is not published repetitively.
Choose Continuous when you have a predictable receiving interval 
	Used for serial subscriptions such as print journals.
Standing orders are not typically received through the usual receiving process, but are used for keeping an order open when you cannot predict the arrival of items. 
	Examples include subscriptions that are published at irregular intervals or a series that is published over a period of years with two volumes delivered in one year, three the next year and one the following year. 
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Acquisition Method

Acquisition Method List Price Optional? Send via EDI/Email?

Approval

Depository—Gov Docs

Exchange

Gift

Purchase

Technical

Purchase at Vendor System

Presenter
Presentation Notes
Before we move on to receiving and invoicing, here are a few more details that provide information related to the Acquisition method you might choose depending on what you are ordering.
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Receiving Physical Items

15
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Receiving Physical Items

• To receive physical items, the role of Receiving Operator 
must be assigned and scoped to the Technical Services unit

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

• At some institutions, the receiving workflow for one-
time physical items is performed by one operator while 
another operator is responsible for the invoicing 
workflow 

• At other institutions, one operator performs both tasks

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 approached to workflows that are available in Alma.
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Receiving Physical Items—One Time Orders

Presenter
Presentation Notes
In this example, an operator receives one or more physical items that have been ordered. 
Going to the Receiving workbench, and on the One Time tab, the process is to place a check in the box for the item [CLICK] in question and to click on the Receive button [CLICK] in the upper right corner. 
There are other options, too, some of which we will view in Alma.

Using More actions menu, choose to Manage items and also apply a barcode during the receiving process.






© 2019 Ex Libris | Confidential & Proprietary 18

Receiving Physical Items—One Time Orders

Presenter
Presentation Notes
This is the item we just received, I’ve done a repository search in Alma for the resource. [CLICK]
Looking at the Physical details, I’m able to determine that the copy that was received, is destined for the Science Library stacks and that it has a call number associated with it. 
The Item Availability statement, “1 Not Available,” means that this item remains in technical services for processing including cataloging activities, applying a barcode and theft detection, etc. 
Only when the item is scanned in at the Circulation Desk for the owning library, will the Item Availability statement update to “1 Available.

In Alma, let’s go through the process of receiving a Print Book – One Time order. Log in with AlmaUser13/Us3rnA!ma. 

Open Alma and receive the title you purchased 
Print Book – One Time:
Diaconis, Persi. Ten great ideas about chance 
Fabritius, Friederike. The leading brain
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Receiving Physical Items—Continuous Orders

Presenter
Presentation Notes
To handle receiving for physical subscription issues, we go to the Continuous tab at the Receiving workbench. 
For each subscription with an issue to be received, we click on the Actions button to Receive the next issue.
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Receiving Physical Items—Continuous Orders

Presenter
Presentation Notes
As you can see, the Receiving workbench for journal subscriptions works a little differently than when we are receiving one-time items.
 In this example, v. 17, no. 1941 (2017 Autumn) was the most recently received issue. 

The workflow is as follows
Click the Duplicate button to copy the details of the most recently received issue to the New Item Details portion of  the form. [CLICK]
Update the enumeration and chronology fields to reflect the issue in hand.
Click on the Generate button to preview the Description that will appear in the discovery system
Click Create and Receive button [CLICK]

If it is the practice at your institution to apply barcodes to individual issues, you may do that by clicking on the Receive and Set Barcodes button located in the upper right. 
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Receiving Physical Items—Continuous Orders

Presenter
Presentation Notes
Here, we see the Received Items List for this title. Click on the Save button to complete the process of receiving the issue. 
Let’s check out the process in Alma.

Open Alma and check in an issue

Journal Subscription – Continuous:
Journal of fixed income 


***Nordic Journal of Botany is set up as a monthly. Search for that title and check in the next issue. 
From the Actions menu click Receive
Duplicate the last issues enum/chron and update it for the issue in hand.
Click Save and Receive
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Receiving Physical Items—Part of a Standing Order

• Standing orders are not received through the usual receiving process 
• Rather, we handle the process by adding a Bib record for the volume in 

hand and adding inventory for it with a “twist” in the Item record

Presenter
Presentation Notes
As already stated in this session, standing order items are not received using the usual receiving process. 
Rather, we add a Bib record before creating inventory (holdings and items) for the newly-received volume.

Here, I have added a Bib record for the first volume in the series, The Macmillan dictionary of astronomy. Next up…
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Receiving Physical Items—Part of a Standing Order

Presenter
Presentation Notes
…adding a Holdings record…[CLICK] followed by an Item record. 
The “twist,” I mentioned on the previous slide, is [CLICK] associating the PO Line with this volume.

Open Alma to demonstrate:

Print Book – Standing Order

Quintessence series for=The suppressed bib record is already in the system That’s what we used for the Standing Order PO line. 

Search external resources for an example below
The quintessence of marketing (2014)
The quintessence of supply chain management (2016)
The quintessence of strategic management (2016)
The quintessence of sales (2018)

Create a holding record
Create an item record
Link item to PO
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Invoices

24
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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

• Receiving may be handled as part of workflow

• Optionally, 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

Presenter
Presentation Notes
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:
[CLICK] Invoices may be created in several ways: either manually – for example, from a purchase order (PO) or from an Excel file – or processed automatically via Electronic Data Interchange (EDI) from the vendor.

[CLICK] There is also an option where you can handle receiving immediately after creating the invoice.

[CLICK] 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.

[CLICK] 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.
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Creating Invoices

Manually
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)

Presenter
Presentation Notes
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. 
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Manually Create an Invoice

Presenter
Presentation Notes
Manually creating an invoice begins by selecting the option, Create Invoice, from the Acquisitions – Receiving and Invoicing menu.
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Manually Create an Invoice

Presenter
Presentation Notes
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.




© 2019 Ex Libris | Confidential & Proprietary 29

Manually Create an Invoice

Presenter
Presentation Notes
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.
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Manually Create an Invoice

Presenter
Presentation Notes
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.

When ready, click on the Save and Continue button to complete the invoice.

Let’s go through several examples of creating invoices manually.

Print Book – One Time:
Diaconis, Persi. Ten great ideas about chance 
Fabritius, Friederike. The leading brain

Journal Subscription – Continuous:
Journal of fixed income 

Print Book – Standing Order
Quintessence series for 
The quintessence of marketing (2014)
The quintessence of supply chain management (2016)
The quintessence of strategic management (2016)
The quintessence of sales (2018)
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Invoicing 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
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Overview

32
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Create Invoice—Fund Transaction

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

• Disencumberance
• Expenditure

Presenter
Presentation Notes
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.
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Lifecycle and Data Updated

Purchase Order lines (created)
Funds (updated)
Purchase Orders (created)
Inventory (created)

Inventory (updated)

Invoices (created)
Funds (updated)

Ordering

Receiving

Invoicing

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 Receiving lifecycle, you are updating existing inventory – by flagging that a physical item has been received before making it available for public use.

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.
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Conclusion

• During this session, we looked at the 
workflow for Purchasing, Receiving and 
Invoicing for Physical Resources

• One-Time Orders
• Continuous Orders
• Standing Orders

• Questions?

Presenter
Presentation Notes
This brings this session on Purchasing, Receiving and Invoicing for Physical Resources to a close. Are there any  remaining questions?

AFTER THE SESSION—
Update examples on slides 8, 11, 21, 23 and 30 so that new examples are in place for the next session. 
Save updated PPT to the shared drive.
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jenny.draeger@exlibrisgroup.com

Thank you!
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