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Receiving YPB Shipment and Processing 

Procedures Manual  

rev. 8/12/09 

We receive large shipments of YBP books once or twice a week.  When a shipment has come 

in:  

1) Unpack, sort, and verify that the shipment is complete.  

2) Flag any rush books as identified on the invoice.  

3) Add any special bookplates to the volumes. Some books need to have some extra gift 

plates (e.g., Fine Arts or Enders-Main), which need to be placed in the middle of the page 

where there is a Trinity plate already on the upper left corner of the page of the book 

cover.    

4) Some books have Hold & Notify (HN) or RES (for Reserve for a certain class) markings 

in the invoices.  These need to be handled before the invoices are approved in the 

Acquisitions module.   

5) Attention needs to be paid also to YBP flags inserted into books.  This means, there 

might be something wrong with the call number, size of the book, or a CD-ROM attached 

to the inside cover of the book.   

6) Books without spine labels and multi-volume books should be forwarded to Cataloging. 

You may also find it useful to sort Quarto and Reference books at this point (see óSpecial 

Situationsô below).  

Now have your invoice ready to approve.  Go to the Acquisitions module and, 

1) Click on EDI button on the left column of the Acquisitions window 

2) Click on the Process EDI Messages in the same column 

3) The Process EDI Messages window will appear.  Click on the Receive a file button on 

the upper right corner 

4) There is a list of files in the EDI incoming file; some of the files have been processed, 

indicating Received notification in File Status column in the middle.  These are electronic 

files sent by the vendors such as by the YPB and other companies 

5) Scroll down to see whether or not there are any files saying New.  If there are new files, 

then check the dates of the new files against the dates on the paper invoices.  If the dates 



2 
 

 

of the electronic files and paper invoices are close to each other, these files are the ones 

you are looking for 

 
 

6) Click on the file line and then on the Load button 
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7) After having loaded the file, there will be a few file lines indicating how many invoices 

that particular shipment has.  Check the invoice numbers against the electronic invoice 

numbers.  The Message Number is the invoice number on the paper version of the 

invoice.  Also check the number of the books we received (all the way at the end of the 

paper invoice) against the Line Item numbers before loading the file.    

8) Click on one of the invoice lines and click the Load button.  
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9) Load Report message will appear.  Click on Yes.  
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10) A small window will appear with the message whether or not there is any error related to 

the electronic invoice.   

11) Click on the Show Record to see the errors.  Sometimes titles are not attached to the PO 

or the price is not listed.  So the errors must be fixed before proceeding or approving.   

 

12) Then click on the Show Record to update/fix  the invoice.   
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13) The invoice is loaded.  The errors can clearly be seen in the electronic invoice.  For 

example, the line items that do not have ñPendingò in the Status column indicate there is 

a missing link. So check for: 

a) Missing links  

b) Missing prices 

c) Total price on the electronic and paper invoice 

d) Dates on both invoices 

14) To fix the missing link, proceed to the Cataloging module and retrieve the title of the 

book that is not attached to a PO.  

15) Once the bibliographic record of the title is retrieved, press Ctrl + M to get information 

about the book in the Acquisitions module provided that the PO is attached to the title.  If 

the book is not attached to a PO, it cannot be retrieved this way.  The reason for this can 

be, for example, the files were not picked up by the server.  Ask the System person to 
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reload the files sent by the YBP.  If this does not solve the problem, a new PO should be 

created to attach the title to the PO so that the invoice can be approved.  

16) After having retrieved the connecting information (Line Item window) in Acquisition by 

pressing Ctrl + M, click on the Order button that will show the  Order number.   

17) Click on the (é) ellipsis in the Order Number field.  This will retrieve the PO 

 

 
 

18) If the line says Pending, then click the Approve button in the upper level of the window.  

If it is not approved, the system will not allow you to link the title in the invoice to the 

PO.   

19) Write down the PO number  

20) Go back to the invoice and click on the title line without Pending note and click on the 

Re-link button in the left lower corner of the window. 

 














