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We receive large shipmexif YBP books once or twice a weelWhen a shipment has come

1)
2)
3)

4)

5)

6)

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

Flag any rush books as identified on the invoice.

Add any special bookplates to the volum8&sme books need to have some extra gift
plates (e.g., Fine Arts or Endévkain), which need to be placed in the middle of the page
where there is a Trinity pla already on the upper left corner of {mege of the book
cover.

Some books havidold & 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 malule.

Attention needs to be paid also to YBP flags inserted into books. This jntleare

might be something wrong withe call number, size of the book, aCD-ROM attached

to theinside cover of the book.

Books without spine labels and muwblume books should be forwarded@ataloging.

You may alsdind it useful to sort Quarto arfde f er ence book Speaidl t hi s

Situation® bel ow) .

Now haveyour invoice ready to appve. Go to the Acquisitions modukmnd,

1)
2)
3)

4)

5)

Click onEDI button on the left column of the Acquisitions window
Click on theProcess EDI Messagasthe same column

The Process EDI Messag&andow will appear Cick on the Receive a filébutton on

the upper right corner

There is a list of files in the EDI incoming file; some of the files have been processed,
indicatingReceivedotification inFile Statuscolumn in the middle. These are electronic
files sent by the vendors such as by Y8 andothercompanies

Scroll down to see whether or not there are any files s&Navg If there are new files,

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



of the electronic fileand paper invoicearecloseto each other, treefiles are the ones

you are looking for

teltems || Process EDI Messages
Orders
Invoices Incoming ]
Lo A Search By | Condi!iot| Search For | 0perator| FEind I Clear l | Receive a file I
Vendors =
Check-In —
Order Maintenance | [~ | Often used search criterion list:
= = |
3. Locatic | File Name | File Status | File Size | File Update [ |||
Process EDI Messaged ukD814.edi Received 408  2008-08-1508:00:04
uk0822. edi Received 955 2008-08-23 08:00:05
uk0302. edi Received 442 2008-09-03 08:00:07
uk0912 edi Received 1163 2008-09-13 08:00:04
uk1003.edi Received 462 2008-10-04 08:00:05
uk1031.edi Received 2008-11-01 08:00:04
uk1107.edi Received 2008-11-08 08:00:05
uk1107. edi 2008-11-08 08:00:05
: 3 4
Unselect I Select &l I Load I Delete |

.

6) Click on the file line and then on th®adbutton



=T
File View Tools Help
”ﬁ*.* D'&"% g :)E|@ Clear Workspace |
tinetems || Process EDI Messages
Orders
Invoices Incoming l
Ledgi;s a;d Eae Search By Conditim] Search For |Elperalor| | Find l Clear Receive a file |
alhni > (EDI fie name  iv]equal  33100330.edi
Checkdn | [
Order Maintenance | [~ Often used search criterion list:
EDI = | [~
il Location | Vendor Name | Profile | Message Number | Message Type | Message Status |LoadDate | Line lten
Process EDI Messages | Any location  Yankee Book Peddlar  yes £66252 Invoice hew 93
Any location  Yankee Book Peddlar yes 666253 Invoice hew 35
Anylocation  Yankee Book Peddlar yes E66206 Invoice hew 1

Any location  Yankee Book Peddlar  yes £66251

Invoice new 1

4

Unselect | Select & Load I Delete

7) After having loaded the filghere will be a few file lines indicating how many invoices
that particular shipment has. Check the invoice humbers againsletiteonicinvoice

numbers. TheMessage Numbeis the invoice number on the paper version the

invoice. Also check the numdr of the booksve receivedall the way at the end of the
paperinvoice) against the.ine Iltemnumbers before loading the file.

8) Click ononeof the invoice lines and clicthe Loadbutton.



Invoices Incoming |
Ledg:;s:gd i Search By | Conditior| Search For | Operator| | Find I Clear Receive afile I
HEE > | EDI fle name equal 33100330 edi
Check-n I~
Order Maintenance | || Often used search criterion list:
EDI — | |
i Location | Wendor Name | Profile | Message Number | Message Type | Message Status  Load Date | Line Iten
Process EDI Messa Anylocation  Yankee Book Peddlar  yes 666252 Invoice new 93
Any location  Yankee Book Peddlar Invoice

Anylocation  Yankee Book Peddlar new

new 35
i new M |1 |
1

Unselect | Selectall | losd | Dekte |

9) Load Reporimessage will appear.li€k on Yes

le Wiew Tools Help

B ——

.-’.vl D v&v| % Eé *| @ Clear Workspace l
__tinelems || Process EDI Messages
Orders
Invoices Incoming I
m Search By | Conditiot| Search For | Operator | Find | Clear | Receive afile I
AR > |EDI file name equal  33100330edi
Check-n [
Order Maintenance | || Often used search criterion list:
EDI B | H
N Location  |Vendor Narr x| [Tvee | Message Status [Load Date | Line Iten
acess EDI Messages | Any location  Yankee Boc hew 93
Any location  Yankee Boc 9 o i ) 5 new id]
Anylocation | Yankee Boc % A et ta see e ioadng repork loaded 4/3/2009 0
Any location  Yankee Boc hew 11

U

hselect I Select Al I | Load I Delete




10) A small window will appear with the message whether or not there is any error related to
the electronic invoice.

11) Click on theShow Recordo seethe errors.Someéimes titles are not attached tbe PO

or theprice is not listed So he errors must be fixed before proceeding or approving.

File View Tools Help

H.'.' B'&'|% E§ *l@ Clear Workspace
”';c':'“s | Process EDI Messages
rders
Invoices Eload summaryReport
e M Invoice 666253 created. 35 Line Items loaded. 1 Error, 1 Warning.
Vendors >E |l
Check-ln
Order Maintenance
EDI
Sl Loca
Process EDI Messages | &ny b
Any I
Any b

Any I Show Detail I Show Record I Print I LClose I

12) Then click on th&show Recordo updatéix the invoice.



~Invoice ~Vendor S
— tatus Date: I
Number: [B66251 Code: |YBP ﬁl 41342003
11 Line Items on Invoice
Youcher ID: [9045 Aecount v
Date: [3/27/2009 o
Amount $188.97 Line tem Subtotak $188.97 - Curency —————
: |USD
= Bocalons (Other Charges: $0.00 fe
Bill To: v Total Invoice Amaunt; $188.97' Rate: [1

| Status | Title: | Price (Adjustments) | # of Copies | Location | Fund |Line Total |Lineltem Type | Piece Identifier | Order Number| N
Pending Aesthetics and painting / J $2096 1) 1 Main Collection Materials Budget '08-09 / $20.96 Single Part 11050
CAMUS. $25.16 () 1 <Multiple>> <Multiple>> $25.16 Single Part
ELECTRA; ED. BY ERICC $9.24 () 1 <Multiple>> KMultiple>> $9.24 Single Part
Pending Heagel, Hatti, ; and Univers: $14.24 () 1 Main Callection Materials Budget ‘0809 / $14.24 Single Part 11050
HENRI CARTIER-BRESS( $10.88 () 1 <<Multiple>> <<Multiple>> $10.88 Single Part
Pending Immanence and revelation $2096 () 1 Main Callection Materials Budget '08-09 / $20.96 Single Part 11050
Pending Life of Mahatma Gandhi. $12.89() 1 Main Collection Materials Budget '08-03 / $12.89 Single Part 10587
Pending My floating mother, city / K $1256 () 1 Main Collection Materials Budget '08-09 / ( $12.56 Single Part 11050

13)The invoice is loaded. The errors can clearly be seen in the electronic inveoce.

example, the line itemthatdo not havdiPending in the Statuscolumnindicate there is

a missing link Socheckfor:

a) Missing links

b) Missing prices

c) Total priceon the electronic and paper invoice

d) Dates on both invoices

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

book thatis not attached to a PO

15)Once the billographicrecord of the title is retrieved, pre€srl + M to get information

about the book in the Acquisitions module provided that the PO is attéxhiee title. If
the book is not attached to a ADgannot be retrieved this wayl'he reason for this can

be, for example, the files were not picked lupthe server Ask the System persoto



reloadthe files sent by the YBPIf this does not solvéhe problema new PGshouldbe
created to attach the title to the PO so that the invoice can be approved.

16)After having retrieved the connecting informatiding Itemwindow) in Acquisition by
pressing Ctrl + M, click on th@rderbutton that will showthe Order number

17)CI i ¢ k o sllipgisinehe@raen) Numbefield. This will retrieve the PO

18)If the line say$Pending then clickthe 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 with&éndingnoteand click on the

Relink button in the left lower corner of the window.





















