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topics for today’s session:

e acquisitions in the Alma environment

e connecting (or revamping) current workflows

® acquisitions as the starting point for many other
workflows in Alma

e a look into Analytics and additional configurations



let’s talk about workflows

e what works well in your current acquisitions workflow?

e what could be improved?

e what processes are you conducting manually or outside Aleph that Alma can
handle or assist with?

e which Alma functions will enhance the way your library is currently handling
acquisitions?

e how do you anticipate your workflows changing?



Oneonta’s Aleph Acquisitions Workflow

* Ordering
o Place order through vendor system
o Import an OCLC record from OCLC or GOBI into Aleph
o Create an order record in Aleph
* Create an invoice
o Receive invoice from vendor
o Create and close an order record in Aleph manually or using EDI
o Manually send the invoice to financial department to be paid
* Receive
o Review item’s condition
o Add barcode to the item record
o Catalog
= Review the bib record
= Qverlay the bib record when local fields are added or changes
made to the OCLC record
= Qverlay the bib record if incorrect record was initially imported
Make changes to the holdings record
= Location
= Call number
* Send to circulation to be scanned and shelved

CREATE/CLOSE

INVOICE

RECEIVE

CIRCULATION

I-I-I-I




Oneonta’s Alma Acquisitions Workflow

* Ordering
o Place order through vendor system
o Order item from the NZ bib record
= Import bib record intothe NZ if thereis no record
o Createan POLin Alma
* Create/Closeaninvoice
‘ o Receiveinvoice fromvendor
o Createand close an invoice in Alma manually or using EDI
CREATE/CLOSE = C(Createlnvoicelines
INVOICE o Manually send the invoice to our financial departmentto be paid
* Receive
o Review item’s condition
o Edit the itemrecord
o Barcode
o Material type

RECEIVE W/O <
WORKFLOWS -

o Location

o Temporary location

‘ o Catalog
o Review the bib record
= OQverlaythe bibrecord if the incorrect record was used for ordering

CIRCULATION = Add local notes

o Make changes to the holdingsrecord
= Call number
* Send to circulationto be scanned and shelved



Onetona’s Workflows:

SAME:

e |mporting OCLC record to
order
e Ordering

o Through vendor
o Creating order record
(Aleph)/POL (Alma)

e |nvoicing

o Creating and Closing an invoice
e Reporting

o Expenditure & Commitments
e Scanning item

o By Circulation to be shelved

Aleph versus Alma

DIFFERENT:

e |mporting OCLC to the NZ
e Creating an Order in Alma from the NZ

e Receiving
o ltem Processing

m  Workflow
m Location
o Cataloging

m Bibrecords
m Holding Records

e Automatic patron notifications
(“interested users”)



Geneseo
Milne Library
Workflow for

Patron request received from
ILLiad in “Awaiting
Acquisitions Processing” queue

Print Monos
in Alma

Search Alma to verify we do
not already own a copy

If copy is already in
Milne collection,
route request to

“Awaiting Stacks
Processing” for IDS
staff to pull the
book and place it
on hold for the
patron

x\“\\/

If Milne does not
already own a copy,
search for the item in
GOBI and place order.
If the item is
unavailable leave
request in queue for
AN to order using
Amazon or directly
from the publisher

=

Search OCLC for
a record and
import into NZ

B

If bib record is NOT

available in the NZ ...

AL

If bib record is

available in the NZ ...

Search NZ in Alma for a bib record

Click the
“Order”
button and
create POL

Complete the POL,
including any
“interested users”
and use "Purchase
at Vendor System”
as the payment
method. Click the
“Order Now"
button to send POL
for packaging

Click the
“Order”
button and
create POL






Geneseo Workflows: Aleph versus
SAME: AI[KIHZQQENT:

e Order placed with vendor;

e Using a system!
payment made with library e PO andPOLs
admin office e Invoicing
e Patron requests received via e Automatic patron notifications
ILLiad (“interested users”)
: e Using the NZ for bib records
e End processing workflow :
e Tasklist

e Ability to track expenditure and
generate reports - without frustration!



PRINT: ONE-TIME AND CONTINUOUS

Receiving

ELECTRONIC: ONE-TIME AND CONTINUOUS

Activation ==mm) (Renewal)

The ordering process with its associated funds, material types,
and reporting codes paves the way for robust reporting in
Analytics and tracking of encumbrances and expenditures.



Using Analytics in Alma to Support Acquisitions

e Use existing reports created by ExLibris

Go to Analytics>Analytics>Design Analytics
Click Catalog

Click the Alma folder for reports created by ExLibris
Click on the Acquisitions folder

Click on the Report folder

o O O O O

Search G €3 /dvanced Help v Signout O
Home | Catalog = Favorites » | Dashboards ~ | & New ~ | BS Open ~ | Signed In As admin v
M 1F @. Gl s Z O~ MR $ ] Location /Shared Folders/Alma/Acquisitions/Reporw Show Hidden Items  (3)
Folders w 2 Type AN v Sort Name A-Z v Show More Details
My Folders - ’ >
B Shared Folders [wis]  Analytics Issues Report | Last Modified 5/24/2017 11:38:30 AM | Owner
) Alma Open | Edit | More v
(23 Acquisitions , )
[ Agents '_:I_._ Detailed Expenditures | Last Modified 10/16/2018 11:22:34 AM | Owner
{_J Dashboards Open | Edit | More v
e " Expenditure Per Acquisition Method | Last Modified 10/16/2018 11:04:38 AM |
.. - ; =5 Owner
b bl Open | Edit | More v




Using Analytics in Alma to Support Acquisitions

e Use existing reports created by other Institutions using Alma

o Go to Analytics>Analytics>Design Analytics
o Click Catalog
. . Search _n Advanced Help» Signout O
© CIICk the Commun'ty fOIder Home | Catalog Favortes ~ | Dashboards » | [ New ~ | BB Open « | Skined In As admin v
O CIle On the Reports fOIder 3. & ¥ E. Jv on 7 D~ - % D T Location /Shared Folders/Alma/ACQuiSRIons/Repoe v Show Hidden Items @
o  Click on the Shared Reports Folders LI %) Sot Name A2 %) (1 Show More Detis
folder . L;] Analytics Issues Report | Last Modified 5/24/2017 11:38:30 AM | Owner
> DAl Open | Edit | More v
Click on Re ports folder JC_“;":(’;;&'S Lj Detailed Expenditures | Last Modified 10/16/2018 11:22:34 AM | Owner
o Click on an Acquisitions Folder g e - sk A
) Insttutions - Expenditure Per Acquisition Method | Last Modified 10/16/2018 11:04:38 AM |
o Select desired report socluecows B EE] OT
Y : Open | Edit | More
king L =i Expenditure Per Acquisition Method - Annual Trend |
) Expert Services j Last Modified 7/17/2018 11:09:10 AM | Owner
J Leganto Ubrarian . Open | Edit | More v

&W Gros e Expenditure Per Acquisition Method - Top 10 |
5| tastModifed 10/16/2018 11:03:43 AM | Owner
I Acquisitions - | Open | Edit | More v
o ACQuiisitions - |
J Acquisitions - %

) [=s83] Expenditure Per Classifications | Last Modfied 10/16/2018 10:56:58 AM | Owner




Using Analytics in Alma to Support Acquisitions

Copying a shared report in Analytics

o Do not make changes to reports in the shared folders

(@]

Ot Chck G Cobmn riees In The SH0Ct Avois Dl 5 A3 Hhem 15 the analyion. Onoe addnd, deig-and-arop Collamrss 55 recrdey them, (98 & column's propertios, Sormuia and Mitirs, apply Krng, or delete
5 raee

Furd Lodger
§ 1eme Lo Code 5

Pl Percd

U rcal Period St Date £ [ Dudoet Aocaton B[] Encumbeance B

Furd Trarsactions

Jooedtre s Ininote s 80P E 1) ro s 5

Filters

A3 Siteey 10 e arwlyss Crtan by cieking on Fiter apton S the spectfic cokamn i the Selected Columns pane, or by cicking on the Ster Bt2on I the Pier pane header, Add & sived fiter By ciciing o #d b
oore

7 Pecal Perod Stact Dute s e 10/ 5 0 20140801

Use Save As to make a copy of the report and save it in your institution’s report folder

e Now changes can be made to the report

e Save often

Save As @ X
Fold qa Save In
£33 My Folders /Shared Folders/SUNY Oneonta 01SUNY_ONE/Reporsw) (3 (9 B~
&) Shared Folders (23] Brief Records Level 1 (28 Tittes Ordered By C
—J Ama (2 commitments and Expenditure Report 1 (28 user Groups by Cor
o Commynity

d COmponents

Llscacta

(28 commitments and Expenditures Report Final
(3 Fund Spena

5 SUNY Oneonta 015uNy (8] Funds and ledgers

| =) }

_Z) Dashboards
G

;vvrr-g?

(28 in-Mouse Use Report For Brends
‘ﬂlmmwmbcm

(28 in-House Use Reports for Qraudation foe Alana

(25 0P Test Ledger and Funds

(3] Test Ledger and Funds

@ﬁ] Change Name

(28 user Groups Null i




Using Analytics in Alma to Support Acquisitions

Creating a new report in analytics

From the Alma menu choose Analytics>Design Analytic
Click Catalog

Click the New icon &drop down menu

. i 3. BeE- /0 9 RE D Locton
Click Analysis —_—
. i . >SSEI tBs b]ct:rea ) x |
Click the Subject Area being used , :m: -

@@ Course Res

Search @ Digitel Inventory

@ Digital Usage

ok owbd-=

mmlm Favorites - @ E-Inventory
@ Events

Bv m L_d@‘ By len Z LA~ S 4 U:] 1] Location /Sh

(9 Folder
Type All v Sort

Anal sus and Interactive Reportmg @ Legento Insttutionsudent Usage
. Brief Records Ley .
.. l - @ Leganto Instructor Usage Events
Owner 22165409(
- Dash DO

@ Leganto Student Usage

Nnan | EAit | Marg




Using Analytics to Support Acquisitions

Where to Save the Report

1. Click the Save icon
2. Click Shared Folder

3. Click your SUNY institution
folder
4. Click Report folder

Name the Report
6. Click OK

o

Save As

Folders
> My Folders

423 Shared Folders

v AIma

@[@ Save In

Brief Records Level 1

] Commitments and Expenditure Report 1

> B3 Community 5] Commitments and Expenditures Report Final
> &l Components mmitments and Expenditures Report Fina

) Commitments and Expenditures Report Test
4 E SUNY Oneonta 01SUNY

> @Dashboards

l:] Dashboards

> 3 Gail X
> Promp

Name

Description

oK

@ X

/Shared Folders/SUNY Oneonta 01SUNY_ONE/Reporta| 3 ﬁ v

_Cancel




Using Analytics in Alma to Support Acquisitions

e How to populate Selected Columns
o Click on the desired subject area folder
o Double Click the desired column or drag and drop to add them to Selected Columns

e Rearrange the order of the columns
o Click on the column and drag it to desired spot

Home | Catalog | Favorites w | Dashboards~ | J§ New v | B® Open v | Signed In As admin v

Criteria  Results Prompts  Advanced 8 @ @
~SubjectAreas QO 90~ @ @) 5788 @
@ Funds Expenditure ~ i Selected Columns D %
(23 Fund Transactions

£33 Fund Transaction Details Double dick on column names in the gub]ect Areas pane to add them to the analysis. Once added, drag-
and-drop columns to reorder them. Edit a column's properties, formula and filters, apply sorting, or delete
g’lzg?ap_:ﬁgjte by clicking or hovering over the button next to its name.

!
& Fiscal Period Description
& Fiscal Period Start Date
& Fiscal Period End Date
& Fiscal Period Start End
& Fiscal Period Status
=] Fisral Perind Filter

Fund Ledger Fiscal Period Fund Ledger
& Parent Fund Ledger Code i= B Fiscal Period Status = B Fund Ledger Code =




Using Analytics in Alma to Support Acquisitions

e Use filters to get the desired results in reports
o Click on the menu on the Column

o Click on Filter
o Select Operator
o Select Value
o Click Ok
Flscal Penod New Filter @ X
& Fiscal Period Status i [ Fiscal Period Descri i j:"j’m -
o Sort ’ Value v @
ACTIVE
@ Edit formula 5 prorect, = NACTIVE &y
% co'umn PrOaneS o Convert Search...|Limited Values|All Values
P Filter N
clicking on Filter option | 9% Delete :
&3 save Column As o o« cnca




Using Analytics in Alma to Support Acquisitions

e Use Prompts

o O O O

Click the Prompts tab
Click on the green plus sign=,
Click on Column Prompt
Prompt Screen pops-up
m Keep or change Label, Operator,
Or User Input
Review Prompt values
Click Save

Fiscal Period Status --Select Value-- |wv
NULL ‘
ACTIVE
INACTIVE s

L

Search...

Crterss  Results  Prompts  Advanced aa
Definition
Add prompts for users when they run this analysis. =
& + BlR /%
Prompt Label Type  PromptFc  Parent Fund Ledger Code | Column fompt >
[ Poge 1 Pace Fiscal Period Status Variable Prompt
Fascal Period Description Image Promex
Mare Coumns ..
New Prompt: @ X
Prompt For Column  “Fiscal Period™."Fiscal Pericx (48
Label Fiscal Period Status
Custom Label
Description
I
Operator |sequalto/ s in v
User Input  Choice List v
Options
) o




Adding an Analytics Report to Alma

Go to Configuration>Analytics>Analytics Object List
Click Add New Analytics Object

Choose Add New Alma Analytics Object

Name it: In-House Use Statistics (or something like this)
Change Analytic Folder to Your Library Path/Reports
Change Name: the report name in Analytics

Change type to Report

Add Roles to whom you would like to see the report [ ]
Click Save

© ®NOOAWN=




Viewing an Analytics Report in Alma

1. Go to Analytics>Reports>Name of the In-House Use Report
2. Report will appear

e report s a prompt e pror

will appear

. Analytics Reports
I Enter prompt Value Design Analytics Commitments and Expenditures Report
|| Clle Ok Design Analytics (Primo) o
Subscribe to Analytics Data Review Dashboard
In-House Use for Circulation new
Analytics Objects @
Analytics Objects List In-House Use report for Circulatid

Analytics User Statistics
Analytics Citation Attribute Types
Analytics Member Settings

Data available as of: Data updated as of:
02/17/2019 21:08:52 EST 02/17/2019 19:00:00 EST




Configuring the Acquisitions/Receiving Department in Alma

e Go to Configuration

o Change configuring from the Institution to the receiving library
o General>Work Orders and Departments>Work Order Departments

{BacktoAlma £ Alma Configuration

Configuring Filter List

Milne Library v Q, Look-up or select

Discovery Libraries | Work Orders and Departments}
Relationships Work Order Types

Fulfillment Work Order Departments
Locations @
Physical Locations

General




Configuring the Acquisitions/Receiving Department in Alma

e Click Add Department

. ey . . @ Add Department v c
o Choose Acquisitions technical services — 2

m Code: [cannot be changed once saved] Acquisition technical services
m  Name: [name the Department] test
m Printer: [can assign the department printer]
m Click Next
< Department Details 0 2 3 “g
Department Code
Department Description
e* RECDEPT Name * [ Receiving Department - Milne Library ]
) Ipsion
Work Time{days) 0 Map

Default Printer

Additicnal Printers




Configuring the Acquisitions/Receiving Department in Alma

o Attach library: [if receiving for more than one library add them here]
o Click Next

< Served Libraries o-—e 3 4 R Y Next

Receiving Department - Milne Library

Department Code RECDEPT
Department Description -

1-10f1 ~ Q

Description

. - Automatically connected to the
1 Milne Library Configuring library

o Contact information: [optional]
o Click Next



Configuring the Acquisitions/Receiving Department in Alma

o Add Operator: [will assign Receiving Operator role to new users and users with assigned
Receiving Operator from manage users will appear here]
o Click Save

1 Dourlaris, Christie A

2 Loudon, Craig D
Users already populated here have the role of

3 Administrator, Alma Receming Operator and their role is scoped to this
receiving desk in their User Profile

4 Support, Ex Libris

S Implementer, Ex Libris

6 Brown Rindal

7 Baldwin, Lois M

8 Southard, Tammy A




Scoping the Receiving Operator Role

e Go to Admin>Manage Users

e Search for User being given the Receiving User Management
Operator role e
e Click on the user’s name or edit in the ellipses Load Desk/Department Operators
o Click Add Role T

v

© Add Role h\ Profles @ Remove Selected & 0

Parameters v Status Date

e Check the box next to Receiving Operator under Acquisitions
o Click Add Role



Scoping the Receiving Operator Role

Under Role Information

O

o Status: Active
o Click Add Service Unit
m Select the service unit
m Click Add Service Unit
o Click Save Role
o Click Save

Scope: [Work Order Department for the institution]

< User Roles Details
Test. Maggie

C testma
Record type Stafr User group

—— T
o -
[ e Gorary ] 5
Expiry =
D A

[ @ Receiving Operator Acquisitions

Milne Library

ONEMN Acquisitions

02/23/2019
Department




Configuring Acquisitions to Close an Invoice Upon Creation

e Go to Configuration>Acquisitions>General>Other Settings
e Make sure the following two parameters are set to:

o Invoice_skip_erp=true
m Indicates the invoice will not be sent to the ERP

o Handle_invoice payment=false
m Indicates the invoice is closed (status closed) without waiting for payment

exportPrepaidinv acquisition false Invoice to be exported to ERF

handle_invoice_payment acquisition false I admin 02/20/2019
invoice_allow_vat_in_line_level acquisition false exl_impl 10/29/2018
invoice_high_total_price acquisition 2500 exl_impl 10/29/2018
invoice_high_total_use_currency acquisition false If true then invoice price will

invoice_not_unique acquisition false exl_impl 10/29/2018
invoice_prefix acquisition INV-

invoice_skip_erp acquisition true Dont send invoices to ERP. exi_impl 02/20/2019

Invoice_split_additional_charges acquisition false




tying up some loose ends

going back to ledgers and funds...

e campuses migrating Aleph ledgers and funds do not have the option to
maintain customizations made in Alma during cut-over.

e customizations made in Alma can be requested to stay in place during
cut-over only in cases where no ledger and fund data is migrating from
Aleph.



a quick comment about vendor records (access provider):

you may want to consider populating some of the tabs in the interface for vendors

with assigned type “access provider:”

< Vendor Interface Details

AMERICAN CHEMICAL SOCIETY

Vendor code ACS Interface American Chemical Society
Name
Summary Contact Information Administrative Information Access Information

General Attributes

Interface Name * = American Chemical Society X

Interface Description PRVABC

Statistics Information

Inventory

Notes

Cancel

=3
0.



< Vendor Interface Details Cancel

AMERICAN CHEMICAL SOCIETY 0.
Vendor code ACS Interface American Chemical Society Interface Description PRVABC
Name
Summary Contact Information Administrative Information Access Information Statistics Information Inventory Notes
Interface General Details v

SECURITY ATTRIBUTES

User ID milne User Password milne99

User Password

Kote Default pw: milne

URL ATTRIBUTES

Online Admin Open URL ‘
Module Compliant ‘
Admin URI http://pubs.acs.org/4librarians/usage Admin URI Type Uri v

Linking Note Default URI: http:/pubs.acs.org/4librarians/usage

SUPPORT

Incident Log

Admin



< Vendor Interface Details Cancel

AMERICAN CHEMICAL SOCIETY (i B
Vendor code ACS Interface American Chemical Society Interface Description PRVABC
Name
Summary Contact Information Administrative Information Access Information Statistics Information Inventory Notes
Interface General Details v

SECURITY ATTRIBUTES

User ID User Password

User Password
Note

USAGE STATISTICS

Usage Stats —
Available

Usage Stats . . .
Delivery Method (not listed) Stats Format Html &

Usage Stats (not listed) - Usage Stats OnI.ine
Frequency Location
Usage Stats Usage Stats Locally
Delivery Address Stored

Linking Note



finally, an open question regarding POLs:

a list of POLs can be generated by searching “All” Order Lines with the wildcard “?”

See Basecamp post: https://3.basecamp.com/3765443/buckets/8186639/messages/1617745739#__recording_1617825136

Facets « Purchase Order Lines (1-70f7) - Back

Status R Expand ~ & &
Waiting for Invoice (6)

Closed (1)

1 A First Cookbook for Children [electronic resource]., Newburyport :, Dover Publications, Edit  Change Bib Reference
Library 2 ] 2013., 0-486-24275-7, ISBN
Milne Library (7) MMS ID: 995340249004833 Copies: Milne Library - Upper Level-MCIRC Receiving note: -
= Assigned to: - Q) Sent date: 01/29/2019
S M Type: Physical - One Time Total price: 40.00 USD Items already exist in the

Physical - One Time (2) PO line owner: Milne Library Funds: Communication (100.0%) (FY-2019) repository, At least one of the

Print Book - One Time (4) Standard niviifilier: 0-486- Vendor/Account: YANKEE BOOK PEDDLER reporting codes is missing
Database Service-0... (1) 24275-7 INC / Print Firm Orders GOBI - Print Firm

Order: PO-216 / (Sent) Vendor reference ID: -
Alert N Order Line: POL-129 / (Waiting Expected delivery: 01/29/2019
ltems already exist in... (6) for Invoice)
At least one of the re... (7) ¥ Physical One Time (1)
Vendor §4
YANKEE BOOK PEDD... (7) 2 Blueberry soup / Wilma's Wish Productions., [Seattle, WA?] :, Wilma's Wish Productions,, Edit  Change Bib Reference
Acquisition Method Gl 2013,

%4 MMS ID: 995340249704833 Copies: Milne Library - Upper Level-MCIRC Receiving note: -

Purchase at Vendor ... (7) , )

Assigned to: - Sent date: 01/29/2019

Tasal muina. 99 NN LICN



the same strategy works for invoices:

Invoices ¥ |-V IR X n

Facets « Find Invoices (1-40f4) -
Status N
In Review (2) ; :

A . n . Creatior , Creation . . #of X :
Waiting for Payment (1) 5 Invoice # + Vendor v Yot v Last Updated Date & e + Total Price
Closed (1)

: YANKEE BOOK  Milne
Alert < 1PO-4 2 InReview PEDDLERINC  Library FromPO  01/21/2019 01/23/2019 5 22.00 USD

Invoice with the sam... (2) YANKEE BOOK | Milne

iti ice li 2 2 PO-4 2 InRevi F PO 1/21/2019 1/21/2019 B 22.00 USD
Additional Invoice lin... (2) Z n Review PEDDLER INC Elbrary rom 01/21/ 01/21/ oou

Vendor e s .

. Waiting for ~ YANKEE BOOK  Milne
Source 24 YANKEE BOOK  Milne

4 PO-1 | F P 1/21/2019 1/21/2019 20. D
From PO (4) (o] 0 Closed PEDDLER ING fibwary romPO 01/21/20 01/21/20 5 0.00 US
Owner 4

Milne Library (4)



Searching POLs by Vendor

Select Order Line from the persistent search bar

Click the Advanced search link

Select Vendor Code or Vendor Name

o Type in Vendor Code or Vendor name depending on your search criteria
o Click Save

PO Line ~

‘Advanced v
&

Order lines ¥

Order lines ¥

l Vendor code

v

Contains Keywords




