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1

Introduction to This Document

Purpose of This Document

This document is designed to assist you in examining the acquisitions data that has been
migrated to Alma from your current system. It is also designed to provide initial familiarity
with Alma functionality. The data verifications described in this guide are not intended to be
thorough. Rather, they contain recommendations informed by our knowledge of Alma,
experience in migration, and customer feedback. We strongly recommend that you test data
according to the guidelines below. However, we encourage you to go beyond these guidelines,
especially if your migration included special or unusual requests or if you have identified
particular data as being of greater importance for your institution beyond what is
recommended below. In general, the purpose of this document is to:

®  Qutline how to search for and review migrated data
® Point out specific fields of interest for your review

® Describe basic checks of data and functionality

The Acquisitions Data to Review in Alma

This document covers the following elements:
® Vendors and Vendor Accounts

Vendors are a mandatory component for creating purchase orders and invoices. Vendors were
migrated from your current system, unless precluded by your contract or special request. Note
that vendors are migrated only once (unlike other data, such as purchase orders and funds,
which are migrated again during cut-over).

®  Funds

The budgets used for financing acquisitions are called funds. There are three types of funds in
Alma which, taken together, form a hierarchical structure:
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The first type is an allocated fund. Allocated funds are used for creating orders and paying
invoices. An allocated fund is a representation of an actual acquisitions budget. Purchasing
transactions, such as allocations, encumbrances and expenditures are recorded in the
allocated fund. The allocated fund is “where the money is”.

The second type of fund is a summary fund. The summary fund is an optional fund that can
be used for aggregating associated funds under a single sub-hierarchy. Summary funds are
not required and, in most cases, are not created during migration. No purchase transactions
are recorded in summary funds. You may have multiple summary funds and multiple
levels (i.e. nested) of summary funds in a given ledger.

The third type of fund is the ledger. The ledger is a mandatory component, and every
allocated fund must be associated with a ledger. The ledger is valid for a pre-defined fiscal
period, which is then inherited by all the funds associated with the ledger (allocated funds
and summary funds, if these exist).

®  Fund Transactions

Fund transactions are listed only in an allocated fund. There are several types of fund
transactions:

= Allocation — you may add any amount of money to an allocated fund
®  Encumbrance — created automatically by Alma when you create a purchase order line.
®  Disencumbrance — created automatically when you create an invoice
= Expenditure — created automatically when you create an invoice
® Purchase Orders

An order, potentially sent to a vendor, containing one or more line items (purchase order lines)
for acquisition of inventory or access

®  Purchase Order Lines

The line items contained in a purchase order, describing the details and supplier (vendor) of the
inventory or access being ordered, and the fund or funds to be encumbered

® Invoices
A bill received from a vendor with whom an order was placed
® Invoice Lines

The line items contained in the Invoice, parallel to the PO lines in a purchase order, containing
details of the billed inventory or access and the fund or funds to be expensed
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Notes:

The Alma interface is undergoing continuous updates so your interface may differ from the
screenshots in this guide.

This document assumes that you are familiar with Alma Acquisitions. For more information
concerning Alma Acquisitions, refer to the Alma Acquisitions section of the Alma online
help.

Ex Libris migrates your acquisitions data only if this service was purchased by your
institution and is stipulated in your contract with Ex Libris.
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Vendors

Finding and Reviewing Vendor Records

Finding Vendor Records
You can start a search for a vendor record defined for your institution from one of two points:

® The persistent search box:

EXL;D-I\'\IS Alma %  Acquisitions

Sandbox

a Select Vendors from the persistent search box.

b Enter a vendor code, words from a vendor name, or the name of an Alma library that
can order from the vendor.

¢ Click the magnifying glass or press Enter.
® The Vendors link on the main Alma menu.

a Under Acquisitions > Acquisitions Infrastructure, click Vendors.
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Acquisitions  Resources  Fulfillment  Admin  Analytics

Purchase Order Lines Post-Receiving Processing

Order Without Inventory Receiving Department ltems

Review Scan In Items

Claim

Renew Import

Review Deferred Manage Import Profiles

Manage Trials Import

Manage EDI Tasks Monitor and View Imports
Resolve Import Issues

Purchase Order Load Usage Data

Package

Boviau Acquisitions Infrastructure

Approve Vendors

Delete PO Funds and Ledgers
Transfer Funds

Purchase Requests Move Funds In Hierarchy

Create Purchase Request Licenses

Both of the above actions open the Search Vendors page:

exLibris Alma & | ‘Acquisitions:  Resources.  Fulfilment.  Admin! Analytics

Allw n

Search Vendors

1-200f 51 @ Add Vendor L7 o

Y Filter: Active ~  Vendor Type: All =

Active  Vendor Code & Vendor Type Libraries
1 123456 123 Material Supplier Training - Sandbox(Only) ,Main Library(Only)
2 oA Al AMAS Material Supplier Training - Sandbox(Including)
3 ACC AccuWeather, Inc. Material Supplier Training - Sandbox(Including)
4 v ACL Antonio's Casa de Libri Material Supplier Training - Sandbox(Including)
8 ARCHIA Archaeological Institute of America  Material Supplier Training - Sandbox(Including)

When the page opens, only Active vendors are displayed. However, note that you can filter the
list to display All, Active, or Inactive vendors:
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1-20 of 51

¥ | Filter: Active -

1-20 of 51

Y Filter:[ Q Look-up orselect

1 _a  Active

Inactive
2 )

In addition, note that you can sort the list by Vendor Code (ascending or descending) or Name
(ascending or descending).

To view a vendor record, click the vendor code link, select Edit from the row actions, or right-
click anywhere in the row. The Vendor Details page opens in edit mode:

< Vendor Details Cancel E
Alexander Street Press
Vendorcode  ASP Institution Training - Sandbox
: b [ 1Y s [
Summary Contact Information Comtact People EDI Information Usage Data Inveices PO Lines Communications Attachments Notes
Vendor General Details ~
Name*  Alexander Street Press
Code®  ASP Additicnal code
Financial Sys o
ke National tax ID
Status  Active - Liable for VAT
Currencies ALL X =
Language English .
Libraries Training - Sandbox & -
Vendor Type Material Supplier/Subscription Agent Access Provider Licensor
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Reviewing Vendor Records

Summary Tab

< Vendor Details Cancel m

Alexander Street Press °
Vendor code  ASP Institution Training - Sandbox
Summary Contact Information Contact Peaple EDI Infarmation Usage Data 'n-.'.-:.::-:'\h PO Line :k '_:::'l-l"iu:..|'::\|'-.h -‘-'.'..::'-ll':"\'.:-:l
Vender General Details o
Name*  Alexander Street Press
Code* ASP Additional code
Fina National tax 1D
Active
UTEncies ALL X =

Language English

Libraries Training - Sandbox €3

Review the following data:

® Name and Code: Ensure that these have been migrated or mapped correctly from the source

system.

® Additional code and Financial System code: If this data is present in the source system,
ensure that it has been copied without modification.

B Status: Active or Inactive

®  Libraries: This is the list of libraries that are allowed to use this vendor for orders and
invoices.

® Currencies: This is the list of currencies the vendor may use for orders and invoices or will

accept for payment.

® Language: This is the language in which communications with the vendor should be carried

out.
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Contact Information Tab

¢ Vendor Details

Alexander Street Press

Vendor code  ASP

Contact Information Contact People

Summary
Addresses
1-10f1
Preferred o Address
1 « 3212 Duke Street

Phone Numbers
1-10f1

Preferred « Phone Number

1 o 1-503-639-2481

Email Addresses
1-10of1
Email Address

Preferred &

orders@alexanderstreet.com

Institution Training - Sandbox

EDI Information Usage Data Invoices

Created By 4

Implementer, Ex Libris

Created By

Implementer, Ex Libris

Created By a

Implementer, Ex Libris

A
PO Lines Communications

Creation Date %

21/05/2017 18:57:25 AEST

Attachments

Cancel Save

Notes

© Add Address (2

Type

Claim, Order,
Payment, Returns

© Add Phone Number (&

Creation Date

21/05/2017 18:50:15 AEST

Type

Claim phene, Order
phone, Payment
phone, Returns
phone

© Add Email Address (4

Creation Date

21/05/2017 18:53:50 AEST

Type

Claim, Order,
Queries

To view more details for an address, phone number, email address or Web address, click the
link for the line, select Edit from the row actions, or right-click anywhere in the row.
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For example:

< Phone Details cancel m

Alexander Street Press

Vendor code  ASP Institution Training - Sandbox

Phone Number
Phone types * Claim fax
Cclaim phone
Order fax
Order phone
Payment fax
Payment phone
Returns fax
Returns phone
Phone number * = 1-503-639-2481

of
Preferred phone ® ves

o
number * B

Preferred SMS * ves @ No

Check the accuracy of the migrated data. Note the following points.

Types of Addresses, Phone numbers, Email addresses, and Web addresses: If different
types of values can be distinguished in the source data, the following types are assigned
during migration:

® Addresses: Billing, Claim, Order, Payment, Returns, Shipping

= Phone numbers: Claim fax, Claim phone, Order fax, Order phone, Payment fax,
Payment phone, Returns fax, Returns phone.

®  Email addresses: Claim, Order, Payment, Queries, Return.

A vendor must have a valid preferred email address of type Order in order for Alma to be
able to send orders to that vendor. During the implementation project, we recommend
adding an internal staff email address to allow you to send orders for testing purposes.
(Ensure that the email address is included in the Allowed Emails list). Remember to remove
the internal staff email address from the vendor at go-live.

= Web addresses, URL types: Administration, Interface, Primary product, Statistics

If types of address, phone number, email, or Web address cannot be distinguished in the source
data, all types may be selected in the converted records.

Preferred Address, Phone number, Email address: If the source data includes information
about which address, phone number, or email address is preferred, there will be a check
mark in the Preferred column for the line.

Data structure: The migrated data will fit the Alma structure to the extent that source data
structure can be mapped to Alma structure. If state or province, country, and postal code are
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distinguished in the source data, they can be migrated to the correct fields in the Alma
record. If they are not, all address data will be migrated to the Street address field in Alma.

® Scrubbing: Email addresses are “scrubbed” during migration — that is, the word
“SCRUBBED” is added to them, to prevent inadvertent transmission of messages during
testing. The word “SCRUBBED” will be removed from the email addresses during the move
to production.

Contact People Tab

Note that if Contact People information from the source system is structured in a way that
allows it to be mapped to the Alma structure, the migrated data will appear in this tab.
However, in many cases, Contact People information will be migrated to the Notes tab.

EDI Information Tab

EDI information, if present in the source system, is migrated and displays via the EDI tab.

Usage Data Tab

If you are a USTAT customer, your usage reports should display in this tab. Check also in the
Subscriber drop-down list to verify that subscribers were properly created.

Invoices Tab

Invoices are displayed in the vendor’s tab when there are invoices migrated related to this
vendor.

The Attachments and Communications tabs do not contain information — as those areas are not
migrated for vendors.

Notes Tab

Notes from vendor records in the source system should appear here. Note that Contact Person
information from the source system often will appear here as well.

Testing Basic Vendor Record Functionality

1 Add data to an existing vendor record.
a Open a vendor record in edit mode.

b Inthe Summary tab, add values to the following fields: Additional code, Financial Sys.
code.
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< Vendor Details

Alexander Street Press

Vendor code  ASP Institution

Summary Contact Information Contact People EDI Information
Vendor General Details
Name* | Alexander Street Press
Code* | ASP
Financial Sys
cotle 12995
Status Active =
Currencies ALL X ==
Libraries Training - Sandbox

Training - Sandbox

Usage Data

Invoices

Additional code

National tax ID

Liable for VAT

Language

A
PO Lines

Communications

02-345

English

Cancel Save

A
Attachments Notes

¢ Click Save. This saves and closes the record.

d Open the record again to ensure that your changes have been saved.

Edit data in an existing vendor record.

Open a vendor record in edit mode.

b  Open the Contact Information tab for the vendor.

¢ Open an individual address record by clicking an address link.

d Edit some of the existing data in the address record:

Ex Libris Confidential

15




< Address Details Cancel

Alexander Street Press

Vendor code  ASP Institution Training - Sandbox
Address Details ~
Address types * Billing Addressline 1% | 3212 Duke Street
Claim Address line 2
Order
Address line 3
Payment
Address line 4
Returns
Shipping Address line 5
City Alexandria
State/Province VA Postal code 22314
Country -
Note
4
Start date 21/05/2017 X | = End date 4

Preferred address * @ Yes No

e Click Save. This saves and closes the address record.

f  Open the address record again to ensure that your changes were saved.
Delete data from a vendor record.

a  Open the record for a vendor.

b  Open the Contact Information tab for the vendor.

¢ Click Add Address.

€ Vendor Details Cancel

Alexander Strael Prass ﬂ
Verdar cods ASE inalilution Tis
| e k 1% ke
{2t o b
Frefemed Adarey Crealed BY 5 Creginn Date 5 Tipe

d Fill in address data in the pop-up window.
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Add Address

Address types * Billing Addressline 1* = 1234 Sheffield Av.
Claim Address line 2
Order
Address line 3
Payment
Address line 4
Returns
Shipping Address line 5
City Chicago
State/Province IL Postal code 60620
Country -
Note
s
Start date 21/05/2017 X = End date 31/05/2022 X )
Preferred
address * Yes @ No

Add Close Add and Close

4

e Click Add and Close. The address you just added now appears in the list of addresses.

Addresses v
1-20f2 © addaddress @ £
Preferred & Address Created By 5 Creation Date 5 Type
1 1234 Sheffield Av. Implementer, Ex Libris 21/05/2017 19:32:08 AEST Claim
Billing, Claim,
2 & 3212 Duke Street Implementer, Ex Libris 21/05/2017 18:57:25 AEST Order, Payment,
Returns, Shipping

f  Select Actions > Delete for the address you just added and confirm that you want to
delete the address. The address is removed from the list of addresses.
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Vendor Accounts

Reviewing Vendor Account Records

A list of vendor accounts appears in the Summary tab, at the bottom of each vendor record:

< Vendor Details cancel
Alexander Street Press
Vendor code  ASP Institution Training - Sandbox
; [N : [N LN . a [N
sSummary Contact Information Contact People EDI Information Usage Data Invoices PO Lines Communications Attachments Notes
Vendor General Details ~
Name* | Alexander Street Press
Code* | ASP Additional code 02-345
Financial Sys. 8
code 12995 National tax ID
Status Active - Liable for VAT
Currencies ALL X = Language English -
Libraries Training - Sandbox & -
Vendor Type Material Supplier/Subscription Agent Access Provider Licensor Governmenta
Accounts v
Qadd @& o
Active  Account Code Description Discount Percent Libraries
1 A ASPACC ASP Access - Training - Sandbox(Including)

Verify that the number of accounts is correct, and that each account is associated with the
correct vendor record.

®  Each vendor record should have at least one associated vendor account record.

® If the source data includes multiple vendor accounts, the number of accounts in Alma
should match the number in the source system.
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To view details for an individual account, click the account code link, select Edit from the row
actions, or right-click anywhere in the row.

< Vendor Account Details Cancel
Alexander Street Press
Vendor code  ASP Account description ASP Access Account code ASPACC
Summary Contact Information Contact People
Account General Details v
Institution
Account description * | ASP Access Accountcode * | ASPACC
Financial Sys. Account Status Active o

code
Account discount

Libraries Training - Sandbox(Including) X

percent
Note
4
Payment Methods v
Payment Methods * Accounting Department Bank transfers Cash Credit card Deposit account
Delivery and Claim Information v

Expected receipt after Claiming grace period

5

ordering (days) (days)
Expected invoice 20 Expected activation 5
interval (days) after ordering (days)
Renewal evaluation 5 Subscription grace 10
interval (days) period (days)

® Summary tab: Review all data to make sure that it matches available data from the source
system. Note that in many cases, Payment method cannot be assigned based on data from
the source system, so the default (Accounting Department) is supplied, as shown above.

® Contact Information and Contact People tabs: In most cases, data will not be migrated to
these tabs.

Testing Basic Vendor Account Record Functionality

To test basic vendor account record functionality:

1 Add data to an existing vendor account record.
a Open a vendor account record in edit mode.

b Add anote to the record.
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< Vendor Account Details cancel

Alexander Street Press
Vendorcode  ASP Account description ASP Access Account code ASPACC
summary Contact Information Contact People
Account General Details v
Institution
Account description * | ASP Access Accountcode * | ASPACC

Financial Sys. Account

Eoda Status Active : 4

Account discount
percent

Libraries Training - Sandbox(Including) X

Note This is an added note] J

¢ (Click Save. This saves and closes the record.

d Open the vendor account record again to verify that your change was saved.
2 Edit data in an existing vendor account record.

a Open an active vendor account record in edit mode.

b  Change the Status from Active to Inactive.

¢ Click Save. This saves and closes the record.

d Verity that there is no check mark in the Active column in the list of vendor account
records for the vendor account you have deactivated. (Filter the list by All or by
Inactive).

search Vendors

Bk & Targhor Maberial Supples Training - Sandbox{inckding

3 Delete data in an existing vendor account record.

a  Open the vendor account record to which you added a note in step 1.
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b Delete the note.
¢ Click Save. This saves and closes the record.

d Open the vendor account record again to verify that the note has been deleted.
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Funds

Finding and Reviewing Fund Records

Finding Fund Records

To find fund records, from Acquisitions > Acquisitions Infrastructure, click Funds and

Ledgers.

Acquisitions  Resources

Purchase Order Lines

Review

Claim

Renew

Review Deferred
Manage Trials

Manage EDI Tasks

Purchase Order

Package
Review

Purchase Requests

Order Without Inventory

Create Purchase Request

Manage Purchase Reguests

Fulfiliment Admin  Analytics

Post-Receiving Processing
Receiving Department ltems

B I e
Scan in Items

Import

Manage import Profiles
Import

Monitor and View Impaorts
Resolve Impart Issues

Load Usage Data

Acquisitions Infrastructure
Vendors

Fi

nds and Ledgers
Transfer Funds
Mowe Funds In Hierarchy

Licenses

The Funds and Ledgers page opens.
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Efobﬁs [}il‘m\a s | Acquisitions Resources  Fulfillment  Admin

Funds and Ledgers (1-20 of 20)

Status
Active (20)

Type N
Allocated fund (13)
Ledger (2)

Y Status:Active €  Fiscal Period : 07/01/2016 - 06/30/2!
Summary fund (5)

Fiscal Period v | E- Humanities
07/01/2016 - 06/30/2017 Code: EHUM

@0 Type: Allocated fund
Ledger i Status: Active

Fiscal Period: 07/01/2016 - 06/30/2017
External ID: EHUM
Path: Library Ledger 13/14>Summary=>Electronic Resources

Library Ledger 13/14 (18)
New Test (2)

Library v

Training - Sandbox (20) 2 E: Sciences

Code: ESCI

Type: Allocated fund

Status: Active

Fiscal Period: 07/01/2016 - 06/30/2017

External ID: ESCI

Path: Library Ledger 13/14>Summary=>Electronic Resources

3 E: Social Sciences
Code: ESS
Type: Allocated fund
Status: Active
Fiscal Period: 07/01/2016 - 06/30/2017
External ID: ESS
Path: Library Ledger 13/14>Summary=>Electronic Resources

4 Electronic Resources
Code: ER
Type: Summary fund

Analytics

017

Clear all

Available Balance: 889,992.00 USD
Cash Balance: 890,002.00 USD
Encumbered Balance: 10.00 USD
Expenditure Balance: 577.00 USD
Allocated Balance: 890,579.00 USD

Available Balance: 1,090,224.00 USD
Cash Balance: 1,090,393.90 USD
Encumbered Balance: 169.90 USD
Expenditure Balance: 605.10 USD
Allocated Balance: 1,090,999.00 USD

Available Balance: 1,149,879.24 USD
Cash Balance: 1,150,000.00 USD
Encumbered Balance: 120.76 USD
Expenditure Balance: 0.00 USD
Allocated Balance: 1,150,000.00 USD

Available Balance: 3,130,005.24 USD
Cash Balance: 3,130,395.00 USD

© AddLledger (4

Edit

Edit

Edit

Edit

Duplicate

Duplicate

Duplicate

Duplicate

Notes:

® At the left side of the page, there is a list of facets that can be used to narrow the list of funds

and ledgers.

®  The first time you open the list during a session, two facets are automatically applied:
Active and Current Fiscal Period. However, you can remove these facets.

® The Type and Fiscal Period facets are particularly useful for data review.

Type v
Allocated fund (13)
Ledger (2)

Summary fund (5)

Fiscal Period b

07/01/2016 - 06/30/2017
(20)

To find a specific fund, enter a search term in the search box at the top of the page. You can

search by Fund Code, Name, Description, or External ID, or you can retain the default of All to

search all indexed fields.
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All
Funds an of
ode
Description
External ID

Y Status name d -

To open the record for an individual fund, click the fund name link:

I E umunmr:l
Type: All:
Hatus: Acties

ahed

Fiscal Porked: 07/01/20148
Extennad 1D EHLUIM

D302 0T

iy =E ey

2 E: Sciences
Code: E501
Type: Alccated fund
Pt Acthee
Fiszal Perisdt 07/01/2016 - D&
Extermal 10: ESCI
Path: Lit

3T

Temialy -l

iy Lgdget 137450

Hivailsble Balance. 1
eash Balance B0
Encumbered Balance: 10
Expendtun Balance: 5770
Allocated Balance: 890,579 O

crile (hbear

D LIS

Available Balance. 1 050,208
Cash Balance: 1,050,393 50 USD
Encumbered Dalance: 169 50 LS50
Expensiure Balance: 605 10 USD
Allocated Balance: §/090,999.00 LSO

=~

Chagnal 38 Lo

The fund's Summary

Details page opens.

¢ Summary Details

E: Humanities

Deactivate

Fiscal period 07/01/2016-06/30/20.. Code EHum Available Balance 889,992 00 USD
Cash Balance 890,002.00 USD Encumbered 10.00 USD Expenditure Balance 577.00 USD
Balance
Summary Transactions Notes Attachments
General
Name * | E: Humanities Code* | EHum
External ID EHUM Ownedby * | Training - Sandbox
Available for Training - Sandbox(Only) ,Graduate Library(Only) X
Description
Path  Library Ledger 13/14>Summary>Electronic Resources Fund Type
Status  Active Currency US Dollar
Fiscal period 07/01/2016 - 06/30/2017 ~ Fiscal period dates  01/07/2016 - 30/06/2017

Cancel Save
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Reports v

Display Report Fund Balance

Fund Balance

900000
850000
800000
750000

700000
50000
500000
. 550000
£ sooooo [ Expended Balance
£ 400000 HOEE I Encumbered Blance
< 350000 [ Allocated Ealanca
300000
250000
200000
150000
100000
50000 0
P JE S S S

Balance Type

Balance Type Value In US Dollar
Allocated Balance 890,579.00
Expended Balance 577.00
Cash Balance 890,002.00
Encumbered Balance 10.00
Available Balance 889,992.00

Rules >

Reviewing Fund Records
Note that in Alma, the fund structure includes:

® Ledgers: In Alma, a ledger is a group of funds associated with a fiscal period. At least one
ledger per fiscal period is required, but there may be more, depending on the level(s) at
which the institution wants to summarize transactions. No fund transactions are associated
with ledgers, but a summary of transactions for the funds that are associated with the ledger
can be viewed in the ledger record.

® Summary funds: In Alma, a summary fund aggregates a set of funds within a ledger — for
example, a specific subject area. No fund transactions are associated with summary funds,
but a summary of transactions for the funds that are associated with the summary fund can
be viewed in the summary fund record. Summary fund records are not required.

® Allocated funds: Allocated funds are used for fund transactions. Each allocated fund may
or may not belong to a summary fund, but it must belong to a ledger.

A key part of your review will be determining whether the correct ledgers, summary funds,
and allocated funds have been created in Alma. The numbers to be created depend on the fund
structure in the source system. There are three basic possibilities for known source systems. It is
possible that others may be encountered as data from additional source systems is migrated.

® The fund structure in the source system is not hierarchical. In this case:

®  One allocated fund will be created in Alma that corresponds to each fund in the source
system.
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" One ledger will be created for each fiscal period represented in the source system.
Funds will be assigned to ledgers based on their fiscal period. If the fund code includes
a fiscal period suffix, such as ADM-2017, this value will be used. If it does not, the Valid
to date for the fund will be used to determine the fiscal period to which the fund
belongs.

® The fund structure in the source system has three levels (grandparent, parent, and child)
that roughly correspond to Alma, ledger, summary, and allocated funds. In this case:

®  The relationships between funds generally can be preserved in Alma. Grandparent
funds will become ledgers, parent funds will become summary funds, and child funds
will become allocated funds. Note, however, that this is possible only if a grandparent or
a parent fund has no budget transactions associated with it. Any fund that does have
transactions associated with it is converted to an allocated fund in Alma. Part or all of
a hierarchy will be lost if a grandparent or parent fund is converted to an allocated
fund.

= If fiscal periods for the funds in any hierarchy do not match, the fiscal periods of the
child budgets will be changed to match those of the parent budget, and the differences
will be reflected in longer or shorter grace periods for the child funds.

® The fund structure in the source system has two levels (parent and child). In this case:

" The relationships between funds generally can be preserved in Alma. Child funds will
become allocated funds. Parent funds may become either summary funds or ledgers,
depending on the nature of their relationship to child funds. Note, however, that this is
possible only if a parent fund has no budget transactions associated with it. Any fund
that does have transactions associated with it is converted to an allocated fund in
Alma. The hierarchy will be lost if a parent fund is converted to an allocated fund.

®  Fiscal period adjustments may be required in child budgets if the fiscal periods of a
parent budget and any of its child budgets do not match.

Reviewing Individual Records

Ensure that you review:

® Some records for funds of each type: Ledgers, Summary Funds (if used), and Allocated
Funds

® Funds from several fiscal periods

Be aware of the extract date of the data under review when comparing amounts migrated to
Alma.
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Summary Tab - Basic Data

< Summary Details Deactivate Cancel @
E: Humanities
Fiscal period 07/01/2016 - 06/30/20. Code EHum Available Balance 889,992.00 USD
Cash Balance 890,002.00 USD Encumbered 10.00 USD Expenditure Balance 577.00 USD
Balance
A
summary Transactions Notes Attachments
General v
Name * I E: Humanities Code*® | EHum
External ID EHUM Owned by * | Training - Sandbox -
Available for Training - Sandbox(0nly) ,Graduate Library(Only) X | =
Description
v
Path  Library Ledger 13/14>Summary>Electronic Resources Fund Type =
Status  Active Currency US Dollar -
Fiscal period 07/01/2016 - 06/30/2017 - Fiscal period dates  01/07/2016 - 30/06/2017

Verify the accuracy of all migrated data. Pay particular attention to:
® Path: Ensure that the hierarchy for the fund you are reviewing is correct.

® Currency: A default currency is assigned at the Alma ledger level and applied to summary
and allocated funds that are part of the ledger. If the equivalent of this level exists in the
source system and data includes a currency, it will be converted. Otherwise, the local
currency will be assigned.

® Fund type: May be migrated from your source system if your source system allows tagging
funds with a particular free text type.

® Fiscal period and Fiscal period dates: Review is particularly important if fund codes do not
include fiscal period or if dates for funds in a hierarchy differed in the source system.
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Summary Tab- Fund Balances

Fund Balance w
16000
15000
14000
13000
12000
11000
10000
-
§ 9000 (] Expended Balance
3000 . o
g 7000 15,000 I Encumbered Ealance
< 5000 [ Allocated Balance
S000
4000
3000
2000
1000
O e ________g.
Balance Type
Balance Type Value In US Dollar
Allocated Balance 14,000.00
Expended Balance 0.00
Cash Balance 15,000.00
Encumbered Balance 0.00
Available Balance 15,000.00 =
Note that:

® All values will be expressed in the local currency.

® Types of allocations are not distinguished in Alma, as they are in some source systems. The
Allocated Balance should be the total of all allocations to the fund in the fiscal period.

Review data as follows:

® Compare allocated balance, encumbered balance, expended balance, and cash balance
values for several allocated funds in the source system and in Alma, keeping in mind that
for the test load, the fund amounts may have changed in the source system since the data
extract.

® Calculate the total of allocated balances, encumbered balances, expended balances, and cash
balances for the allocated funds that are part of a summary fund in Alma. If possible, choose
a summary fund that does not include many allocated funds to make the task easier.
Compare your calculated values to the values displayed for this summary fund in Alma.

® Calculate the total of allocated balances, encumbered balances, expended balances, and cash
balances for the allocated funds that are part of a ledger in Alma. If possible, choose a ledger
that does not include many allocated funds. Compare your calculated values to the values
displayed for this ledger in Alma.
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Summary Tab- Rules

Rules v
Overencumbrance allowed No - Overexpenditure allowed No -
QOverencumbrance warning percent 0.0 Qverexpenditure warning sum 0.0

Overencumbrance limit percent 0.0 Overexpenditure limit sum 0.0
Encumbrances prior to fiscal period 0 Expenditures prior to fiscal period 0

(days) (days)

Fiscal period end encumbrance grace

Transfers prior to fiscal period (days) 0 period (days)

Fiscal period end expenditure grace
period (days)

Restore Rules Information

® Overencumbrance warning and Overencumbrance limit: In Alma, these values are always
expressed as a percent. If the value in the source system is expressed as an amount in the
local currency, the Alma percent is calculated by dividing that amount by total allocations to
the fund. This, of course, may result in some odd percentage values.

® Overexpenditure warning and Overexpenditure limit: In Alma, these values are always
expressed as a currency amount. If the value in the source system is expressed as a percent,
the Alma value is calculated by multiplying this percent by the total allocation for the fund.
This, of course, may result in some odd currency amounts.

® Warning versus Limit: Some source systems do not have separate values for warnings and
limits. In these cases, warnings and limits will be the same in Alma.

® Fiscal period end encumbrance grace period days and Fiscal period end expenditure grace
period days: Pay particular attention to these values if they have been adjusted to preserve
hierarchical structure by accounting for different fiscal periods for hierarchical budgets in
the source system.

Notes Tab
Any notes associated with the fund should be migrated to this tab.

Testing Basic Fund Record Functionality

To test basic fund record functionality:

1 Add data to an existing fund record.
a Open a fund record in edit mode.

b Add a description to the fund record.
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< Summary Details Deactivate Cancel m

LS
Summary Transactions Notes Attachments
General v
Name *  E: Humanities Code* | EHum
External ID EHUM owned by * | Training - Sandbox g

Available for Training - Sandbex(Only) ,Graduate Library(Only)

Description This fund is for firm orders for Humanities e-books| J
Path  Library Ledger 13/14>Summary>Electronic Resources Fund Type -
Status  Active Currency US Dollar -
Fiscal period 07/01/2016 - 06/30/2017 ¥ Fiscal period dates  01/07/2016 - 30/06/2017

¢ Click Save. This saves and closes the record.
d Open the fund record again to verify that the description has been saved.
2 Edit data in an existing fund record.
Open a fund record in edit mode.
b  Click the Deactivate button.
¢ Click Save. This saves and closes the record.

d Open the fund record again. Note that if you were working from a list with the Active
facet selected, the fund record will no longer appear in the list. However, you can
search for it using the Find box at the top right of the page.

e Click the Activate button to re-activate the fund.
3 Delete data in an existing fund record.
Open the fund record to which you added a description in step 1.
b Delete the description.
¢ Click Save. This saves and closes the record.

d Open the record again to verify that the description has been deleted.
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Fund Transactions

Finding Fund Transactions

To view fund transactions, open the Transactions tab for a fund record.

Note that the Transactions tab will appear only if the fund is an Allocated fund.

< Transactions Deactivate Cancel m
E: Humanities
Fiscal period 07/01/2016 - 06/30/20.. Code EHum Available Balance 889,992.00 USD
Cash Balance 800,002.00 USD Encumbered 10.00 USD Expenditure Balance 577.00 USD
Balance
[
Summary Transactions Notes Attachments
1-30f3 | poLine - Q Transfer Funds~  Allocate Funds ~ ] 3
Y Filter: All ~
g < Transaction
Time v Type & Related record Amount 4 Payment date Reporting code 5 s+ Notes
reference
1 18/05/2017 20:25:46 AEST  Encumbrance  PQ Line:POL-7500 10.00USD -
PO Line:POL-5832
2 13/12/2016 21:15:57 AEDT  Expenditure Invoice Line: PO-5713a: 577.00USD -
()
3 13/07/2016 18:00:08 AEST  Allocation 890,579.00USD -

To facilitate review, you can use the following Alma features:
® Sort the transactions by Time (ascending or descending) or Type (ascending or descending).

® Filter transactions by Type:
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¥ Filter1| Q -

All

Allocation
1 18/05/20 Expenditure ane
Encumbrance

13/12/20 Disencumbrance Ire

]

Transfer

3 13/07/20To T8 U0 AEST AloCaTon

® Search for transactions against the fund by Amount, Invoice number or PO line (number).
For example:

Amount ~ | 177.7§ Q

Interpreting Migrated Fund Transactions

B (Credits and debits

= Allocations are in black with no sign if they are credits, and are in red with a minus sign
if they are debits.

= Transfers are in black with no sign if they are credits, and are in red with a minus sign if
they are debits

= Encumbrances are in red with no sign.
= Disencumbrances are in black with no sign.

= Expenditures are in red with no sign if they are debits, and in black with a minus sign if
they are credits.

® Allocations: Different types of allocations are distinguished in some source systems. In
Alma, they are not. All have the type Allocation.

® Carryover transactions: Transactions with a “carryover” type in a source system are
converted to transactions with an Allocation type in Alma. CARRY-OVER should appear in
the Note field for these transactions.

® Encumbrances: In some source systems, there are no disencumbrance transactions per se. In
these cases, during the migration to Alma, a disencumbrance transaction is created for each
encumbrance transaction.

®  The disencumbrance will be $0.00 if the invoice for a line item has not yet been paid.
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= Encumbrance (debit) and disencumbrance (credit) will be equal if the invoice for the

line item has been fully paid.

®  Encumbrance and disencumbrance will differ if the invoice for the line item has been

partially, but not fully, paid.

® Local currency: The amount for each transaction is given in the local currency, even when

the amount was paid in another currency.

Reviewing Fund Transactions

1 Review fund transactions of all types: Allocation, Transfer, Encumbrance, Disencumbrance,

and Expenditure.

2 Review fund transactions for multiple funds and multiple fiscal periods.

3 Compare Time, Type, Amount, and Reporting Code to values from the source system.

4 If there is a note associated with a transaction, there will be a check mark in the Note

column in the list of transactions:

< Transactions

E: Humanities

Flecal perid IO FE T - D30 Code
R, DN DR LEE Encumibered
Dalarde

Cavh Balance

Ayalable Balance
Experditure Balance

sy il |

o m

Select the View link from the row actions or right-click anywhere in the row to see the

transaction details and the note.
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E: Humanities

Type

i 100,000.00 USD (VAT 0000

FVOER017 2004004 ARST

Thii |3 & Aol

5  Verify that the links to PO lines and invoice lines are correct.

Note that fund transaction amounts and invoice line amounts will not necessarily match,
because fund transaction amounts are always in the local currency, while invoice line amounts
will be in another currency if the invoice is paid in another currency.

Testing Basic Fund Transaction Functionality

To test basic fund transaction functionality:

1 Add an allocation transaction to an existing fund.
a Open a fund record in edit mode.
b  Open the Transactions tab for the fund.
¢ Write down the Available Balance and the Cash Balance for the fund.
d Click Allocate Funds.
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Allocate Funds -

e Enter an allocation amount of 1000 and a note indicating that this is a test allocation.

Allocation amount *

1000.00 usp v

Transaction reference number

Transaction note

This is a test allocation|

Add allocation transaction

f  Click the Add allocation transaction button at the bottom of the pop-up.
g In the pop-up window, click the Confirm button to confirm the transaction.

h  Verify that the Available Balance and the Cash Balance for the fund have each increased
by 1000.

2 Reverse the allocation you just entered.

a  With Transactions tab for the same fund record open, select Add Transaction >
Allocation.

b Enter an allocation amount of negative 1000 (-1000) and a note indicating that this
transaction reverses the test transaction.
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Allocation amount *

-1000.00 usp v

Transaction reference number

Transaction note

This reverses the test transaction of $100

Add allocation transaction

¢ Click the Add allocation transaction button.
d In the pop-up window, click the Confirm button to confirm the transaction.

e Verify that the Available Balance and Cash Balance for the fund have decreased by 1000
— that is, returned to their original values.
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6

Purchase Orders

Finding and Reviewing Purchase Orders

Finding Purchase Orders

To find a Purchase Order (PO or Order), select Order lines from the drop-down list preceding
the persistent search box at the top of the page.

il

All titles

Phyeical fitls

Elo i Fer) I

Digital titles

Physical [tems

Digital files

Invoices
Requests
Electronic portfolios
Electronic collection

Collection

Users
Vendors
Funds
Licenses
Authorities

Deposits

Enter a search value, and then click the magnifying glass or Press Enter.
You can do a keyword search using:
® PO number, PO line number, or PO reference number

®  Fund information: Fund code or Fund name
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® Vendor information: Vendor code, Vendor account code, Vendor name

® Physical location name

® Bibliographic data for a PO line: Author, Title, Imprint, Standard number

The result of your search will be a list of brief records, each of which represents a PO line.
Note that:

® At the left of the page is a list of facets that you can use to narrow your search results.

® Your search value has been inserted in the search box at the top of the page.

Al america n Advanced ¥

Purchase Order Lines (1-20 0f 30)  america # Back

‘ @ PO Line: 2801, with title: 100 media moments that changed America / Jim Willis., was updated and in status: Waiting for Invoice ‘

¢ ©
100 media moments that changed America / Jim Willis., Santa Barbara, Calif. :, Greenwood Press,, ¢2010., 2009042490, ISBN Edit  Change Bib Reference
MMS ID: 991353460000541 Copies: Main Library - Stacks (1) Vendor reference ID: -
Assigned to: - Total price: 85.00 USD Expected delivery: -
Type: Print Book - One Time Funds: M: Humanities {100.0%) (2012/2013) Receiving note: -
PO line owner: Main Library Vendor/Account: Templar Books / Books - no discount 123 Sent date: 22/07/2010
Standard number: 20090424%0 Reporting code is missing, The bib
order: 671671 / (Sent) record is brief
Order Line: 2801 / (Waiting for Invoice)
2 366 days in the life of Abraham Lincoln : the private, political, and military decisions of America's greatest president / Stephen A. Wynalda., New Edit  Change Bib Reference
York :, Skyhorse Pub.,, 2010., 2009037876, ISBN
MMS ID: 991354110000541 Copies: Main Library - Stacks (1) Vendor reference ID: -
Assigned to: - Total price: 29.95 USD Expected delivery: -
Type: Print Bock - One Time Funds: M: Social Sciences (100.0%) (2012/2013) Receiving note: -
PO line owner: Main Library Vendor/Account: Mostly Monographs, Inc. / General Orders General001 Items already exist in the repository,
standard number: 2009037876 Reporting code is missing
Order: -

Order Line: 2739 / (Sent)

3 A nation rising : untold tales of flawed founders, fallen heroes, and forgotten fighters from America's hidden history / by Kenneth C. Davis., New York Edit  Change Bib Reference
., Smithsonian Books/HarperCollins,, 2010., 2009049641, ISBN

MMS ID: 991353740000541 Copies: - Vendor reference ID: -

Assigned to: - Total price: 26.99 USD Expected delivery: -

Type: Print Bock - One Time Funds: M: Humanities (100.0%) (2012/2013) Receiving note: -

PO line owner: Main Library Vendor/Account: Bock Sense / Book Sense BKSN Sent date: 16/07/2010

Standard number: 2009049641 Mandatory information is missing or

Order: 663-663 / (Sent) erroneous

Order Line: 2763 / (Waiting for Invoice)

To view a PO, click the Order link in one of the PO line records.

188 media momends that changed America /' Jim Willis., Santa Barbara, i d Press, c200d., 20090424%0, ISEN L raigpt B B
MM D 5913538500005 Coplon: Main Library - Slach B Verdor reference I

Assigned b Vokal pricec £5.00 LS Enpecied debrery

Typa: Prievt Bk - Ora Time Furds: Lt Humanie FIRILE ] AL b i

PO B o | Winder/Aseount: T Dokt - no Scousd 13 St date; 32

This opens the Summary tab of the PO.
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< PO Summary Back to PO Line list

PO number 671-671 PO status  Sent () PO Line Main Library SentDate 22/07/2070 o
Oowner
[ 9
Summary PO line list Attachments Notes
Order Details v

PO INFORMATION

PO number  671-671

VENDOR

Wendor/Account TEMPLAR/123
Vendor contact -
Vendor invoice number -

LIBRARY

Library's Billing  _ Library's Shipping
address address

Shipping methed -

Order Charges v
Total price of lineitems ~ 349.55 USD
Total PO cost  349.55 USD

ReSend Order

Reviewing Purchase Orders
® Summary tab: Verify that all data in this tab has been migrated accurately.

" Notes tab: If there are notes associated with the PO in the source system, they should be
migrated to this tab. These may be notes for internal library use or notes to the vendor.
However, if the source system does not have separate PO and PO line records, notes will be
migrated as part of the PO line record, rather than the PO record.

Testing Basic Purchase Order Functionality

1 Package PO lines to create a PO.

Note: If your institution does not use Auto Packaging, follow the instructions below to test manual
packaging. If your institution DOES use Auto Packaging, you will not be able to perform this test.
Proceed to the second step below (reviewing POs).

a  On the Alma main menu, under Acquisitions > Purchase Order, click Package.
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exLibris %W}?‘ %  Acquisitions Resources Fulfillment Admin  Analytics

Purchase Order Lines Post-Receiving Processing

Order Without Inventory Receiving Department ltems
Review Scan In ltems
Welcome, Implemente
Claim
Renew import
Tasks Review Deferred Manage Import Profiles
Manage Trials Import
Purchase Requests Manage EDI Tasks Maonitor and View Imports
- = = Resolve Import Issues
orrowin uests
geq Purchase Order Load Usage Data
Lending Requests B
Review Acquisitions Infrastructure
Other Requests Approie Vendors
Delete PO Funds and Ledgers

Order Lines

Transfer Funds

This opens a list of Purchase Order Lines that can be packaged. Note that you can limit
the results by using the facets at the left side of the page or by entering a search in the
Find box. You can do a keyword search using: PO number, PO line number, or PO
reference number; Fund code or Fund name, Vendor code, Vendor account code,
Vendor name, Physical location name, Author, Title, Publisher, Standard number,
etc.

PO Lines to package (1-3 of 3) Back

Select All | Al ~ Q ¢ B
1 History curatorship / by Gaynor Kavanagh., Washington, D.C. :, Smithsonian Institution Press, c1990., 0874743915, ISBN Edit  Create new PO
MMS ID: 991439870000541 Copies: Main Library - Stacks (1) Vendor reference ID: -
Assigned to: - Total price: 10.00 USD Expected delivery: -
Type: Physical - One Time Funds: M: Humanities (100.0%) (07/01/2016 - 06/30/2017) Receiving note: -
PO line owner: Law Library Vendor/Account: AAAS / AAAS AAA The bib re;ord is brief, Items
Standard number: 0874743915 already exist in the repository,
ord Duplicate active orders,
rder: -

Reporting code is missing

Order Line: POL-7485 / (Manual
Packaging)

2 Re-reading Harry Potter / Suman Gupta., Basingstoke [England] ;, Palgrave Macmillan, 2009., 9780230219571, ISBN Edit  Create new PO
MMS ID: 9928841300541 Copies: Main Library - Stacks (1) Vendor reference ID: -
Assigned to: - Total price: 45.00 USD Expected delivery: -

Type: Print Book - One Time Funds: M: Humanities (100.0%) (07/01/2016 - 06/30/2017) Receiving note: -
PO line owner: Main Library Vendor/Account: AAAS / AAAS AAA

Standard number: 9780230219571

Order: -

Order Line: POL-7501 / (Manual

Packaging)

3 The Green Man., New York,, Harcourt Brace & World, [1970, ¢1969], 0151370400, ISBN Edit  Create new PO
MMS ID: 991547950000541 Copies: Main Library - Stacks (1) Vendor reference ID: -
Assigned to: - Total price: 10.00 USD Expected delivery: -

Type: Print Book - One Time Funds: E: Sciences (100.0%) (07/01/2014 - 06/30/2015) Receiving note: -

PO line owner: Main Library Vendor/Account: AAAS / AAAS AAA The bib record is brief, ltems

Standard number: 0151370400 already exist in the repository,
Reporting code is missing

Order: -

Order Line: POL-5425 / (Manual

Packaging)
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b  Click one of the Vendor facets, preferably one with a facet count of more than 1.

¢ Select the check box to the left of at least two PO lines in the list that are being ordered
by the same library (have the same value for the PO line owner) for the same location
(have the same value after Copies in the brief record) and are being paid for with the
same currency.

< PO Lines to package (1-30f 3) Back
Al -~ Q g O
Select All W Vendor : AAAS
1 History curatorship / by Gaynor Kavanagh., Washington, D.C. :, Smithsonian Institution Press, c1990., 0874743915, ISBN Edit  Create new PO
MMS ID: 991439870000541 Copies: Main Library - Stacks (1) Vendor reference ID: -
Assigned to: - Total price: 10.00 USD Expected delivery: -
Type: Physical - One Time Funds: M: Humanities (100.0%) (07/01/2016 - 06/30/2017) Receiving note: -
PO line owner: Law Library Vendor/Account: AAAS / AAAS AAA The bib record is brief, tems
Standard number: 0874743915 already exist in the repository,
Duplicate active orders,
Order: - Reporting code is missing
Order Line: POL-7485 / (Manual
Packaging)
2 Re-reading Harry Potter / Suman Gupta., Basingstoke [England] ;, Palgrave Macmillan, 2009., 9780230219571, ISBN Edit  Create new PO
MMS ID: 9928841300541 Copies: Main Library - Stacks (1) Vendor reference ID: -
Assigned to: - Total price: 45.00 USD Expected delivery: -
Type: Print Book - One Time Funds: M: Humanities (100.0%) (07/01/2016 - 06/30/2017) Receiving note: -
PO line owner: Main Library Vendor/Account: AAAS / AAAS AAA
Standard number: 9780230219571
order: -
order Line: POL-7501 / (Manual
Packaging)
3 The Green Man., New York,, Harcourt Brace & World, [1970, ¢1969], 0151370400, ISBN Edit  Create new PO
MMS ID: 991547950000541 Copies: Main Library - Stacks (1) Vendor reference ID: -
Assigned to: - Total price: 10.00 USD Expected delivery: -
Type: Print Book - One Time Funds: E: Sciences (100.0%) (07/01/2014 - 06/30/2015) Receiving note: -
PO line owner: Main Library Vendor/Account: AAAS / AAAS AAA The bib remr_d is brief, \te_ms
Standard number: 0151370400 already exist in the repository,
Reporting code is missing
order: -
Order Line: POL-5425 / (Manual
Packaging)

d Click the Create New PO button at the top right or bottom right of the page.
e If a confirmation pop-up window opens, click Confirm.

A new PO is displayed, with a confirmation message at the top: A new PO was created.
Its status should be In Review or Sent, depending on your institution’s Purchasing
Review rules.

< PO Summary Save and Continue Back to PO Line list

©® Anew PO was created ‘

PO number PO-7714 PO status  In Review (2017-05-21) PO Line Main Library Sent Date - o
Owner

f  Open the PO Line List tab to verify that the PO lines you selected for inclusion in the
PO have been packaged in the PO.
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{ PO Lines Save and Continue Back to PO Line list

PO number PO-7714 PO status In Review (2017-05-21) PO Line Main Library Sent Date - o
Oowner
Summary PO line list Attachments Notes

T1-20f2 | Al ~ Q QaddPoline @ &

1 Re-reading Harry Potter / Suman Gupta., Basingstoke [England] ;, Palgrave Macmillan, 2009., 9780230219571, ISBN Edit  Review
MMS ID: 9928841300541 Copies: Main Library - Stacks (1) Vendor reference ID: -
Assigned to: - Total price: 45.00 USD Expected delivery: -
Type: Print Book - One Time Funds: M: Humanities (100.0%) (07/01/2016 - 06/30/2017) Receiving note: -

PO line owner: Main Library
Standard number: 9780230219571
Order: PO-7714

Order Line: POL-7501 / (Ready)

2 The Green Man., New York,, Harcourt Brace & World, [1970, ¢1969], 0151370400, ISBN Edit  Review
MMS ID: 991547950000541 Copies: Main Library - Stacks (1) Vendor reference ID: -
Assigned to: - Total price: 10.00 USD Expected delivery: -
Type: Print Book - One Time Funds: E: Sciences (100.0%) (07/01/2014 - 06/30/2015) Receiving note: -
PO line owner: Main Library The bib record is brief, ltems
standard number: 0151370400 already exist in the repository,

Reporting code is missing
Order: PO-7714

Order Line: POL-5425 / (Ready)

2 Review POs.
a  On the Alma main menu, under Acquisitions > Purchase Order, click Review.

This opens a list of POs with the status of In Review. Review may be required by your
institution’s Purchasing Review Rules, or the PO may have missing, erroneous, or
conflicting data. Note that:

® You can sort the list by Order #, Status, Vendor, Organization Unit, Total Price, or #
of Lines (ascending or descending in all cases).

® You can narrow the list either by using the facets at the left side of the page or by
entering a search in the Find box. You can search by PO number, PO line number,
Additional PO line reference, PO creation date, Title keyword, Item identifier
(standard number), a keyword in the Organization unit description, Fund code,
Vendor code, Vendor invoice number, or Vendor name, or you can retain the
default of All to search all indexed terms.
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Purchase

Orders in Review (1-100f10)

PO# ~ Q ¢ o
Status Date Vendor 5 Organization unit § Total price 3 #of lines 3
1 PO-101 In Review 14/01/2012 EBSCO Training - Sandbox 10.00USD 1
2 PO-1815 In Review 13/12/2012 Massachusetts Medical Saciety Science Library 0
3 PO-303 In Review 27/01/2012 EBSCO Training - Sandbox 900.00 USD 1
4 PO-304 In Review 27/01/2012 EBSCO Training - Sandbox 0
5 PO-5113 In Review 05/06/2013 Baker & Taylor Main Library 3.75USD 1
6 PO-6413 In Review 28/09/2014 Baker & Taylor Main Library 75.00USD 1
7 PO-6514 In Review 27/04/2015 Baker & Taylor Music Library 25.00USD 1
8 PO-6515 In Review 27/04/2015 Baker & Taylor Music Library 250.00 USD 1
9 PO-7314 In Review 18/07/2016 TEST Main Library 1.00 USD 1
10 PO-7714 In Review 21/05/2017 AAAS Main Library 55.00USD 2
b  Choose a PO that already has as much key data (represented in the list columns) as

possible. Select Edit from the row actions or right-click anywhere in the row. This opens
the PO for review.

¢ Add any mandatory data that is missing. Ensure that the vendor of the PO has a valid
preferred email address of type Order and that this email address is in the Allowed
Emails list. Write down the PO number.

d Click Save and Continue. You should be returned to the list of POs in review, but the
PO you just saved should no longer be in the list.

e Search for and open the PO. Its status should now be In Approval or Sent, depending
on your institution’s Purchasing Review Rules configuration (set up by Ex Libris staff)..

Approve POs.

a  On the Alma main menu, under Acquisitions > Purchase Order, click Approve. This

opens a list of POs with the status of In Approval, (if this stage is preconfigured as part
of your institution’s workflow by Ex Libris). Note that:

® You can sort the list by Order #, Status, Vendor, Organization Unit, Total Price, or #
or Lines (ascending or descending in all cases).

® You can limit the results by using the facets at the left of the page or by entering a
term in the search box. You can search by PO number, PO line number, Additional
PO line reference, PO creation date, Title keyword, Item identifier (standard
number), a keyword in the Organization unit description, Fund code, Fund name,
Vendor code, Vendor invoice number, or Vendor name, or you can retain the
default of All to search all indexed terms.
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Approve Orders (1-10f 1)

Q Approve and send <] fod

Status Date Vendor § Organization unit Total price 5

: PO-3114 In Approval 19/01/2016 Massachusetis Medical Society Science Library 23.95USD 1

b Select the check box to the left of one or more POs. Write down the numbers of the POs
you are selecting.

¢ Click Approve and send at the top right of the page. The list of POs with In Approval
status should be re-displayed, but the POs you selected should no longer be in the list.

d Search for and open the POs you approved. Their status should now be Sent.
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Purchase Order Lines

Finding and Reviewing Purchase Order Lines

Finding Purchase Order Lines
You can find Purchase Order lines (PO lines) by:

®  Selecting Order lines from the drop-down list preceding the persistent search box at the top

of the page.

® Opening the PO Line List tab on the display of a PO. The result is a list of brief records, each

of which represents a PO line.

£ PO Lines Back to PO Line list
PO number PO-1831 PO status Sent (2012-12-14) PO Line Main Library Sent Date 15/12/2012 o
Owner
Summary PO line list Attachments Notes
T1-1of1 | Al ~ Q QAddPoline 3 {3
1 America's other Audubon / Joy M. Kiser., New York :, Princeton Architectural Press, c2012., 1616890592 (hardcover : alk. paper), ISBN View
MMS ID: 992193620000521 Copies: Science Library - Science Reference (1) Vendor reference ID: -
Assigned to: - Total price: 54.00 USD Expected delivery: -
Type: Print Book - One Time Funds: M: Science (100.0%) (2012/2013) Receiving note: -
PO line owner: Main Library Sent date: 15/12/2012
Standard number: 1616890592 Items already exist in the
(hardcover : alk. paper) repository, Reporting code is
Order: PO-1831 missing
Order Line: POL-1927 / (Waiting for
Invoice)

To view an individual PO line, click the title link, the View button, or right-click anywhere on
the PO line and select View.

Reviewing Purchase Order Lines
1 Ensure that PO lines are linked to the correct PO.
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2 Review other data as follows.

Summary Tab for Physical Materials: Monographs

- —

Amencas other Audubon / .|-.‘Tl:-' M. Kizer,, New York |, Princeton Architectural Press, c2012
Orclet Ling POL-1937 Cordest P16 IS-'::Ih.-n Vg & Ve (D021 314 I
Idu.m line type  Frot B fne Time I POl wmasr  Bodaon ity W T

.h' i 9 . : " _.k

Ly E BaeC e e rinineg Dale oA POl

I Ml el COUTTSCOUTTS I AW D e ]

S4.00 LS Kelpnoe  Sd0 s

I-‘ thon mthi Pllnrh;'-tl

Kb invaice

LH] Marial paCion Hi

W

TEISF059T (hardoover © alk. paper)

Ensure that all data has been accurately mapped or migrated from the source system. Pay
particular attention to:
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® Status: If your institution specified that certain open orders be closed during migration,
review orders to ensure that they were closed.

® Order line type: Values in the source system will be mapped to valid Alma types.

The resulting types may include: Printed Book (Monographic), Printed Journal Ongoing,
Monographic Standing Order, Non-Monographic Standing Order, and Electronic.

® Material supplier (Vendor and Vendor account): In particular, note that the Vendor
account is indeed correct.

® Acquisition method: Values in the source system must be mapped to a valid Alma method.
Possible methods are Purchase, Approval plan, Depository, Exchange, Gift, Purchase at
vendor system, and Technical.

® Material type: Material type on the order has little functionality for most migrated orders as
it is used as a pre-indication when ordering inventory which has yet to be created as to
which item material type will be applied to the new inventory. In migration, the default
material types are applied to the orders based on their Order line type and for most orders
will not be relevant as much of the inventory for those migrated orders is already known
and can be updated at the time of receiving or at any other time from the Item editor.

Summary Tab for Physical Materials: Serials and Standing Orders

Journal of urban history., Sage Publications., v. 1- Nov, 1974-, FB&414 /8 75640898, ISSN

I Ll EBSCON 17343 I

B45.00 USD L E49.00 USD
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Ensure that all data has been accurately mapped or migrated from the source system. Pay
particular attention to the items listed in Summary Tab for Physical Materials: Monographs on
page 46, as well as the following:

® Subscription from date
® Subscription to date

®  Renewal date

Summary Tab for Electronic Materials: Monographs

Ensure that all data has been accurately mapped or migrated from the source system. Pay
particular attention to:

® Status: If your institution specified that certain open orders be closed during migration,
review orders to ensure that they were closed.

®  Order line type: Values in the source system must be mapped to valid Alma types. Possible
values are: E-book one time, Remote computer file

® Material supplier (Vendor and Vendor account): In particular, note that the Vendor
account is indeed correct.
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Acquisition method: Values in the source system must be mapped to a valid Alma method.
Possible methods are Purchase, Approval plan, Depository, Exchange, Gift, Purchase at
vendor system, and Technical.

Material type: Values in the source system must be mapped to valid Alma types. Possible
values are: Book, Computer file.

Summary Tab for Electronic Materials: Serials, Standing Orders, and Packages

Ensure that all data has been accurately mapped or migrated from the source system. Pay
particular attention to:

Status: If your institution specified that certain open orders be closed during migration,
review orders to ensure that they were closed.

Order line type: Values in the source system must be mapped to valid Alma types. Possible
values are: E-book continuous, Electronic journal continuous, Electronic standing order,
Remote computer file subscription

Material supplier (Vendor and Vendor account): In particular, note that the Vendor
account is indeed correct.

Acquisition method: Values in the source system must be mapped to a valid Alma method.
Possible methods are Purchase, Approval plan, Depository, Exchange, Gift, Purchase at
vendor system, and Technical.

Material type: Values in the source system must be mapped to valid Alma types. Possible
values are: Book, Journal, Computer file.

Subscription from date
Subscription to date

Renewal date
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Invoice Lines Tab

Invoice Lines Back to PO Line list

Journal of music and dance,
Order Line POL-7434 Order P0-6515 Status Ready (2015-04-27)
Order line type Print Journal - Subscription PO line owner Music Library Sent date
(N e ; o o,
Summary Description Alerts Invoice Lines Associated PO Lines Communications Interested Users History Notes Attachments
1-10f1 ez O

Y Status: All ~ Type: All ~

Invoice , . Invoice Subscripti Subscripti Additional Invoice : A
Line#5 T - 5 = Pi * Total Py 2 VAT Not Fund
Number * "1 7Y YE¥ pate 7 fomdate todate informatic Status HeSy it - HAES
S: Humanities
In (100.0%)
1 PO6515 1 Regul.. 27/04/2. 27/04/2. RTOW 50.00 USD 50.00 UsSD (©7/01/2014 -
06/30/2015)

Verify that the PO line is linked to the correct invoice line. You will need to search using the
Invoice number, then identify the correct Invoice line number. See the instructions in the
section on Invoices and Invoice Lines below.

£ Invoice Details

Back
PO-6515 o
Crmmned i) - STt Viehor BAKER
Statay
*Fr, Total amosnt 30 00 USD
1% k
¥ kle we Lk MiSory  Moles ATIBchime
5al 5 ¢ o
. 4 Al - e AN

Total Price 3 VAT Node Hatus §  Descriplion

in
FtT ishipar o LED »
Pvie
. o - In
ESNE M0 LIt
= Fraifw
in
= o S0 i
Brvitw
il In
P aWe. D0DLSD 100 Lkt b

Testing Basic Purchase Order Line Functionality

1 If necessary, assign some incomplete PO lines to yourself.

a  On the Alma main menu, under Acquisitions > Purchase Order Lines, click Review.
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Acquisitions  Resources

Purchase Order Lines

Ful

The Purchase Order Lines in Review page opens with the Assigned to Me tab
displayed. This tab lists the brief records for PO lines assigned to you. Note the Alert
facet on the left. You should have at least one record with the alert Mandatory
information is missing or erroneous assigned to you.

C

Ader1

Canadian Jogrmal of Fisteries and Acquatics. 2001, 13754-3670, 155N

PN AT R ] Cophes: Lk wry - Shacion { 1], e v - Scienioe Siack: Wendor refprence I
Ty o Expeciad detsry
PO e g L | Sy TorM prfeir T Bl date
Standerd member; 17185 P Rgaoving rade
Puschaee Tipe i el ot e TE s
] r Qg L by ¥
Ve Canadisn jourmal of fshivis and squatic schnor,, Government of Canads Fithenies snd Deesna, D830, 0706652, ISSH
. ML |07 BTN Cophe Wendor neferencs 1D
o Type ¥ 1 Todsl pricd Erpeched delsry
: PO i drerfl L LBy Fiarehic Rnaivieg role
- Sunard rrnber: /%4 500 erdor bt o at
format
(e Drder 3 iy
(¥ e Oty L 4
Aot Method
T Re-reading Harry Potber | Swman Gupia, HoundmiBa, Basingsioio, Hemgahice | Palgrave Macrsillan, 2003 1803512453 (pbi. ), ISAN
bl 1 0 T 541 Gt (4 Bchuile Lt ek Wersder tefitene 1D
Tapec ¢ Teme Terial peiece 1 56 00 151 Expectad delriry
0 v cwr L LS Fusadic £ & r e 281 Resiving re
Sanaiard ramiver: 1400001 2653 (pok Werder ! bt ¢ d ik i, Ay
Ol by
Dy | e

=

b If you do not have a record with the Mandatory information missing or erroneous

alert assigned to you, open the Unassigned tab or the Assigned to Others tab, and click
the Mandatory information is missing or erroneous facet:
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Alert v . . .
Purchase Order Lines in Review (1-16 of 16)
Duplicate active orders (1)
Items already exist in the
repository (3) Assigned to Me Unassigned Assigned to Others
Mandatory information is
missing or erroneous (13)
Reporting code is missing Al ~ Q <] o
@)
The bib record is brief (5) Chemistry international, Blackwell Scientific Publications etc, 1365-2192, ISSN view  Assignto
Purchase Type - MMS ID: 991648220000521 Total price: 0.00 USD Vendor reference ID: -
Assigned to: Support, Ex Libris (2014-07- Funds: - Expected activation: -
Electronic Book - One Time 01) 2 R
@ = ) Vendor/Account: - License status: -
: 7 Type: Electronic Journal - One Time Activation status: Not Activated E-
BEaimE i PO line owner: Main Library Resource
Subscription (2) Standard number: 1365-2192 Mandatory information is missing
Electronic Journal - One Order: - or efroneous
Time (2) Order Line: POL-4524 / (In Review)
Electronic Journal -
Subscription (1)
More (4) ~ 2 @ EBSCOhost Communication Source, EBSCOhast view  Assignto
CKB ID: 613820000000000035 Total price: 0.00 USD Vendor reference ID: -
Vendor v A:ssigned to: Moss, Shmuel (2016-03-09) Funds: - Expected activation: -
AAAS (2) - Vendor/Account: - License status: -
B T Type: Electronic Collection - Subscription Activation status: Not Activated E-
PO line owner: Main Library Resource
EiEE ) standard number: - Renewal date: -
Rush - Order: - Mandatory information is missing
P R . — or erroneous, Reporting code is
No Rush (15) Order Line: POL-7458 / (In Review) missing
Rush (1)
Library - 3 Harry Potter Power, 2013 View  Assignto
Graduate Library (1) MMS ID: 9929041500541 Copies: Main Library - Stacks (1) Vendor reference ID: -
Main Library (13) A:ssigned to: Moss, Shmuel (2017-01-15) Tuladl price: 0.00 USD Expected delivery: -
= Funds: - Receiving note: -
Science Library (2) .
Type: Physical - One Time Vendor/Account: - Mandatory information is missing
Assignment v PO line owner: Main Library g"‘gyoweo.ﬁ‘ The bib record is
Moss Shmuel (15) standard number: -
Support Ex Libris (1) Order: y

¢ Click the Assign to link in the right corner of a record.

d Select your name from the Assign to drop-down list, then click the Assign To button.
The record is now displayed in the Assigned to Me tab.

Add data to an incomplete PO line.

a Return to the Assigned to Me tab.

b Click the Mandatory information is missing or erroneous facet.

¢ Open one of the records in the result set by clicking Edit in the right corner of the record
or by right-clicking anywhere in the record.

d Error messages about missing information appear at the top of the page.

Purchase Order Line Details

A The field Material supplier is mandatory, please enter the required data
A The field Renewal date is mandatory, please enter the required data.
A Fundwas not added/selected. Please add funding information

Canadian Journal of Fisheries and Acquatics, 2001, 1234-5678, ISSN

Back to PO Line list

Save and continue

Order Line POL-7497 Order = Status
Order line type Physical - Subscription PO line owner Main Library

In Review (2017-04-02)
Sent date =

® If the material supplier is missing:
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a Inthe Vendor Information section, click the list icon to the right of the Material
supplier box. (Alternatively, you can type 3 or more characters and Alma will suggest
values. Note that recently selected values appear when you place the cursor in the field)

Wendor Information

Material supplier *

D View vendor

b In the list of vendors and vendor accounts, click the vendor/vendor account you want to

Name 5
123

AAAS
AccuWeather, Inc
Antonio's Casa de Libri

Antonio's Casa de Libri

Archaeological Institute of America

ARTstor, Inc.

Alexander Street Press

BAKER & TAYLORA

Baker & Taylor

Baker & Taylor

select.
Select Vendor Accounts
1-200f 56 | AccountCode ~
Active  Vendor Code &
1 v 123456
2 4 AAA
3 4 ACC
4 J ACL
5 4 ACL
6 4 ARCHIA
7 4 ART
8 ) ASP
9 4 B&TA
1. 4 BAKER
1 4 BAKER
1 4 BKHS

The Bookhouse, Inc

Q

Account Code &

123

AAA
ACC
2B

2A

ARCHIA

ART

ASPACC

76543211

20000
10000

BKHS

Description %
123

AAAS

AccuWweather, Inc.
Vatican Press

Medici Publications, Inc.

Archaeological Institute of
America

ARTstor, Inc.

ASP Access

76543211

Firm Order
Appraoval

The Bookhouse, Inc

Libraries

Graduate Library(Only) ,Training - Sandbox(Only) ,Main
Library(Only)

Training - Sandbox(Including)

Training - Sandbox(Including)

Training - Sandbox(Including)

Training - Sandbex(Including)

Training - Sandbox(Including)

Training - Sandbox(Including)

Graduate Library(Including) ,Graduate
Library(Including) ,Training - Sandbox(including)
,Resource Sharing Library(Including) ,Resource
Sharing Library(Including) Music Library(Including)
Music Library(Including) Law Library(Including) Law
Library(Including) Science Library(Including) ,Science
Library(Including) ,Main Library(Including) ,Main
Library(Including)

Training - Sandbox(Including) , Training -
Sandbox(Including)

Training - Sandbex(Including)
Training - Sandbox(Including)

Training - Sandbex(Includina)

You are returned to the PO line record with the vendor/vendor account filled in:

Vendor Information

Material supplier *

B&TA/76543211|

X

9 View vendor

® If the renewal date (for continuous orders) is missing:

In the Renewal section of the record, enter a value in the Renewal date field.
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Renewal
Manual renewal
Subscription from date B4

Renewal date * | 30/09/2018 X | ™

® If the fund is missing:

a In the Funding section, click the Add Fund link.

Funding

© Add Fund -

Click the list icon at the end of the Fund field. (Alternatively, you can type three or more
characters and Alma will suggest values. Note that recently selected values appear when
you place the cursor in the field).

Funding

@ Add Fund ~

Fund *

iii
&)

Percent

100.0

Amount

0.00 ush

b In the Funds and Ledgers list, click the fund you want to select. Be sure to select a fund
that has a positive available balance equal to, or greater than, the amount of the PO line.
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1

2

3

4

5

6

7

8

10

1

Funds and Ledgers

T-11of 11 | Al ~

Name a Code 3
E: Sciences ESCI
E: Social Sciences ESS
M: Humanities MHum
Misc/Other MISC
M: Science MSCI
M: Social Sciences MSS
Sales Tax STAX
Shipping & Handling SH

S: Humanities SHUM
S: Sciences Sscl
S: Social Sciences 5SS

Q

Fiscal Period 3

07/01/2016 - 06/30/2017
07/01/2016 - 06/30/2017
07/01/2016 - 06/30/2017
07/01/2016 - 06/30/2017
07/01/2016 - 06/30/2017
07/01/2016 - 06/30/2017
07/01/2016 - 06/30/2017
07/01/2016 - 06/30/2017
07/01/2016 - 06/30/2017
07/01/2016 - 06/30/2017

07/01/2016 - 06/30/2017

Available Balance
1,090,224.00 USD
1,149,879.24 USD

399,175.33 USD

19,166.86 USD
348,420.91 USD
685,855.87 USD

20,000.00 USD

19,829.74 USD
659,463.20 USD
573,600.52 USD

799,586.00 USD

Warning Allocated Balance
1,090,999.00 USD
1,150,000.00 USD

399,267.33 USD
19,730.08 USD
348,438.41 USD
686,195.87 USD
20,000.00 USD
19,829.74 USD
659,781.00 USD
573,600.52 USD

799,700.00 USD

Ci

Funding

© Add Fund -

Fund *

S: Sciences (07/01/2016 -

Percent

100.0

Armount

250.00

usb

Click the Add Fund button to create a funding line.
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Funding
© Add Fund ~ Redistribute Lines
# Fund Name a Percent Amount
k|1 S: Sciences (07/01/2016 - 06/30/2017) (573,600.52 USD) 100.0% 250.00 uso
2 Total = 100.0% 250.00 USD

A

o]

d  When you have filled in all mandatory information, select Save and continue, and then
click Go. The PO line should disappear from the list of PO lines assigned to you.

e Search for the PO line. Its status should now be Auto Packaging if your library uses
automatic packaging.

Canadian Journal of Fisheries and Acquatics, 2001, 1234-5678, ISSN Edit  Order Now
MMS ID: 991023560000541 Copies: Main Library - Stacks (1), Science Library - Science Stacks Vendor reference ID: -

Assigned to: - m Expected delivery: -

Type: Physical - Subscription Total price: 250.00 USD Renewal date: 30/09/2018

PO line owner: Main Library Funds: S: Sciences (100.0%) (07/01/2016 - 06/30/2017) Receiving note: -

Standard number: 1234-5678 Vendor/Account: BAKER & TAYLORA / 76543211 76543211 The bib record is brief, ltems

Order: - already exist in the repository,
. Reporting code is missing
Order Line: POL-7497 / (Auto Packaging)

If your institution does not use auto packaging, the PO should be in the list of PO Lines
to Package, with a status of Manual Packaging.

Cancel a PO line.

a  Open the list of PO lines In Review assigned to you.

b  Choose a PO line to cancel. Note its title.

¢ Select Cancel from the row actions or right-click anywhere in the record.
d  When the pop-up window opens, click Confirm.

e Search for the PO line. Its status should now be Cancelled.

2 Re-reading Harry Potter / Suman Gupta., Houndmills, Basingstoke, Hampshire ;, Palgrave Macmillan, 2003., 1403912653 (pbk.), ISBN Edit  Reopen
MMS ID: 991492290000541 Copies: - Vendor reference 1D: -
Assigned to: - Total price: 150.00 USD Expected delivery: -
Type: Physical - One Time Funds: E: Sciences (100.0%) (07/01/2016 - 06/30/2017) Receiving note: -
PO line owner: Main Library Vendor/Account: - The bib record is brief, Mandatory
Standard number: 1403912653 (pbk.) information is missing or
erroneous, ltems already exist in
Order: — the repository, Duplicate active
Order Line: POL-7465 / (Cancelled) orders, Previously canceled
ordered resource
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8

Invoices

Finding and Reviewing Invoices

Finding Invoices
You can locate an invoice in two ways:

®  Select Invoice from the drop-down list preceding the persistent search box at the top of the
page.

Order lines All *

All titles

Physical titles
Electronic titles
Digital titles
Physical items
Digital files

Order lines
Requests

Electronic portfolios
Electronic collection
Collection

Users

Vendors

Funds

Licenses
Autharities

Deposits

After entering a search term, click the magnifying glass or press Enter. Your search term can be
an Invoice number, PO Line Title, Vendor code, Vendor name, etc.

The result of your search will be the Find Invoices page (actually a list of invoices). Note that:

Ex Libris Confidential 57



® You can use the facets at the left of the page to narrow your search results.

Date, Total Price, and # of Lines (ascending or descending in all cases).

Resources  Fulfillment  Admin

*

Acquisitions Analytics

L A 3
Back to Home Page (Shift+F2)
m PO Line Title ™ Inspec

e Find Invoices (1-10f 1)

in Review (1) Inspec #

Alert

Lines not ready (1)
Some linked polines’
payment method is
different then Invoice (1)
Lines not linked (1)

Creation

Owner
from

Invoice # §

Vendor 3 % Creation Date 5 Last Updated Date 4 #of Lines §
EDiteur
Invoice

Sandbox Message

Training

1 fpc280 5 InReview Templar Books 16/10/2007 19/02/2016 2
Vendor

Templar Books (1)

Source
EDiteur Invoice Message
(1)

Owner
Training - Sandbox (1)

Total Price 3

You can sort the results by Invoice #, Vendor, Creation Form, Creation Date, Last Updated

39.50 USD

Reviewing Invoices

Check the following in the list of invoices:

Manually, and PO.

Summary Tab

Creation From: Possible values for migrated records are: EDIteur Invoice Message,

To view an individual invoice, click the invoice number link, select Edit or View from the row

actions, or right-click anywhere in the record. The Summary tab of the invoice opens.
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Verify the accuracy of the invoice data. Pay particular attention to:

®  Total amount and Total invoice lines amount: These values should match unless the status
is In Review. Note that:

®  The amount is expressed in the currency in which the invoice was or will be paid, which
may not be the local currency. The currency codes will indicate which currency was
used.

= If the invoice is in fact a credit memo, the value will be preceded by a minus (-) sign.

® Vendor account: If ERP codes are assigned at the account level, rather than the vendor level,
it is particularly important that the vendor account value be correct.
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® Payment method: Possible values are: Accounting Department, Bank transfers, Cash,
Credit card, and Deposit account. Note that payment method may not be present in the
source data, in which case a default will be assigned.

® Approval status: Possible values are Pending (if the invoice status is In Review) or
Approved (if the invoice status is Sent to ERP or Closed).

® Prepaid: Yes or No
® Payment status: Paid or Not paid

®  Voucher number, Voucher date, Voucher amount

Alerts Tab
The number of alerts associated with an invoice will be indicated in the column with an
exclamation point (!) header in the list of invoices:

. Creation , Creation , LastUpdated . #of _ Total
from 7 Date ¥ Date ¥ Lines T Price

Traini

1 asdf1234 0 JAasAS - Manually 02/04/2017 02/04/2017 4 250.00U5D
Sandb.

L Main ; I .

: PO-T414_RT 5 Jasdf Library Manually 24/08/2016  26/0272017 0.00UsD
Traini._.

z asdfasdf_RT 5 Jasdf : Manually 18/06/2015 2650272017 1 0.00 UsSD
Sandb...
Traini EDMteur

4 FPC184 2 | Baker & Taylor - Invoice 06/02/2006 22/05/2017 1 25.00U5D
Sandb.. Message

These alerts are displayed on the Alerts tab of the invoice.
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< Invoice Details

PO-7414_RT

Unique invoice
Identifier

Approved by -
Total invoice lines  2.0000000298023224 USD
amount

95054 580000541 Main Library

Status Pending

[ S
Summary Alerts Invoice Lines History Notes Attachments

1-50f5

Vendor

Total amount

1 o The Invoice Total amount entered is different than the calculated Total Net Invoiced Edit Invoice

2 (1] Additional Invoice Lines are linked to the same PO line that is linked to Inveice line #1

3 i ] Invoice contains vendor account which differs from one or more linked PO Lines, Edit invoice header
4 o Some Invaice Lines differ in price from their linked PO Line. Edit Lines

5 o Invoice using different vendor than poline POL-7475. Edit Lines

Save

asdf

0.00 USD

Cancel Save and Continue

o

¢ O

While it is worth investigating some of these alerts, it should be noted that these indications of
error may be erroneous in certain cases, for example, due to variations in the conversion of

migrated data.

Notes Tab

Notes associated with the invoice appear in this tab.

=)
o

< Invoice Details Save Cancel

FPC184

Unique invoice 13869460000547 Owner Training - Sandbox Vendor BAKER

il Status Pending

Approved by =) Total amount 25.00UsSD

Total involee lines 2500 USD

amount

b ) :

Summary Alerts Invoice Lines History Moles Attachmenls

1-10f1  Createdby ~ Q © Add Note «

Created On 5 Updated On ¥ Updated By 5
1 18122011 22/05/2017 :j“;':":ame" E Check pricing with vendar
JOrE:

Testing Basic Invoice Functionality

Note: For some invoices, it may be necessary to perform tests of invoice line functionality before
testing invoice functionality. See below for instructions on Testing Basic Invoice Line
Functionality.
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To test basic invoice functionality:

1 Review invoices.

a  On the Alma main menu, under Acquisitions > Receiving and Invoices, click Review.

Acquisitions  Resources  Ful

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
Receive

Create Invoice
Approve

Naiting for Payment

The In Review Invoices page opens, displaying the invoices with a status of In Review,
based on: your institution’s Invoice Review Rules; the absence of mandatory data; or
erroneous or conflicting data. Note that:

® You can sort the results by the values in any of the columns (ascending or
descending in all cases).

® You can limit the results by using the facets at the left side of the page or by entering
a search in the Find box. You can search by Invoice number, PO line number, PO
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number, PO line title, Vendor code, Vendor name, etc., or you can retain the
default of All to search all indexed data.

et In Review Invoices (1-4 of 4)

Total amount of
discrepancy (2)
Additional Invoice lines are Assigned to Me Unassigned Assigned to Others
linked to the same PO line
@

Invoice holds vendor
account different than

Invoice Number ~ Q (K

Creation , Creation , LastUpdated . #of , Total

2N of the linked PO R . from 7 Date ¥ Date Y Lines T Price

lines (2)

Lines not linked (1) Traini...

Lines not ready (1) 1 asdf1234 0  AAAS - Manually 02/04/2017 02/04/2017 4 250.00 USD
Sandb...

Vendor i )

AAAS (1) 2z PO-7414_RT 5 asdf E:S::ry Manually 24/08/2016 26/02/2017 1 0.00 UsSD

asdf (2)

Baker & Taylor (1) Traini...

2 asdfasdf_RT 5 asdf - Manually  18/06/2015 26/02/2017 1 0.00 USD

Source i
Sandb...

EDlteur Invoice Message

(1) Traini... EDIteur

Manually (3) 4 FPC184 2 Baker&Taylor - Invoice  06/02/2006 22/05/2017 1 25.00 USD

Sandb.. Message
Owner X9

Main Library (1)
Training - Sandbox (3)

b  Select Edit from the row actions or right-click anywhere in the record to open an invoice
for review. Write down the invoice number.

¢ Open the Alerts tab to see if there are errors that must be corrected.

Note:

®  Unless your institution’s Invoice Review Rules send many invoices to review, you will
probably need to correct some errors. Choose an invoice that has as few errors as possible to
review.

® Alerts in red are errors that must be resolved before the invoice can continue along the
workflow. Alerts in blue are informational and do not prevent continued processing of the
invoice. Navigate to the various tabs of the invoice (for example, by clicking the inline links)
to resolve any alerts.
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< Invoice Details Save Cancel Save and Continue

FPC184 o

Unique invoice 13869460000541 Owner Training - Sandbox Vendor BAKER
identifier

Status Pending
Approved by ) Total amount 27.00 USD

Total invoice lines 25,00 USD
amount

Surmimsary Alerts Invoice Lines History Notes Attachments

1-30f3 ¢ o
1 [ The Invoice Total amount entered is different than the calculated Total Met Invoiced Edit Invoice
P o Some Invoice lines are not linked to PO lines Edit Lines

3 o Some Invoice lines are not ready Edit Lines

d Correct errors. Click Save after each change. Click Save and Continue from the
Summary tab when you have corrected all errors.

e Search for the invoice using the persistent search box. Its status may be In Approval,
Ready to Be Paid, Waiting for Payment or Closed, depending on your institution’s
acquisitions workflow configuration.

2 Approve invoices.

a  On the Alma main menu, under Acquisitions > Receiving and Invoicing, click Approve.
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Acquisitions  Resources  Fulfi

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

Waiting for Payment

This opens the list of invoices waiting for approval. Note that:

= The list will open to the Assigned to Me tab, but you can switch to other tabs to
assign an invoice to yourself.

® You can sort the list by any of the column headers (ascending or descending in all
cases).

" You can limit the results by using the facets at the left side of the page or by entering
a search in the Find box. You can search by Invoice number, PO line number, PO
number, PO line title, Vendor code, Vendor name, etc. or you can retain the default
of All to search all indexed data.

Open an invoice to approve by selecting Edit from the row actions or by right-clicking
anywhere in the record. Write down the invoice number. Note that you may need to
correct errors in order to approve an invoice. Select one with as few errors as possible.
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Invoice Number 123321 Vendor 0-123

Summary Alerts Inwoice Lines. lotes Attachments
Invoice Number* 123321 Invoice Date ™| 15/05/2012 E%‘«’
Total amount ™ 90.00 EUR ¥ Total invoice lines amount 90.00 EUR
Vendor™ 0-123 L @ Vendor Account | - ~
Vendor Contact Person - v Payment method  Accounting Depariment v
Created By admin? (02/05/2012) Last Updated By admin? (13/05/2012]
Approval
Status Pending Approved By -

Additional Charges

Use Prorata []

Prepaid

[e=l=-1Q Need Additional Review

¢ Open the Alerts tab to view any alerts. Correct errors if necessary.

d Open the Invoice Lines tab, and then open at least one invoice line. Write down the
fund to which the line will be charged.

ack

m

Invoice Line Details

Invoice Number PO-1902 Line number 1 Vendor SWETS
Desctiption Monograph series Status Manual Packaging

Invoice Line Details

Type Regular Line Number
POline POL-2702 tore Information
Title Muonograph series.
PO line price 1.00 USD Price 1.00 USD
Total Price  1.00 USD
Quantity 0
Reporting Code -
Note -
Invoice amount 5.00 USD Total invoice lines amount -
Created By admint (22/04/2012) g Last Update By adminl (22/04/2012) g

Amount 0.00 USD

& Fund Name
Anthropology Monographs(19.805.14 USD 100.0% 1.00UsD Delete

100.0% 1.00UsD

e Click Cancel or the back arrow in the upper-left corner of the screen.
f  Click Approve.

g Search for the invoice using the persistent search box. Its status should now be Ready to
Be Paid, Waiting for Payment, or Closed, depending on your institution’s acquisitions
workflow configuration.
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h  Open the fund record to which lines of the invoice were charged. Open the
Transactions tab. Sort the list by Time (descending). Expenditure transactions for the
invoice lines should appear at or near the top of the list:

Transactions

You are in Social Science > Anthropology

Fund name Anthropology Monographs

06052012 06:47:03 MST Expenditure

03/06/2012 05:27:27 MST Encurnbrance
03/06/2012 05:27:41 M3T Encumbrance
03/06/2012 05:.27:53 MST Encumbrance

Fiscal period 2011-2012

Available Balance 18 80514 USD Cash Balance 19,998 .64 USD
Summary Transactions Hotes Attachments

Fitter : Al =

Add transaction

= Time Related record

19/06/2011 01:52:09 MET Allocation

25/10/2011 03:35:04 MST Transfer Fund: SUMTALLOCT

1371272011 02:48:36 MET Expenditure PO Line:POL-2702

mvaice Line: INW-207:(1
PO Line: POLEFO2
nvaice Line: PO-2802:(1
PO Line:POL-AO01
PO Line:POL-G002

PO Line:POL-E702

Code

20000.00 USD
58.94 USD
1.00 UsD

£9.40 UsD

1.00 UsD
133.00 UsD
59.40 USD

Cancel [ Save |

LEDGER1001-10-20

in: Ameount w | GoAdvanced Search

1-7 of 7 Recards
| #Reporting code [ Notes | |

View

View

- View

B View

- View

View

- View
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Invoice Lines

Finding and Reviewing Invoice Lines

Finding Invoice Lines

To view the invoice lines associated with an invoice, open the Invoice Lines tab on an
individual invoice.

< Invoice Details Save Cancel

asdf1234
Unique invoice 174285500000347 Owner Training - Sandbox Vendor ABA
identifier Status Pending
Approved by =i} Total amount 250.00UsD
Total Involce lines 250,00 USD
amaount
Surmimary Alerts Invoice Lines History Motes Attachments
1-d40f4d O addInvoice Line & £
Y Staws: Al = Type: All =

Total Price & VAT Note Status 5 Description

In-

999991  Shipm.., 10,00 USD 10.00USD -

Review
2 999992  Disco. 0.00 USD 0.00USD - I
Review
3 099093 Overh.  24000USD  240.00USD 5
Review
4 999094  Insura 0.00USD 0.00USD o
Review

Note that you can filter the list of lines by Status or Type.

Y Status: All ~ Type:

In addition, note that you can sort the list by Line #, Type, Price, Total Price, and Status
(ascending or descending in all cases).
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Reviewing Invoice Lines

< Invoice Details Save Cancel

asdf1234

Unique involce 174285500000541 Owmer Training - Sandbox Vendor AAA
identifier

Status Pending
Approved by ) Total amount 250.00 USD

Total invoice lines 250,00 USD
amount

: : b LS :
Sumimary Alerts Invoice Lines History Notes Aftachments

1-4of4 © Add Invoice Line (4 o

Y Status: All = Type: All ~

Total Price 3 VAT Note Stats 5
T 999991 Shipment 10.00 USD 10,00 USD In-Review
2 999992  Discount 0.00UsD ooousp - In-Review
3 999993  Owverhead 240.00USD  24000USD - In-Review
4 999994  Insurance 0.00USD 0.00USD - In-Review

Review the accuracy of the following information in the list of invoice lines:

® Type: Possible values include: Regular, Other, Shipment, Insurance, Discount, and
Overhead.

®  Price and Total Price: Note that:

®  Price is the net price for the item. Total price is the net price plus any added charges. In
a multi-line invoice, these values typically will differ only if added charges are pro-rated

across invoice lines.

®  The amount will be expressed in the currency in which the invoice was or will be paid,
which may not be the local currency. The currency code identifies the currency used.

= If the invoice line is for a credit, the amount will be preceded by a minus sign (-).
®  Status: Possible values are In Review or Ready.

® Description: If the line type is Regular and there is a linked PO line, this will be the title of
the item ordered. Otherwise, the field will be blank.
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< Invoice Details

P0-5713a
!Jniqt_le invoice 99228510000541 Owner Graduate Library Vendor
identifier Status Approved
Approved by -(02/02/2017) Total amount
Total invoice lines  577.00 USD
amount
Y
Summary Alerts Invoice Lines History Notes Attachments
1-50f5

Y Status: All ¥ Type: All ~

Total Price 5 VAT Note Description
E: Humanities
Accounting, management and (100.0%)

i syl WARELD SARESIE information technologies (07/01/2016 -
06/30/2017)

2 99999 Shipment 0.00 USD 0.00 USD

3 999992 Discount 0.00 USD 0.00 USD

4 999993 Overhead 0.00 USD 0.00 USD

5 999994 Insurance 0.00 USD 0.00USD

Back

ELSCI

577.00UsSD

C o

POL-5832
(Waiting for
Renewal)/

® Funds and fund percentage: Investigate cases in which the percentage is greater than 100%.
Find and review some cases in which a PO line was split between/among multiple funds.

® PO Line # and Status: Verify that the link and status are correct.

To view the details for an individual invoice line, click View or Edit in the row actions or right-

click anywhere in the row.

< Invoice Line Details

prepay303

Line number 89 Vendor BKSN

Invoice Line Details

Type Regular - Line number 89

PO line 303 X = More Information

Title  Flannery O'Connor review.

PO line price  230.00 USD
Check subscription
date overlap

Poline subscription
dates range

Subscription dates

range (| Additional information

Invoice Lines of Current PO Line

Cancel Save
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Invoice Line Charges

v
) Release remaining
Price | 49.50 ik encumbrance
Total price  49.50 USD
Quantity 1 VAT note
Reporting code -
Note
A
Invoice amount  53.25 USD Totatinvgice lines
E amount
Funding v
© Add Fund ~ Redistribute Lines o
= Fund Name & Percent Amount
11 M: Humanities (2007/2008 (July)-27) (38,469.53 USD) 100.0% 49.50 usp
2 Total 5 100.0% 49.50 USD

PO Line Related Information

PO line information  view

Number of items

ordered 1

Number of items

received  °

Number of existing

invoices for the PO line |

Number of claims 0

Review the following data for accuracy:
® Reporting code
® PO line price: This should be the Net price from the PO line.

® Note: The first note, if any, is indicated the Note column in the list of invoice lines:

Linela Types Tatnl Price & - VAT Mote Santum & Diescriplion

Regualar 0.5 sl &0.50 D Heady Flannery CNCORRGE feview

Testing Basic Invoice Line Functionality

Note: If there are no invoices waiting for review, you may need to create some simple invoices in
order to test functionality. It is easiest to do this if you create lines for shipping and so forth, rather
than lines linked to POs.

On the Alma main menu, under Acquisitions > Receiving and Invoicing, click Review.
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Acquisitions  Resources  Ful

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
Receive

Create Invoice
Approve

Waiting for Payment

A list of invoices that need review, based on your institution’s Invoice Review Rules, the
absence of mandatory data, or erroneous or conflicting data, opens. The list opens to the
Assigned to Me tab, but you can move to either of the other two tabs to assign invoices to
yourself if necessary.

1 Add an invoice line.
a Open an invoice, and then open the Invoice Lines tab.
b Click Add Invoice Line.
¢ Fill in the fields in the pop-up window.
= Type: Select shipment.

=  Price: Enter a price.
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® Fund: Click Add Fund. Type a value until possible alternatives appear below the
box, and then select one of the funds, or select the list icon. Placing the cursor in the
search field causes a list of recent selections to appear. Click Add Fund to create a

fund line.

© Add Fund

Fund *

[ Q |Look-up or select

| (989,992.00 USD)

| E:Humanities (07/01/2016 - 06/30/2017)

Amount

5.00

uspD

Add Fund

d Click Add and Close. You will be returned to the list of invoices lines, with the new line

added.

Toted Price 2 WAT Note

P Ling #

e C(Click Save.

2 Edit an invoice line.

a  Click the Lines Not Ready facet under Alerts to narrow the set of records for review.
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Vendor v
Baker & Taylor (1) <
Book Sense (1)

Source v
EDlteur Invoice Message
)

Owner e
Training - Sandbox (2)

Assigned to Me

In Review Invoices (1-2of 2)

Unassigned Assigned to Others
Invoice Number

Y

Alert : Lines not ready &

Cancel

Q

Creation Creation
. A . A A A ice A
Invoice # § Vendor 5 Owner o ¥ Date + LastUpdated Date § Total Price §
Training EDlteur
1 prepay303 5  Book Sense - Invoice 18/10/2007 22/05/2017 2 53,25 USD
Sandbox Message
Training EDlteur
2 FPC184 3 Baker & Taylor Invoice 06/02/2006 22/05/2017 1 27.00 USD
Sandbox Message

Click the invoice number, select Edit from the row actions, or right-click anywhere in
the row to open an invoice record. Then open the Invoice Lines tab. Note that the status
of one or more lines will be In Review.

< Invoice Details Save

Cancel Save and Continue

prepay303 6

Unique invoice 13869850000541

identifier

Owner
Status

Training - Sandbox
Pending

Vendor BKSN

Approved by

Total invoice lines
amount

-0
53.25USD

Total amount 53.25U8D

[N |
Summary Alerts Invoice Lines History Notes Attachments

1-20f2 © Add InvoiceLine (5 ¥

Y Status: All v Type:All

Line#a Types VAT Note

Total Price 5

Status § Description

PO Line #

E: Humanities
(100.0%)
(07/01/2016 -
06/30/2017)

Reconcile the
differ...

1 89 Regular 49.50 USD 49.50USD - Ready Flannery O'Connor review. 303 (Sent)/

2 prepay3.. Regular 3.75USD 3.75USD In-Review

¢ (Click the line number, select Edit from the action row, or right-click anywhere in the
row, to open an invoice line record.
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<

Invoice Line Details cancel m

prepay303 °

Line number  prepay3030 Vendor BKSN

Invoice Line Details

Type Regular - Line number  prepay3030

PO line
Invoice Lines of Current PO Line

Invoice Line Charges
Price 3.75 usb
Total price 3.75USD
Quantity 1 VAT note
Reporting code -

Note

Invoice amount ~ 53.25 USD Total '”Vc‘;;‘gﬁi

Funding

@ Add Fund ~

The most frequent problem with invoice lines that are In Review is that they are missing
fund information, as in the above example.

d Enter a price, if necessary, and a fund. Then click Save in the top right corner of the
page. You may receive a pop-up message asking if you want to save. Click Confirm.
You are returned to the list of invoices lines. Open the same line again. Note that the
Total price and the Price in the fund line have been updated to match the price you
entered. If there are no other issues with the invoice line, the status of the line you just
edited is now Ready.
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< Invoice Details Save Cancel
prepay303

Unique invoice 13869850000541 Owner Training - Sandbox Vendor BKSN

Identifier Status Pending

Approved by -0 Total amount 53,25 USD

Total invoice lines  53.25 USD

amount

[ [ L% (N
Summary Alerts Invoice Lines History Notes Attachments
1-20f2 © Add InvoiceLine (% fod
Y Status:All ~ Type:All ~
Line#a Types Price 3 Total Price 4 VAT Note Status 3 Description Funds Note PO Line #
E: Humanities
| " (100.0%) Reconcile the
1 .89 Regular 49.50 USD 49.50 USD Ready Flannery O'Connor review. (07/01/2016 - differ. 303 (Sent)/
06/30/2017)
Misc/Other
. (100.0%)
2 prepay3.. Regular 3.75USD 3.75USD Ready (07/01/2016-

06/30/2017)

3 Delete an invoice line.

a Open an invoice in the review list that has more than one line, and then open the
Invoice Lines tab.

b To delete a line, select Delete from the actions row or right-click anywhere in the row.

¢ In the Confirmation Message pop-up window, click Confirm.

Confirmation Message

Are you sure you want to perform this action?

4

The invoice line is removed from the list of lines.

d Click Save.
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10

Usage Data

If you use COUNTER reports to track usage of your electronic resources, and migration of
usage statistics is included in your contract, perform the following checks to verify that your
usage data was migrated successfully.

To verify that your usage data was migrated successfully:

1 From the Alma menu bar, navigate to Analytics > Analytics > Design Analytics. (You
require the Designs Analytics role).

Analytics

Design Analytics

Subscribe to Analytics

2 A new browser tab opens to the Analytics page. In Analytics, click Catalog in the menu bar.

Home Catslig | Favortes » | Dashboards » | B Mew » | BB open » | &

Thiss page has na content
To add condent, click Edit f‘:l e o in the Toolbar

3 In the Folders panel on the left side of the screen, navigate to Shared Folders > Alma >
Usage via COUNTER reports > Reports.
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Home | Catalog | Favortes » | Dashixards » | B New » | B8 Opon » | Sgoed In As exd_impl =

B-Mm E ) » - - T | Locaton ehaeed sage via COUNTER reports/Beports w Show Hidden ltems ()
Folders B2 %) Sort Mame AZ %! [ Show More Detads
L My Folders. - O1. Usage Data - Books - top 5 used platforms o access eBooks in the previous calendar year | -
4 Lt Eloddied 2006 11:53-37 AM | Owmer

--I:] Drsplays the top 5 ebook platforms acconding bo number of searches using the measures “Success Sechion Requests™ +
= "Sucress Telke Requests”, Purpose: Find out which plstforms are most ised and therefore should have subsornption conti

02, Usage Data - Books - top 5 used publishers to scess eBooks In the previous calendar year |

Last Hodified B/ 142006 11:533:37 AM | Owreer
Dy s theer tonp 5 bl puabsleshers oo direg 1 rrarmiteey of serdiched g the measunes. “Sucoess Secton Requedti™ +
“Sucess Tite Requests”, Purpose: Fnd oul which publshers are most wsed and iherefone should Rave sulscnpon cond
e,

) Cost per
L3 Couwse Reserves

Oipory | B | Mare
Wsaiper Data - Books - lewst ised platfornts (o aocess cBocks in e previess calendar year |

t Modified 814/2006 11:53:37 AM | Orwrer

Dvrpys thee ebook platforms whch had only 10 or bess seaerhes usind the measunes “SucEss Secnon Requests” + “5u
coess Titke Requests”. Purpose: Find oot whech platforms are keast used and thernefione consider to hawe subscription can

Rl
L Licevries crleet :
) Physacal Toeen Lisage for W
04, Usage Data - Books - least used publishers to aooess eBooks in the previows calendar year |
Last Modfied 8/14/2016 11:53:37 AM | Owrer
Despliys the ebook publishers which had onby 10 or kess searches wng the measures. Cucess Section Requests™ + ™5
imoeis Tithe Reueests”, Purpose: Find ol which publsfers so ledst wsed and therefone consader to hane subscrption ¢
iy | M v
05, Usape Data - Joanrnals - top 10 used platforms for article usasge in the previous calendar year |
LSt Mo 2006 11:53:37 AM | Owraer
Drsplarys the top 1 powral placforns. sccondng to menber of seaeches using the messue “loural Usace Courter”. Pur
) Widkgets pose: Fird cut whach platforms are most used and therefore should have subsorption Continued
] Boston College Opens 1 EdK | Here =
Il Comsmunity * 06, Usape Data - Journals - top 5 wsed publishers for article isage n the previoss calendar year |
] . Last Moddied 8/14/2016 11:53:38 &M | Cwrer -
Pt |
Tasks Preview

4  Select one or more reports that reflect the usage data you are expecting was migrated and
click Open for each such report.

seorch ) O £ /chaced o < 500 O

06. Usage Data - Journals - top 5 used publishers for Home | Catabg | Favorites » | Dashboards = | B New = | B8 Open = | Signed In As ex)

06. Usage Data - Journals - top 5 used publishers for article usage in the previous calendar year

Usage Measures Total
240
200
160K
1208
BOK
40K
K
Flaewier Amenican Chemical Society Springer
John Wikey and Sons Narure Publishing Group
Publisher

Publesher Usage Measues Total

Flasvier 196,358

John Wiley and Sans 109,324

American Chemical Society 68,331

Nature Publisting Group 45,260

Sprmger 41,113

Edit -Refresh -Print - Export - Add to Briefing Book - Copy

5 Inspect the chart and verify that it reflects your migrated data.
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