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Relinking PO Lines (POLs)

Role required to relink a POL at a different bib record:

– Purchasing Operator of

– Purchasing Manager

Bib records may need to be relinked to another bib record after receiving because:

– The POL was created using the "wrong" bib record

■ The bib record has the wrong resource type

■ The bib record does not match the item in hand

■ The vendor record is incorrect

– The cataloger has found a "better" bib record

■ In OCLC

– Export the bib record from OCLC to the NZ

■ In Alma



Relining PO Lines (POLs)

POLs can be relinked with the following statuses:

– Closed 

– Waiting for Invoice

– Sent

– In Review

– Deferred

– Autopackaging

– Manual packaging

– Ready 

– Waiting for Renewal

– Waiting for Manual Renewal

POLS cannot be relinked if:

– The PO line has items in a temporary location

– The PO line has items on loan

– The POL is linked to Community Zone (CZ) records

– The POL contains items that belong to two different bib records



PO Line Types & Their Statuses



Closed PO Lines (POLs)

A One Time POL will have a closed status when:

– A PO Line Type of “One Time” has been received and an invoice has been created

■ Acquisitions method of Gift or Technical do not require an invoice to be created 

– The POL will have a status of closed after it has been received



Closed PO Lines (POLs)

Subscription or Standing Order POLs are closed manually when:

– The POL have been “closed” due to title change

– It is no longer being published



RELINKING A CLOSED POL 
WORKFLOW



Relinking a Closed POL Workflow

1. Perform a repository search 

2. Click the number link next to Orders

3. Click Edit



Relinking a Closed POL Workflow

4. Click Relink

5. Edit the repository search

6. Click Search



Relinking a Closed POL Workflow

7. Click on the title where the POL will be relinked

a) Click on the correct zone



Relinking a Closed POL Workflow

8. Click Confirm when the Confirmation Message appears

9. An information message box will appear when a POL is successfully relinked



Relinking a Closed POL Workflow

10. Perform a repository search for the title



Relinking a Closed POL Workflow

11. Click Edit Record from the original record the POL was linked to

a) The record will open in the MD Editor



Relinking a Closed POL Workflow

12. If the bib record is linked to the NZ (skip this step for IZ only records)

a) Make note if the NZ bib record has other campus holdings attached

a) Report the NZ bib record to be deleted if no other holdings are on the NZ record

b) “Request to Delete NZ Bib Records” form  can be found in libguides: 

https://slcny.libguides.com/overview/contact

b) Click File>Copy to Catalog

a) This unlinks the record from the NZ

b) The MMS ID will become and IZ MMS ID ending in the campus 4-digit identifier

c) Click the Save icon (Ctrl+S)

https://slcny.libguides.com/overview/contact


Relinking a Closed POL Workflow

13. Click File>Delete Record (Ctrl+D)

14. Click Yes when the Confirmation message appears

15. The bib record has been deleted from the IZ



CHANGE BIB REFERENCE



Why Shouldn’t “Change Bib Reference” Be Used?

“Change Bibliographic Reference”:

– ONLY changes the link to the new bib record for the POL

■ The POL’s title will change and be linked to the new bib record

– It DOES NOT move associated inventory, such as items/holdings records

■ The holdings and items records will remain on the original record

– POL type of subscription will have items added to the original bib record when received 



Change Bib Reference Workflow

1. Perform a repository search

2. Click the number link next to Orders

3. Click Change Bib Reference 



Change Bib Reference Workflow

4. Click Confirm from the Confirmation Message 

5. Refine the repository search to find the correct bib record

6. Click Search



Change Bib Reference Workflow

7. Click on the bib record you want to change the POL bib reference to 

a) Click on the correct zone



Change Bib Reference Workflow
8. The following information message appears

9. Perform a repository search

a) Two bib records will display

i. The bib record with the POL

ii. The bib record with the associated inventory



TROUBLESHOOTING



Troubleshooting - When “Relink” Does Not Appear

1. Perform a repository search

2. Click on the number link next to Orders

3. Click “Reopen” from the ellipses only if the Relink option does not appear from Edit



Troubleshooting - When “Relink” Does Not Appear

4. Click Confirm when the Confirmation Message appears saying the POL will be set to “In 

Review”

5. Go to Acquisitions>Purchase Order Lines>Review



Troubleshooting - When “Relink” Does Not Appear

6. Click on the Unassigned tab

7. Click Relink from the ellipses

a) Or click Edit and click Relink



Troubleshooting - When “Relink” Does Not Appear
8. Edit the repository Search and click Search

9. Click on the bib record where the POL will be relinked 



Troubleshooting - When “Relink” Does Not Appear
10. Click Confirm when the Confirmation Message appears

11. Click on the Assigned to Me tab

12. Click Order Now 

a) This will move the POL out of review

b) It does not create a new order record (unless you use the Acquisitions Method: Purchase)



Troubleshooting - When “Relink” Does Not Appear

13. Click Confirm when the Confirmation Message appears

14. Perform a repository search

15. Click on the number link next to Orders



Troubleshooting - When “Relink” Does Not Appear
13. The POL status

a) One Time = Closed

b) Subscription = Waiting for Renewal 

i. Subscription and Standing Orders will need to have the POL closed if it was closed prior to 

relinking it

a. Click Close from the Ellipses

b. Click Confirm when the Confirmation Message appears



Troubleshooting - When “Relink” Does Not Appear
Subscription POL:



Troubleshooting - When “Relink” Does Not Appear

15. Unlink original bib record from the NZ if it is linked to the NZ (skip this step for IZ only records)

a) Open the bib record in the MD Editor

b) Click File>Copy to Catalog

c) Click Save

16. Delete the IZ bib record from the repository

a) Click File>Delete Record



SUPPORTING 
DOCUMENTATION



Supporting Documentation

■ Ex Libris 

– Closing, Reopening, and Relinking PO Lines

■ SLSS

– Relinking Bib Record

– Items, Holdings, and Relinking Records

https://knowledge.exlibrisgroup.com/Alma/Product_Documentation/010Alma_Online_Help_(English)/020Acquisitions/020Purchasing/045Closing%2C_Reopening%2C_and_Relinking_PO_Lines
https://public.3.basecamp.com/p/3qQWjiyBueXUQdu53V7YWgi3
https://public.3.basecamp.com/p/japMemHAUC31v5D5fg2L1vPS

