Acquisitions/Serials

Goals/Objectives

1. Order and ensure receipt of all library materials as selected/requested by staff and users as expeditiously as possible.
2. Perform all purchase-related steps/processes as easily and as quickly as possible including financial reporting/data export to the University.

3. Provide appropriate on-order status and holdings data for users 
Requirements

Note: “copy record” as used below means a record designed to contain copy/ subscription/holdings data information; it does NOT mean the Horizon copy record. “Item record” as used below means a record designed to contain data specific to an individual piece; it does NOT mean the Horizon item record.

 “Order records” encompasses records for vendors, accounts, POs, invoices, claims, etc.
1. Ability to enter and keep up-to-date budget information by an account schema that permits easy monitoring of commitments/expenditures and keeps library accounts in sync with University accounts
a. Must support multiple order units using shared funds

b. Must support deposit account capabilities

c. Must accommodate coordination with Library’s donor recognition program

d. Must preserve audit trails (including dates and operators) for allocation changes, transfers between and among funds, etc., i.e., any activity relating to monetary amounts

2. Ability to enter and keep up-to-date vendor information with ability to create sub-accounts (and associated data) for each vendor to accommodate multiple order units using their own accounts with one vendor (Highly desirable)
3. Ability to import order data (online and batch modes) from multiple vendors in any applicable standard format to easily and quickly create and/or update all necessary records using import profiles customized for each vendor; includes automatic adjustment of account balances according to the activity performed
a. Standards include, but are not limited to, USMARC, international MARC, EDIFACT

b. Imports must be capable of creating/updating/overlaying whole record sets (e.g., bib, item, order, invoice) at one time

c. Imports must be capable of creating/updating/overlaying individual records (e.g., file of invoice records for existing orders) at one time
4. Ability to create and print purchase orders, claims, invoices, and vendor correspondence

a. Local option to determine content/format for each order unit

5. Ability to create and electronically send purchase orders, claims, invoices and vendor correspondence in standard formats 

6. Ability to allow non-encumbrance for any order record

7. Ability to export voucher data in format needed by University for payment
8. Ability to end one FY and begin a new FY according to pre-determined rules, with options to apply specific rules to specific situations 

9. Ability to easily and quickly receive serial issues or subscription items

a. Need to secure checkin of issues received at specific locations to operators working at those locations

b. Need at the time of checkin to print issue labels with enumeration, chronology, location, call number and record numbers in formats controlled through local option for each destination location

c. Need at the time of checkin to print routing list(s); ability to print processing instructions with a routing list is highly desirable
10. Ability to identify gaps and cessation of serials receipts

11.  Ability to define authorization/security levels for each operator in any unit/location to define/restrict/allow performance of certain functions (includes create, read-only, update, and delete for each record type) by unit/location
a. Need to secure and control fund/account records against unauthorized users

b. Need to prevent deletions by otherwise authorized users of certain records at certain statuses (e.g., no operator can delete active fund record, approved purchase orders, approved invoices, etc.) 

c. Must provide an audit trail on all records (highly desirable)
12. Ability to create reports from order records utilizing any data stored in any record

