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 Before using the Acquisitions Module you will want to make sure 
that you have completed all of the set up

 First, set your Acquisitions System Preferences and Acquisitions 
Administration to match your library’s workflow

 On the main acquisitions page you will see your library’s funds 
listed

 To see all active funds you can click the checkbox next to ’Show all’ below 
the funds table

 To see a history of all orders in a fund you can click on the linked amount 
and it will run a search for you
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 On the main acquisitions page there will be a 
table on the right showing you all of your 
active funds and a breakdown of what has 
been ordered or spent against them



 Clicking on the linked amounts under spent or 
ordered will show you a summary of the titles 
ordered on that budget
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 Before any orders can be places you must first 
enter at least one vendor

 To add a vendor click the ’New Vendor’ button 
on the Acquisitions page



 The vendor add form is broken into three pieces:
 The first section is for basic information about the Vendor

 The second section is for information regarding your contact at 
the Vendor’s office 



 The final section is for billing information



 To view a vendor’s information page you must search for the 
vendor from the Acquisitions home page. Your search can be for 
any part of the Vendor’s name:



 From the results, click on the name of the vendor you want to view 
or edit



 Here we can define contracts (with a start and end 
date) and attach them to a vendor

Add a Contract
 At the top of a Vendor Information Page, you will see a ’New 

Contract’ button

 The contract form will ask for some very basic information about 
the contract



 Once the contract is saved it will appear below the 
vendor information



 Setup
 Budget/Fund Tracking

 Managing Suggestions

 Vendors

 Placing Orders
 Receiving Orders

 Claims & Late Orders

 Invoices

 Acquisitions Searches



 Depending on your settings in the suggestion system 
preference, patrons may be able to make purchase 
suggestions via the OPAC

 When a suggestion is waiting for library review, it will 
appear on the Acquisitions home page under the vendor 
search

 It will also appear on the main staff dashboard under the 
module labels:



 Clicking ’Manage suggestions’ will take you to the 
suggestion management tool

 If there are no pending suggestions you can access the 
suggestion management tool by clicking the ’Manage 
suggestions’ link on the menu on the left of the 
Acquisitions page



 For libraries with lots of suggestions, 
there are filters on the left hand side 
of the Manage Suggestions page to 
assist in limiting the number of titles 
displayed on the screen

  Clicking on the blue 
headings will expand 
the filtering options 
and clicking ’[clear]’ 
will clear all filters and 
show all suggestions



 Another option for libraries with long lists of 
suggestions is to approve or reject suggestions one by 
one by clicking on the title of the suggestion to open a 
summary of the suggestion, including information if the 
item was purchased
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 To place an order you must first search for the vendor 
or bookseller you want to send the order to

 To create a basket you must first search for the vendor 
you’re ordering from:



 Next to the vendor name you will see a ’New Basket’ button

 If you have added contracts to the vendor you’re ordering 
from, you will also have an option to choose which contract 
you’re ordering these items under



 After Click ’Save’:

 Once your basket is created you are presented with 
several options for adding items to the order



 If you are ordering another copy of an existing item, 
you can simply search for the record in your system



 From the results, simply click ’Order’ to be brought to the order form

 If you allow patrons to make purchase suggestions (learn 
more in the Managing Suggestions section of this manual), 
then you can place orders from those suggestions



 If you allow patrons to make purchase suggestions (learn more 
in the Managing Suggestions section of this manual), then you 
can place orders from those suggestions



 From the results, click ’Order’ next to the item you want to order 
and you will be presented with the order form including a link to 
the suggestion

 When the item appears in your basket it will include a link to the 
suggestion



 To order from a record that can’t be found anywhere else, 
choose the ’From a new (empty) record’



 If you want to search other libraries for an item to purchase, 
you can use the ’From an external source’ option that will allow 
you to order from a MARC record found via a Z39.50 search

 From the results, click the Order link next to the item you want to 
purchase



 A basket group is simply a group of baskets

 In some libraries, you have several staff members that create 
baskets, and, at the end of a period of time, someone then groups 
them together to send to the vendor in bulk



 When you are finished adding items to your basket, click ’Close 
this Basket’

 You will be asked if you want to create a purchase order at this 
time



 Your completed order will be listed on the Basket Grouping page 
for printing or further modification

 Clicking ’Print’ below your order will generate a PDF for printing, 
which will have all of your library information followed by the items 
in your order
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 Orders can be received from the vendor information page

 or the vendor search results page



 After clicking ’Receive shipment’ you will be asked to enter a 
vendor invoice number, a shipment received date, a shipping cost 
and a budget to subtract that shipping amount from

 The receive page will list all items still on order with the vendor 
regardless of the basket the item is from



 The receive page will list all items still on order with the vendor 
regardless of the basket the item is from



 To receive a specific item, click the ’Receive’ link to the right of the 
item



 Once you have made any changes necessary (to the order and/or 
items, click ’Save’ to mark the item(s) as received

 You will also see that the item is received and/or cancelled if you 
view the basket
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 When orders are received invoices are 
generated. Invoices can be searched by 
clicking on ’Invoices’ in the left of the 
Acquisitions page



 After searching, your results will appear to the right of the search 
options

 From the results you can click the ’Details’ link to see the full 
invoice or ’Close’ to note that the invoice is closed/paid for
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 Upon clicking on the link to ’Late Orders’ from the 
Acquisitions page you will be presented with a series of filter 
options on the left hand side

 These filters will be applied only closed baskets

 Once you filter your orders to show you the things you consider 
to be late you will be presented with a list of these items



 If you would rather use a different acquisition claim letter (other 
than the default) you can create that in the notices module and 
choose it from the menu above the list of late items
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 At the top of the various Acquisition pages there is a quick search box where 
you can perform either a Vendor Search or an Order Search

 In the Vendor Search you can enter any part of the vendor name to get results



 Using the Orders Search you can search for items that have been ordered with 
or without the vendor

 You can enter info in one or both fields and you can enter any part of the title 
and/or vendor name



 Clicking the plus sign to the right of the Vendor search box will expand the search and allow 
you to search for additional fields

 Clicking Advanced Search to the right of the search button will give you all of the order 
search options available



Thanks
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