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Creating Purchase Orders (POs) or ordering/purchasing Monographs/Firm Orders  

Procedures Manual  

rev. 8/12/09 

Creating a PO is the same as ordering/purchasing a book.  A PO is always created when 

ordering or purchasing materialsðbooks or any other materialðfor the library.   

Our library acquires books in two ways.   One way is, we receive most of the books from 

Yankee Book Publisher (YBP).  Our staff uses GOBIð a search and order interface of the 

YBPðto place orders.  A different process is involved in purchasing and processing books from 

YBP.  The other way is, we order and receive books from other vendors when we cannot retrieve 

information on a book via GOBI, e.g., out-of-print books or books in other languages.  

Compared to YBP, the number of books we acquire from other vendors is small.   

How itôs done? 

For searching and placing book orders on GOBI, please visit the Tutorial site on the GOBI 

interface. 

 

For searching and placing book orders with other vendors, such as Alibris, Amazon, or 

Harrassowitz, you need to do the following: 

http://www.alibris.com/
http://www.amazon.com/
http://www.harrassowitz.de/
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1)  You need to search the title in our database and determine whether or not (1) we already 

own the book and (2) the title you are searching is a part of a Standing Order
1
 (SO).  

Also, search the title on the Websites of the vendors.  This helps to save time and effort if 

you find the title on the Website of the vendor.  You will receive the book more quickly.  

If the vendor does not have the book and you are still sending a PO to the vendor, the 

vendor will then look around to find the book that you have requested.  This could take a 

long time.  So, always be sure to check for the title on the Website of the vendor before 

sending a PO to the vendor.  If you have not found the title/book on the vendorôs 

Website, you can still request it from the vendor by adding a line item to the PO.   If you 

have decided from which vendor you are going to get a book, then  

2) Click on the Order button in the left column in the Acquisitions module and then click the 

New Purchase Order icon.  

I. Enter VENDOR Code (Retrieve the name of the vendor by entering the name 

of the vendor, e.g., AMATEURS and click the ellipsis.  If the name is correct 

and it is in the database, the vendor info window will appear if you click on 

the ellipsis twice.)  

II.  Check information, such as Mailing address, and if necessary also check other 

areas pertaining to the vendor. 

III.  Save and Close the vendor information screen and go back to the New Order 

window.  

 

                                                           
1
 A Standing Order is similar to a serial.  If a title is a standing order, we will receive everything published as a part 

of this title without asking the vendor or publisher to send us the publications.  

http://www.auxam.fr/indexgb.html
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3) Click on Save to retain the information.  It will then display some buttons at the bottom 

panel of the PO to continue the process.  These buttons are: 

 

Add Line  Add Line Add Line 

(Bib Search)  (Bib Import) (Template) 

Add Line (Bib Search) is used to import bibliographic record for the title via Z39.50.   
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Change from Journal Title to simply Title in Search by field and then click Do Search. 
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Search and review capabilities for the bibliographic record with this option are limited; 

therefore, it is more useful and beneficial to utilize the Add Line (Bib Import) option when 

importing a bib record and attaching it to the PO.   

4) Using the Add Line (Bib Import) option:  Before utilizing this method, open OCLC 

Connection (icon is on the Desktop) and find and export the bib record that you think 

describing the book the best (e.g., DLC record).   
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After having exported it, click on Add Line (Bib import) button to retrieve the bib record.  

An Open window will appear, click on export.dat file to highlight the file or click on it 

twice to bring into PO as an added line.  A Select Bib Records for Import window will 

come up.  Click on Import to import it into the PO. 
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Check Delete from file after import to delete the record from ñstorage.ò  After the bib 

record is imported into the database, close the dialog box.  

 

 
 

5) As soon as you close the window, you can see an added line item reading Pending in the 

PO pane.   This means the bib record is imported and the line item is attached to the bib 

record.   

6) The Quick Line Item For Purchase Order window will appear.  Certain fields in this 

dialog box must be filled out.  

I) Enter the List Price  

II)  Choose the Intended Location by clicking on the downward arrow, e.g., 

Main Collection, etc. 

III)  Choose Number of Copies intended to be bought; it is mostly one (1) copy 

of the book 

IV)  Enter the current year into the Ledger field, e.g., Materials Budget 08-09  



8 
 

V) Key in any information related to the book in the Notes area.  This is mostly 

about ñHold & Notifiedò (HN) for a professor (e.g., HN for Yuksel 

Serindag).  In some cases, the book is intended for a course and to be placed 

on Reserve.  For example, RES. for Soc 234 means the book is to be put on 

Reserve for the Sociology 234 class.  

VI)  Click on Save.  All the information entered into the fields will appear on the 

added line in the PO.   

 

After all the bib records are imported into the database and added line items are attached to 

the PO, click on the Save and Approve buttons in the upper section of the window.   


