Purchasing a Continuous Print Item

It is possible to create purchase orders manually for either print or continuous items.
Learn how to order a continuous print item for this training session.

To search for an external resource in Alma and place an order from the bibliographic record, start on the Alma home page. 
Then go to Resources > Cataloging >Search Resources. 

This opens the Metadata Editor.
From here, it is possible to conduct a search in several different external resources such as the British Library, MnPals, WorldCat and more. 

We will use the Library of Congress to conduct our search once you put in your search parameters hit the Search button 
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The match is indicated by the blue arrow at this time I can View or Import that record.[image: Graphical user interface, text, application

Description automatically generated]

I will import the record and edit it if needed then I can order it by clicking the shopping cart.
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You will see that it brought us to the PO Line Owner and Type screen. The Description is the title of the journal and has been brought over for me. However there are few other fields to fill in. The PO line type which will determine the rest of the workflow for this material. If we selected Electronic Title we would end up activating an electronic resource later on instead of the Receiving workflow. For this example I will be selecting the Recommended: Print Journal - Subscription.

Notice that with the Purchase type selected, we now see the option to assign inventory manually. Checking this box will prevent the PO line from creating new inventory, and we could attach inventory to the PO line later in the process. We’ll keep this unchecked for the example so that an inventory item is created.

Next we have the PO Line Owner. This is the library responsible for the order, not necessarily the library that will own the item. We’ll pick the Main library here for this example.

Please enter the PO line type and the PO line owner, now that we have the fields filled in. 
Let us click Create PO Line.
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We have that a new PO line was created, and that we need to review the information in this screen before we move forward. 









We have our PO line number, and we can see that status of this purchase order line is In Review. Let us look at the require fields that we will need to fill in before we can place the order.
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First, if my institution has multiple locations, I will need to add a location. I will click Add Location, select the number of holdings to create and the supported libraries then click Add.
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Now the information I have entered is now presented in the Order Items list.
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The next field is the Material Supplier I can use the list icon to pull up a list of the vendor accounts already created in Alma. Then I click on the vendor to select it.
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The next few fields required are the list price and the quantity for pricing. Let us enter $19.99 here. If we received a discount from the vendor, it would be reflected in the Net Price and Discount fields.
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Now we will need to select the Fund that will be used to pay for this item. Click Add Fund, and this will open a pop-up where we can select the Fund. You will notice it brought up some recent funds so I will pick the PZ/Popular and once the fund is selected, I can define how much of the item will be paid for with this fund. I will keep this set to 100% and click Add Fund.
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Now I can see the Fund information as it has been entered. If I were paying for this item with multiple funds, I could add additional funds, and they would appear here in the list. 
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Now we will look at the Acquisition Method.
Acquisition Method was defaulted to Purchase, which means that the order will be emailed through Alma to the vendor, using the information that was configured in the Vendor account.
For this example, I am going to select the Purchase at Vendor System acquisition method. 
This means that this PO will not be sent to the vendor automatically, and we would need to place the order through the vendor directly. It is also what we would choose if we already ordered the item directly through the vendor’s system.
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For print subscriptions there is a section at the bottom of the screen called Renewal with several additional fields. I can select whether I would like the subscription to renew automatically or manually. By default, is set to Manual Renewal. 

I can also add when the Subscription begins and ends. 

The two required fields are the Renewal date * and the Renewal reminder period (days) *
Let set the renewal date from a year from now and the renewal reminder period to 30 days.
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OK. Now I am ready to place the order. If I select Save and Continue, the PO Line would enter the packaging stage. This means that a process would need to run to package this PO line with other PO lines that had the same vendor to form a Purchase Order.

Since I just want to order this one item right now, I am going to click Order Now to generate a Purchase Order that contains this one PO line. A confirmation message and alerts will pop up.
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Description automatically generated with medium confidence]After clicking the Confirm button you will receive this message:
Order now submitted.
Purchase Order Lines in Review
The Order new process for POL-3630 has been submitted.


Once the PO Line has been submitted you would see this from searching the order line status.
Outdoor photographer., Werner & Werner Corp, Began in 1985? 0890-5304, ISSN
MMS ID: 9984549308806076		Copies: UND CFL Journals Docs Media – Cfl   Renewal date: 2023/06/01
Type: Print Journal – Subscription		Total price: 19.99 USD
PO line owner: UND CFL Journals Docs Media	Funds
Standard number: 0890-5304		Vendor/Account
Order: PO-89339 (Sent)			Vendor reference ID –
Order Line: POL-3630/Sent		Expected delivery: 2022/07/01
image7.png
< Purchase Order Line Details Saveastemplate | | Change Bib Reference | | Delete | | Cancelline || Relink | OrderNow | Save Back

Summary ~ Description  Alerts  Invoicelines  Associated POLines  Communications InterestedUsers  History ~ Notes  Attachments

e — This tab has content Alt + 3 o

© Add Location ¥ £

Library Location Call Number CopyID Summary Number of ltems
| UNDCFLJoumals ey 1001 East - Journals WMLC 93/1764 1 - 0
Docs Media

Receiving note Routing during receiving Binding during receiving




image8.png
Select Vendor Accounts

1-40f4 | vendorName~  wiley Q
Active Vendor Code 4 Name 4 Account Code
1 v 0052187 Wiley InterScience, John Wiley and Sons 0052187
2 0070172 Wiley Publishing, John and Sons [Books] 0070172

v
Wiley InterScience, John Wiley and S
a v 070186 ley InterScience, John Wiley and Sons / 0070186
Blackwells
v

Jws John Wiley & Sons 2022-800ks

4 Description

Default Account - 0052187

Default Account - 0070172

Default Account - 0070186

Books etc.




image9.png
Vendor Information

Material supplier *

Expected receipt after
ordering (days)

Subscription interval

Wiley InterScience, John Wiley and S0 X
60

30

9 View vendor

Claiming grace period
(days)

Or expected receipt date

Reclaim Interval (days)

90




image10.png
Pricing

Listprice* | 19.99 usD Netprice 19.99 USD

Update Net Price

according to item quantity ) Quantity for pricing * 1

Discount (%) | 0.0 Discount (amount) 0.0




image11.png
Funding

© AddFund ~

Fund

PZ/PopularReading X

Percent

100.0

Amount

19.99

usD




image12.png
Funding ~

© Add Fund ~ Redistribute Lines &%
# 4 Fund Name + Fund Code Percent + Amount
1= PZ/ Popular Reading (2021/07/01-2022/06/30) (339.12 USD) POPR2022 100.0% 19.99 usp

2 Total - - 100.0% 19.99 USD




image13.png
PO Line Details

Acquisition method
No charge
Invoice status

Manual packaging

Cancellation restriction
note

Purchase at Vendor System

No invoice

Material type

Rush
Cancellation restriction

Identifier

Recommended: Issue

0890-5304




image14.png
Renewal

Manual renewal

Subscription from date
Renewal date *  2023/06/01

Renewal Note

Subscription to date

Renewal reminder
period (days) *

30




image15.png
Confirmation Message

You are about to send this order: POL-3630

« Atleast one of the reporting codes is missing,
« Mandatory Information is Missing or Erroneous

Are you sure you want to perform this action?

Cancel




image1.png
S —

Find AnyField  Contains Phrase v
Title | Contains Phrase v |outdoor photographer
Creator  Contains Phrase v
Subjects | Contains Phrase v
ISBN  Contains Phrase v
ISSN  Contains Phrase v |oss0-5304

Year of Publication  Equals

System Number  Contains Phrase M

Clear





image2.png
| Library of Congress (United States Library of Congress (LOC)I(2) |

1-2012Records |

1 Digital photo.
(Journal Werner Pub Corp, Los Angeles, CA, Began Jul /Aug. 2009; ceased
with Vol. 23, no. 4 (winter 2019))
ISSN: 1948-5557
Record Source: NSD
Subjects: Periodicals., Photography--Digital techniques., Photography—Digital
techniques—Periodicals.
Other System Number: (OCoLC)ocn320835601

View  Import

2 Outdoor photographer.
(Journal Werner & Werner Corp, [Encino, Calif] -, Began in 19857)
ISSN: 0890-5304
Record Source: NSD
Subjects: Periodicals., Outdoor photography., Outdoor photography—
Periodicals.
Other System Number: (OCol C)ocm 14255205

View  Import





image3.png
TeamDynamix V- X | @ Academic|ODIl X (O Metadats Editor X G Google X | @ AcquisonsWo x | +
<« C (Y @& und-psbalma.exiibrisgroup.com/ng/page e % » 0 a :

Sign i to Office 365 5 | [ ther bookmarks

apps [ TesmOynsmix Sgn-.. @ ND University Syste.. Y North Dakota HEC.. £ Online Dakots Infor

UND Chester
Physical titles »  Keywords ~ Q FritzLibrary- v §
Chester Frit...

= Templates Rules Bs:. - © Bre. Sed. +A. Bvii ®or Qse  C:odEditor

Ama
MARC218Bib(1) Holdings DC (1) Outdoor photographer. (9910871243806066) Bex
& New
= | Q searchinlist cCHmRE
& Outdoor photographer.  (9910871243806066) (3 B2 S D EEED
New 001 11415129
005 20200607071224.0
008 860923c19859999caumn#p#essEEO###alenghe
010 $5a s#93093830¢ $52 sn#B6011775%
0220 $5a0890-5304 531 0890-5304 $52 1
032 552 000459 55b USPS.
’ 035 $5a (OCoL Clocm14255205
P 037 $5b Outdoor Photographer Magazine, P.0. Box 3736, Escondido,
min CA92025-9894
' 040 §5a NSD S5b eng $5c NSD $5d NST 55 NSD $5d NST 50 DLC
T $5d LSH $5d 0CLCQ $5d HNK $5d GK8 $5d OCLCQ $5d OCLCF
“ §5d HCO 55 OCLCO §5d TU7 $5d OCLCO $5d FMU $5d JOZ §5d
OCLCO $5d ZQP $5d OCLCO $5d OCLCQ
042 §5a nsdp 55 pec
0500 0 $5aWMLC 93/1764
0821 0 $5a77855211
] 2100 $5a Outdoor photogr. >
Hide MDE
A Youhave 1 waming(s) in your record v
& ¥« p 890 - Field"890"is not listed in profile

Configuration





image4.png
v - o x
[ B Academic| ODIN x | B TeamDynamix Version 114 X | £ Academic | ODIN X (" POLine Owner and Type X @ Acauisitions Workflows: Purchas. X |+

<« C (Y @& und-psbalma.exiibrisgroup.com/ng/page:u=%2Facq%2Faction%2FpageAction.po.prerequisite_poline.xml.do%3FxmiFileName%3Dpo.prerequisite_polinexml&pageViewMode%3D.. 12 % & [ &
:

TeamDynamix Sign-.. @) ND University Syste... X North Dakota HEC.. £ Online Dakota Inor. igninto Office 365 B8 ODIN-Home @ Ex Libri Customer... @ DuoSecurty [] Imported From IE » | [ Other bookmarks

UND CFL Journals Docs
Vendors~ Al ~ [SQl  Viedia -Chester Fritz
Library Circulation
= ; e
5 < PO Line Owner and Type [EWM create PO line
Ama

Description *  Outdoor photographer.

v POlinetype * | Recommended: Print Journal - Subscription -
Resources
PO line owner * | UND CFL Journals Docs Media -
-~
Discovery Load from -
template
Assign
- inventory
Fulfiment manualy
Admin
o~
< ExLibris. @extibrs, Partof larivate, 2022

Configuration





image5.png
v - a x
(O Purchase Order Line Details x|+

<« C (Y @& und-psbalma.exiibrisgroup.com/ng/page:u=%2Facq%2Faction%2FpageAction.po.poline_summary.xml.do%3FxmiFileName%3Dpo.poline_summary.xml&pageViewMode%3DEdit.. 12 % & [ &

TeamDynamix Sign-.. @) ND University Syste.. X North Dakota HEC.. £ Online Dakota Infor. igninto Office 365 BE ODIN- Home @ ExLibris Customer.. @ DuoSecurty [ Imported From IE » | [ Other bookmarks

UND CFL Journals Docs
Vendors~ Al ~ Q Media - Chester Fritz.
Library Circulation

= < Purchase Order Line Details Saveastemplate | Change Bib Reference Delete  Cancelline | Relink  Defer = OrderNow = Save B8 Save and Continue
Ama
Outdoor photographer., Werner & Werner Corp, Began in 19852, 0890-5304, ISSN o M
PO line POL-3630 PO - Status In Review (2022/06/09) a
PO line type Print Journal - Subscription PO line owner  UND CFL Journals Docs Media Sent date -
Resources 1] 2] (3] (5] (] 0 o W0 [}
‘Summary Description Alerts. Invoice Lines Associated PO Lines Communications Interested Users History Notes Attachments
-
Discovery
Ordered Items v
-
Fuifilment © Add Location ~ €%
MP Library Location Call Number Copy ID Summary Number of ltems
imin
UND CFL Journals
CFL Floor 1 East - Journals 'WMLC 93/1764 1 - 0 "
Docs Media
Receiving note Routing during receiving Binding during receiving
4
Vendor Information v

Claiming grace period
(days)

Or expected receipt date [=]

Material supplier * 9 View vendor o

Expected receipt after

Configuration ordering (daye)





image6.png
< Purchase Order Line Details Saveastemplate | | Change Bib Reference | | Delete | Cancelline | Relink | Defer | OrderNow | Save Back

Outdoor photographer,, Werner & Werner Corp, Began in 19852, 0890-5304, ISSN e -
PO line POL-3630 PO - Status In Review (2022/06/09)
PO line type Print Journal - Subscription PO line owner  UND CFL Journals Docs Media Sent date -
‘Summary Description Alerts. Invoice Lines Associated PO Lines Communications Interested Users History Notes Attachments
Ordered Items v
© Add Location > ¥
Library Location Call Number Copy ID Summary *
Number of holdings to create *
UND CFL Journals
- CFL Floor 1 East - Journals 'WMLC 93/1764 1 - 1
Docs Media
- Supported libraries
Receiving note Routing during receiving (|
'UND CFL Journals Docs Media: -
4
Vendor Information
Material supplier * © View vendor Claiming grace f;';:’s'; 0
Expected receipt after Or expected receipt date -

ordering (days)




