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Creatinga POis the same as orderifpgirchasinga book A PO isalwayscreated when
ordering or purchasing materidlooks or any othenateriad for thelibrary.

Our libraryacquiresbooks intwo ways One wayis, we receive most of the books from
Yankee Book PublisherY@P). Our staff uses GOBI a search and order inteda of the

YBPJ to place ordersA different processs involvedin purchasing and processing bodisn

YBP. The other ways, we orderand receivdbooksfrom othervendorswhen we cannot retrieve
information on a bookvia GOBI, e.g., oubf-print books or books in other languages
Compared to YBPthe number of books wacquirefrom other vendors is small

How it®s done

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

interface.
@ v c A &l | G ihttp:,fj'www.gobi3.com,fhxj'Gobi.ashx?location=welcome
[ﬂ Most Visited n Computing Center
| LJ YBP Library Services -- provider of boo... | G GOBI 3: Welcome I
Quick Search: > Standard Search
o [ Go I > Advanced Search
OBH > Slip Search
Search | Notifications | Folders Options | Library | Quick Links
> Welcome, Yuksel Welcome to GOBI
Workshops GOBI Tips
,% Order Cart March Schedule e |fyouwantto be able to add titles to a library folder, you must first
% Select Cart Please check hack later in the month to see the Library Folders in the Folders menu and change the Show setting
workshop schedule. clicking in the Show column.
To sign up for an online session, please click here. * Moretips.

@ YBP Lihrary Services

2
_ News m/ Tutorials I( Updates Wr GobivWorks || Annuuncemems\

We have provided some helpful and informative GOBI tutorials and recorded workshops.

Tutorial Links

* Blocking Titles

* Electronic Selection
* Monographic Orders
e RUSH Orders

e Save to Disk

o ‘Waorking with a List

Recorded Workshops
e GOBI 3 Overview
* Notifications

For searching and placing book ordevigh other vendors, such a&libris, Amazon, or

Harrassowitz, you need to do the following:


http://www.alibris.com/
http://www.amazon.com/
http://www.harrassowitz.de/

1) You need to search the titleanr databasand determine whether or ndf) we already
own the bookand (2) the title you are searching is a part Gtanding @der' (SO)
Also, search the title on thé/ebsitesof the vendors.This helps to save time and effort if
you find the title orthe Website of the vendoiYou will receive the book morguickly.

If the vendor does ndtavethe book and you are still sending a PO te Wlendor, the

vendor will then look around to finthe book that you have requestebhiscould take a

long time So,always be suré check for the title on the Website of the vendor teefo
sending a PO to the vendor. | f you have
Website, you can still request it from the vendor by addilige item to the PO. If you
havedecided from whilh vendor you are going to get a botiten

2) Click ontheOrderbuttonin the leftcolumnin the Acquisitions module anthenclick the
New Purchase Ordé&ron.

I. EnterVENDOR Code(Retrievethe name of the venddry entering the name

of the vendor, e.gAMATEURS and click theellipsis If the name is correct

andit is in the databse, the vendor info window will appear if you click on
the ellipsis twice.

Il. Check information, such d&dailing addressand if necessarglsocheck other

areagertaining to the vendor.

lll. Saveand Closethe vendor informatioscreenand go back to thBlew Order

window.

! 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

L Purchase Order: 11099 - [Pending]
ile Order Lineltem Tools Help

i save [y Save and Close | [B Approve & Base Currency l -[& '| X‘ B B 3)[&‘ &

....................

— Order —Vendor

Status Date:
Number: 11099 Code: [AMATEURS  [..d &) 47172008
0 Line Items on Order
Type: |Firm Order ~| Account: | ~|
Site: |ACQUISITIONS Hll s

: . I— Curency——————
— Locations Line Item Subtotal: $0.00 Code: I-_'USD
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. l er Charges ey |1_
Bill Tox |ACQUISITIDNS ;_I Total DrderAmount;I $0.00

3) Click on Saveto retain the informatian It will then display some bittors at the bottom

panelof thePO to continue thprocess.These buttons are:

Add Line Add Line Add Line
(Bib Search) (Bib Import) (Template)
Add Line (Bib Searchis used to import bibliographic record for the title ¥20.50




Purchase Order: 11103 - [Pending
Vo'fager Connection Options

Available Locations:

2 Order
& Save

leader

M

Database Name | Type Connecllon

— Order OCL =
[]' Trinity College Bibliographic Voyagel

fddCat | Bibliographic

Bi Information about OCLC YWorldCat:

LLL

Selected Locations:
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Database Name

Addss OCLC WorldCat

<< Delete

Clear

0CLC OLUCAWorldcat Staff Searching

Connect Cancel
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ﬁpurchase Order: 11103 - [Pending
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Keyword Index Selection I Builder | History
— Search by
(+ Find 09
) Brawse Journal Title ZI
' Keyword f
He;éing Types Filter Locations Filter
< Mot applicable > < Mot applicable =
Search for: Langues, langages, inventions
Do Search LCancel | Clear | Limit... | Remote. l

/

Change frondournal Titleto simplyTitle in Search byield and then clickDo Search




ave | Search Headings  Titles l Sayeto DB| Mewy Hidgs Get Hidgs Newy ftems Get rtems| Hierarchy| Help

_[Iapurchase Order: 11103 - [Pending]

File Order Lineltem Tools Help

= — = = im0 e ae ]
H_t Titles Index

H  Font |aial Unicode MS =l

Author | Date

Langues, langages, inventions / [ont collaboré & ce numéro: Tahar Bekri ..).

0K | Comcel | Seach SelectAl | Clearsil | MAHC...I

|2 Records Found Search: Ttle <=Langues, langages, inventions

Search andeview capabilities for the bibliographic record with this option are limited,;
therefore, it is more useful and beneficial to utilibe 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, ope®CLC

Connection(icon is on the Desktgpand find andexportthe bib record thayou think
describing the boothe best(e.g., DLC record)




sl  File Cataloging Authorities Edit Action Batch View Tools wwindow Help
S-S TTEES ARTR S S 8 R B & e 5
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0s0 *b

049 TYCC

245 0 0 Langues, langages, inventions f #c [ont collaboré & ce numéro: Tahar Bekri . ].
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700 1 Bekri, Tahar.

After having exported it, click oAdd Line (Bib import)button to retrieve the bib record.

An Openwindow will appear click onexport.datfile to highlight the file or click on it

twice to bring into PO as an added lind Select Bib Records for Impowindow will

come up. Click ohmportto import it into the PO.

% i=1-] Select Bib Records for Imporkt I
Footer S 21
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My Recent
Documents
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- :
My Network Files of type: IAII Files(™.") 3 Cancel |

Places I~ Open as read-only




CheckDelete from file after import o del et e the record

record is imported into the databaslesethedialog box
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” I save %‘ =1 Select Bib Records for Import )

Header I Footer Import From File: |C:’\Program Files\OCLCA\Connexion'export.dat

— Order Import/Replace Profile: IU CLCReplace
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Order
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5) As soon as you clogee window you can see an added line itemadingPendirg 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 Ordetindow will appear Certain fields in this
dialog boxmust be filled out.
I)  Enter theList Price

II) Choose thentended Locatiorby clicking on the downward arrow, e.g.,
Main Collection, etc.

[l) ChooseNumber of Copiesntended tdbe bought; it is mostly one (1) copy
of the book

V) Enter the current year into thedgerfield, e.g.,Materials Budge08-09




V) Key in any information related to the book in thetesarea. This is mostly
about ANolt df i& do ( HN) e.d.,&IN foraYukpet o f e s s |
Serindag). In some cases, the baoitended fora courseandto be placed
on Reserve For exampleRES.for Soc 234meansthe book is to be put on
Reserve fothe Sociology 234 class.
VI) Click onSave All the information entered into the fields wappearon the
added line inthe PO.

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

the PO, click orthe SaveandApprovebuttons in the upper sectioh the window.




