
1 

 

 

 

 

EDIFACT Ordering and  Invoicing  

 

Sierra 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 



2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Copyright © 2015 by Innovative Interfaces, Inc. 

 

This publication is supplied for the exclusive use of customers of Innovative Interfaces with the 

understanding that it shall not be shown or distributed to anyone outside of the customer's 

organization without the prior written permission of Innovative Interfaces. This publication may 

be copied only if the copies are for the exclusive use of staff members of libraries that have 

purchased the Innovative system. 

 

Published December 10, 2015 



3 

EDIFACT Ordering and Invoicing  

 

 
Objectives ......................................................................................................................................... 4 

What is EDIFACT? .......................................................................................................................... 4 
EDIFACT Ordering ...................................................................................................................... 4 
EDIFACT Invoicing ..................................................................................................................... 4 

Set up needed for EDIFACT ............................................................................................................ 5 
Contact the vendors ...................................................................................................................... 5 

Send the Ebook Identification number in the EDIFACT Order ................................................... 5 
Library SAN file ........................................................................................................................... 5 
Prepare the vendor records for electronic ordering ...................................................................... 6 
Preparing for Electronic Invoicing ............................................................................................... 8 

Preparing for Multiple Accounts with EDIFACT ........................................................................ 9 
Sending EDIFACT orders .............................................................................................................. 10 

Viewing the queued orders ......................................................................................................... 10 

FTPing the Orders ...................................................................................................................... 11 
EDIFACT Status Reports ............................................................................................................... 16 

To process EDIFACT status reports .......................................................................................... 16 
Possible Error Messages ............................................................................................................. 20 

Retrieving and Processing EDIFACT invoices .............................................................................. 22 

Review of Set Up Needed .............................................................................................................. 32 
Documentation and Resources ....................................................................................................... 32 

 



4 

Objectives 
Á Overview of EDIFACT ordering and invoicing 

o EDIFACT ordering and invoicing are separate products. You may have one and 

not the other. With EDIFACT invoicing, you would normally also use EDIFACT 

ordering, but not necessarily the other way around. 

Á Setup needed - what you need from your vendor, and what you have to do 

o Authorizations 

o Vendor records 

o Library SAN file 

o Foreign currency 

Á Sending orders via EDIFACT 

Á Processing Status Reports 

Á Retrieving and processing electronic invoices via EDIFACT 

What is EDIFACT? 
EDIFACT stands for Electronic Data Interchange for Administration, Commerce and Transport. 

EDIFACT is the International EDI standard introduced by the United Nations Economic 

Commission. It is the product of the evolution in bringing the Proprietary Standards of the U.S. 

and Europe together to form a single international EDI standard. 

EDIFACT Ordering 

Á EDIFACT Ordering is a product that allows you to send orders electronically to vendors 

who are equipped to receive them 

Á EDIFACT orders are sent via FTP direct to the vendorôs server 

Á EDIFACT format uses separate fields, thus allowing for flexible content such as 10 or 13 

digits ISBNs  

o The old BISAC format used a fixed file format, so only 10 digits were available 

for the ISBN field. That is why it is now obsolete. But if you had BISAC before 

you can still see it in Print/ Send Orders function in Sierra. It is the ñé send via 

EMAILò option.   

EDIFACT Invoicing 

Á EDIFACT Invoicing is a product that process invoice files received in the EDIFACT 

format for monographic firm orders 

o No need to key the invoice line by line 

Á When you retrieve and process the shipment, the system creates invoices and adds the 

orders to the invoice. 

Á The vendor must supply the order record number in the invoice 

Á Therefore, the library must create bib/order records and send the order to the vendor or 

somehow send the necessary information (including order record number) to the vendor 

o Normally the library uses EDIFACT ordering  
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Set up needed for EDIFACT 

Contact the vendors 

Á Can the vendor receive orders via EDIFACT?  

o What are the vendor's FTP address, login, and password?  

Á Do they require their vendor SAN in the order? If so, what is their vendor SAN? 

Á Can the vendor supply status reports? 

o How will the status reports be identified in the file list? 

Á Can the vendor supply invoices via EDIFACT 

o How are the invoice files identified in the list you will see? 

o How long are the invoice files kept on the vendors server? 

o How will you identify the invoices you have already retrieved? 

Á Do they require files to be sent (orders) or collected (reports, invoices) via secure FTP? 

 

Send the Ebook Identification number in the EDIFACT Order 

Á If the library will use EDIFACT Ordering to send ebook orders to a vendor, this is to 

ensure that the correct ebook version is supplied.  

Á When setup, the system will send the supplier's EBook ID number (article number) 

instead of the ISBN. 

o The number is kept in the order record, in a designated field ï possibly tagged óeô 

if this is not already in use. The field is labeled Article ID. 

Á These identification numbers are used by vendors to distinguish between ebooks which 

have the same ISBN, but are from different suppliers. 

Á The number can be entered into the order record in two ways: 

o If the library loads bib and order records from a vendor, it can be supplied by the 

vendor in the MARC bib record in 037 and the load profile will map it to the 

correct field in the order record 

o It can be manually entered in the order record in the correct field. 

Á It will be automatically included in the EDIFACT order in the correct segment. 

o The number is placed in the PIA segment (ñadditional or substitutional item 
identification codeò) 

Library SAN file  

 

From the Sierra Guide: 

http://csdirect.iii.com/sierrahelp/Default.shtml#sril/sril_sys_param_lib_san.html?Highlight=librar

y%20sa 

 

If you encounter difficulty following the links, try the links on Chrome, or go directly to 

http://csdirect.iii.com/sierrahelp , log in and search for the topic. 

 

 

Á The Library SAN File stores library SANs only. The system does not use information in 

the other columns. Note that Vendor SANs are stored in vendor records. 

http://csdirect.iii.com/sierrahelp/Default.shtml#sril/sril_sys_param_lib_san.html?Highlight=library%20sa
http://csdirect.iii.com/sierrahelp/Default.shtml#sril/sril_sys_param_lib_san.html?Highlight=library%20sa
http://csdirect.iii.com/sierrahelp
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Á Determine your library's SAN (Standard Address Number). See the American Library 

Directory for more information for U.S. and Canadian libraries. It is also often on the 

vendorôs paper voucher. 

Á Only one entry is required in the Library SAN file. This entry must contain your libraryôs 

SAN, if the library does not have a SAN, a wildcard using ????? can be entered instead. 

While the system supports up to one hundred entries in the Library SAN file, the system 

uses only the library SAN from the first entry. 

 

 
 

Á Enter the wildcard values in the VEND CODE (?????) and VEND SAN (??????) fields in 

the Library SAN File. 

Á Check your Library SAN File at Admin | Parameters | Acquisitions | Library SAN file 

as shown below: 

 

 

Prepare the vendor records for electronic ordering 

Á Select the Vendor function. 

 
Á Retrieve the vendor records that will be used with EDIFACT Electronic Ordering, and 

make the following changes. 
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o Double-click in the Vendor Code 3 field and choose ñdò EDIFACT, then click 

OK  
V Alternatively, press the <space> bar to get a dropdown and use arrow keys 

to select value. Confirm with <Enter>. 

 
 

V The value d indicates that the vendor can receive orders electronically in 

the EDIFACT format. 

V Once you have coded your vendor record with ñdò in Vendor Code 3, any 
existing order records that are already in the Send queue will automatically 

move from the Print queue to the FTP queue. You do not have to re-queue 

them. 

 

Á From the vendor record click the Insert button on the toolbar  

Á From the drop-down menu, choose Note 3 

 
 

o Enter $VENDSAN=<vendor's SAN> in the NOTE 3 field, where <vendor's 

SAN> is the vendor SAN number supplied by the vendor. For example: 
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Á Enter one of the following values in the GIR CODE fixed-length field in the vendor 

record to specify which information is included in the GIR segment (see table below) 

  

Value Data Sent Comments 

0 no GIR (default) 

1 GIR, no address Send location and fund details for 

each copy in a multi-copy order. 

2 GIR with address Send multiple SEND-TO addresses if 

the library wants to receive copies 

from a single order at multiple 

locations. 

3 GIR with call number, no 

address 

Send the call number to facilitate 

ordering materials that are shelf-ready 

upon receipt. 

4 GIR with call number and 

address 

Send both the call number and 

multiple SEND-TO addresses. 

 

 Preparing for Electronic Invoicing 

Á Click the Insert icon on the toolbar  
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Á From the drop-down menu, choose FTP INFO 

 
 

o Enter IP Address and login information as desired. It is not necessary to enter 

password even if you add login. The password can be entered on connecting. 

o Adding ftp information in advance is only available for Edifact invoicing at this 

point 

Preparing for Multiple Accounts with EDIFACT  

http://csdirect.iii.com/sierrahelp/Default.htm#sgacq/sgacq_send_po_preparing.html?Highlight=Pr

eparing Multiple Accounts for Electronic Ordering  

 

Á For each of the library's account units with a particular vendor, the library must set up a 

separate vendor record containing the proper codes. 

Á Each account unit is identified by a suffix to the library's account number. The vendor and 

the library must agree on the suffix for each account unit. 

Á For EDIFACT orders, the account suffix is entered into the ACCOUNT # field in the 

vendor record. For example: 

 
o The system transmits the account suffix in the Buyer Name and Address (NAD) 

segment. 

 

Á In cases where two or more libraries share one Innovative system and do not maintain 

separate Accounting Units for the sites, each library must insert its unique Library SAN 

into the NOTE 2 or NOTE 3 field of its Vendor records. 

o The Library SAN must be output to the following locations: 

field 00, position 8  

field 10, position 21  

o This is accomplished by adding to the NOTE 2 or NOTE 3 field the commands: 

$0008=<Lib SAN>  

$1021=<Lib SAN> 

 
 

http://csdirect.iii.com/sierrahelp/Default.htm%23sgacq/sgacq_send_po_preparing.html?Highlight=Preparing%20Multiple%20Accounts%20for%20Electronic%20Ordering%20
http://csdirect.iii.com/sierrahelp/Default.htm%23sgacq/sgacq_send_po_preparing.html?Highlight=Preparing%20Multiple%20Accounts%20for%20Electronic%20Ordering%20
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Sending EDIFACT orders 

Viewing the queued orders 

Á Change the current function to Print/ Send Orders  

Á Select the ñxxx purchase orders to FTPò option from the drop-down menu 

 

 
 

Á Entries can be sorted by any of the column headers by clicking on the column header, 

such as Order Date, Location or Vendor 

 

 
 

Á In addition the display can be limited to a certain vendor or record location by clicking 

either the Limit by Vendors  or Limit by Location  button. 

o Type in the vendor code, or double-click to get a search screen 

 
 

Á In this example, limiting by ñingrmò removes the entries for ñbakerò from the screen 
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Á It is not necessary when sending orders to separate the orders by vendor as you will see 

below. 

 

Á You can edit any of the order records displayed by highlighting the entry and clicking the 

Edit  icon on the toolbar or using a right mouse-click and selecting Modify Entry .  

 

 
 

Á You can remove any of the entries if you do not wish to send the orders at all by 

highlighting the entry and clicking the Delete icon on the toolbar. This only deletes the 

order in the queue. It does not delete the record. 

FTPing the Orders 

Á Click on the FTP button  

o If, for some reason, you have records queued that you do not want to send at this 

time, you can select those you want to send by clicking the check box in the left-

most column, before you click the FTP button 

 

 
 

Á In the FTP Setup dialog, confirm if you want to FTP all or FTP selected purchase orders 

and choose FTP.  
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Á The system displays the Transfer Files screen. 

 
 

Á Select a Host from the drop-down or type over the entry displaying in the window to enter 

a new host address (IP or domain name, e.g. ftp.marcive.com) that is not already in the 

list 

Á The Secure Transfer box can be set by default for all FTP transfers to be SFTP, if that is 

the majority: 

o Database Maintenance system option # 40> Default for Secure FTP checkbox... 

The setting can be changed if necessary for individual vendors when you do the 

ftp here. 

Á Click Connect to connect to your vendorôs FTP server 

Á In the Login dialog, enter the Username and Password given to you by your vendor and 

click OK . 
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Á When you are connected, the Remote list of files displays (right side), as well as the file 

path for the remote (destination) source, if there is one. The system also displays the file 

to be transferred in the Local list of files (left side). 

 

 
 

Á If you are not connected to the right directory, and your vendor has provided you with a 

ñpathò enter the path in the "Remote Filename" box in the lower right corner, then press 

<Enter>.  

Á Select transfer type ASCI, Binary  or EBCDID  as agreed upon with your vendor 

Á Note the status bar message ï it tells you how many files/vendors there are in the queue 

Á The filename will be <vendorcode>.edifact. Change the file name as agreed upon with 

your vendor using Rename files upon transfer.  
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o The Rename Files dialog will then appear after you click Put. 

 

 
 

Á To FTP the file, highlight the file in the Local list and choose the Put button. The system 

moves the file to the Remote list of files and changes the status bar display to 1 file(s) 

transferred. 

 

 
 

Á Choose Disconnect to clear the screen and prepare the next vendor file to FTP. Note that 

the status bar displays the next vendor (if you did not ñlimitò to one vendor) and the 

relative file position (e.g., Vendor: baker (2 of 2)). 
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Status Bar Message 

The status bar on the Transfer Files screen displays the vendor to whom you are transferring a 

file, as well as the relative position in the list of vendors. For example, if the purchase orders you 

selected to FTP contain four different vendors, with the first one being baker, the status bar 

would display the message Vendor: baker (1 of 4). 

 

This message can help to ensure that you process all vendor files before closing the FTP window 

and inadvertently deleting queued purchase orders that were not sent. 

 

Á Repeat the transfer process to transfer each vendor file. 

Á Once you have sent all the files, the status bar displays Vendor: NONE, All processed. 

Choose Close to return to the Send queue. 

 

 

 

Caution: 

When you choose Close, you exit the Transfer Files screen and the system displays the following 

prompt: FTP completed. Delete processed FTP entries?  
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If you choose Yes, the system deletes the purchase orders from the queue, regardless of whether 

they were sent or not.  

If you choose Close before transferring all of the vendor files, choose No at the prompt to retain 

all the purchase orders in the Send queue. Then manually delete the entries in the queue for 

those purchase orders that you have already sent. 

 

Be absolutely sure you have sent all the orders before answering YES to this question! See the 

note box above. 

EDIFACT Status Reports 
From the Sierra Guide: 

http://csdirect.iii.com/sierrahelp/Default.htm#sgacq/sgacq_order_ack.html?Highlight=status  

 

Á Authorization required -- #421 With EDIFACT ordering is an additional function in 

workflows called Status Reports.  

    
Á The Status Reports feature allows you to import and process EDIFACT ORDRSP files 

(commonly referred to as order responses or order acknowledgements).  

Á These files contain a detailed description of your library's orders with the vendor, 

including the status of each order and a confirmation of copies ordered.  

Á Vendors frequently prepare an order response file for orders recently placed, but a vendor 

can prepare a file for all outstanding orders. 

To process EDIFACT status reports 

Á Change the current function to Status Reports. 

Á Click the Download button at the top of the screen. Sierra displays the FTP dialog: 

http://csdirect.iii.com/sierrahelp/Default.htm#sgacq/sgacq_order_ack.html?Highlight=status
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Á Select your host IP or domain name from the list or type a new one in the white box. 

Á Check Secure Transfer if necessary (ask vendor) 

Á Click Connect 

Á You are prompted for a login and password (supplied by your vendor).  

Á Enter the login and password, then click OK  and you will be connected to the vendor site 

Á Highlight the order response file from the vendorôs list of files.  
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Á Click Get from the FTP dialog 

Á Sierra processes the file and displays the order response information for each order in a 

table on the Preview tab.  

o Click Close to close the FTP dialog box and see the report.  

 

 
 

Á Each row in the table contains standard information for a specific order, such as record 

number, title, and if your library has the blanket purchase order functionality enabled, 

blanket purchase order numbers.  

Á Additionally, the table includes the following status columns 

o Status Desc.  
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V This column displays the message from the vendor regarding the order 

status. 

V This message can include information such as the order action taken by the 

vendor (e.g., "accepted without amendment", "accepted with change", or 

"cancelled"), the quantity ordered, the quantity sent, availability status 

(e.g., backordered), and a free text message. 

o System Status 

V This column displays the status for each order response, as well as any 

error messages.  

V If there is an error in this column for a specific order, that order record 

cannot be updated. 

V Only orders with the status of "Ready" can be updated.  

Á From the Preview tab, you can review and print the order response information. You can 

also sort the table by clicking on any of the column headers. 

Á If you do not want to process the current file, you can exit the Status Reports function by 

choosing another function.  

Á Alternatively, you can download a different file without processing the current 

information by clicking the Download button again. Sierra clears the Preview tab and 

displays the FTP dialog again for you to retrieve the new file. 

Á When you have finished reviewing the order response information, choose Process to 

update the order records with the current status. Sierra inserts a variable-length Order 

Status field into the order record to store the vendor's response.  
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Á After the processing is complete, the Processed tab automatically displays 

 

 
 

Á For each order that was successfully processed, Sierra changes the System Status column 

to "Updated". 

Á One of the records above was ñin useò and could not be updated. 

Á To view the note placed in the order record, highlight the line and click the View icon on 

the toolbar. 

 

                          NOTE 

 If an order is listed as cancelled in the Status Desc. column, Sierra does not automatically cancel 

the order. You must manually change the orderôs status to ñzò or use Tools | Function | Cancel 

by Vendor when the order is open in edit mode. 

Possible Error Messages 

Á When you retrieve the order response file via FTP, Sierra attempts to interpret the file and 

match each order response to an order record in your database.  

Á The system uses the order record number for matching purposes.  

Á If Sierra cannot read the file or there is a problem matching a specific order record, the 

system displays an error message in the System Status column on the Preview tab. 

Á The table below provides a list of possible messages you might encounter while 

processing EDIFACT Status Reports.  

Á The table also explains what each message means and offers possible solutions to resolve 

the problem 

 

NOTE 

You can process the order responses even if there are error messages present. Sierra will update 

only the orders with the status of "Ready"; orders with an error status cannot be updated. 

Alternatively, you can resolve the errors first in the Sierra system (when possible) or with your 

vendor, and then reload the file for processing. 
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System Message Meaning / Possible Solution 

No Match | For recnum <n> , record type is 

<x>  and was expecting 'o' (order record). 

Vendor has included information for the wrong 

record type in the order response file. Contact 

your vendor. 

No Match | item <n>  has either a null LIN or 

RFF value. line rff <value>. cannot determine 

record number. 

Incorrect coding in one of the segments of the 

order response file. Contact your vendor. 

No Match | Unable to read record due to Record 

<order record #> in use by system. 

The order record matching this entry in the 

order response file is busy. You can either free 

the record in use or process the file which will 

exclude the busy order record from being 

updated. 

No Match | Unable to read record due to Record 

<order record #> deleted on <date>. 

The order record was deleted and therefore 

cannot be updated. Continue processing the 

order response file. 

No Match | Unable to read record due to Record 

<order record #> belongs to another account. 

You cannot update this order record because it 

belongs to another accounting unit. Continue 

processing the order response file. 

No Match | Unable to read record due to Record 

<order record #> is outside of scope. 

You cannot update this order record because it 

is outside of your scope. Continue processing 

the order response file. 

No Match | Unable to read record due to Record 

<order record #> does not exist. 

The order record number from the order 

response file does not exist in your Sierra 

database. Contact your vendor. 

This is not an order response header <value>. 

You have attempted to load a file that does not 

contain order responses. Check the name of the 

file you want to process and repeat the FTP 

steps. 

Work record is null for <order record #>. 

The order record number could not be 

determined in the order response file. Contact 

your vendor. 

http://csdirect.iii.com/manual/gmil_maint_free_records.html
http://csdirect.iii.com/manual/gmil_maint_free_records.html
http://csdirect.iii.com/manual/gmil_milftp.html#get_ftp
http://csdirect.iii.com/manual/gmil_milftp.html#get_ftp
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Retrieving and Processing EDIFACT invoices 
Á Change the current function to Import Invoices 

Á Click Get Shipment 

 

 
 

Á The Receive window (shown below) appears. Click Firm Order Invoice (EDIFACT)  at 

the top right. 

Á Type the vendor code in the Vendor box, or double-click to browse your vendor code 

index and select the code. 

Á Finally, click FTP at the bottom of the screen to go to the vendorôs server 

Á Clicking Browse will let you retrieve the invoice file from your PC instead. 

 

 
 

Á Select a host IP or domain name from the Host box. If your host is not already in the list, 

just key it in the white box (overwrite what is already there). 

Á Check Secure Transfer if required by your vendor  

Á Click Connect to connect to the vendorôs server 
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Á In the Login window, key the user name and password that was supplied by your vendor. 

o If vendor FTP details are stored in the FTP INFO field in vendor record, the server 

will default to that server and when you click Connect, the username and 

password will appear (password as ****) or if not stored you can just type in the 

password at this point.  

Á You should then be connected to the vendorôs server. Files on their server will display on 

the right side. 

Á Highlight the invoice you want to retrieve and click Get. 
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Á You will need to be able to identify those files you have already retrieved as invoice files 

may remain on your vendorôs server for a specified time. You may import an invoice 

that you have already retrieved. Sierra will give you a warning in this case (see below). 

Á The invoice will then be imported and will display on the Accept/Reject tab 

Á Choose a session from the Session drop-down menu. 
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Á If  you import an invoice that you have already imported, the system checks for duplicates 

via the invoice number. If it is a duplicate number, the invoice number will display in a 

different color and there is a message on the status bar when you highlight the invoice. 

 

 

 
 

Á When you highlight the invoice and click Select, you will see the Duplicate Invoice 

window. You can choose Continue to view the invoice or Return to Invoice List to 

delete the invoice. 

 

Á If you want to delete the invoice, highlight the invoice line and click Delete on the 

toolbar. Then answer Yes to the warning prompt. 

 

 
 

Á Once you have selected an invoice and clicked Select, the line items display and you will 

be on the Process tab (at the bottom) 
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Á In your loginôs settings (Admin | Settings | Import Invoices) you have the option to have 

the Extended View tab be your default view. The extended view displays Hold, Internal 

Note, Copies, Order Note, and Receiving Action. The Hold and Receiving action may 

contain important processing information.  Contact the Help Desk to have additional 

fields added to the extended display. 

 

 
 

Á Sierra displays various monetary information on Process tab. For example, the system 

displays both the price and the prorated price for each title. The status bar shows service 

charge, tax, and invoice totals. Note that the tax total does not display if there is no tax 

associated with the invoice. To view the tax amount for a single title, highlight an order 

in the table and choose Show Details. 
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Á The Price column in the table is the price charged by the vendor, and excludes any tax and 

service charges. The Prorated Price includes prorated amounts for tax and service 

charges (if any). Note that the system divides any service charges evenly across all 

items. 

Á The invoice total on the status bar is the sum of all amounts in the Prorated Price column 

whose status is Accept. Consequently, this total also reflects any tax and service charges 

for the invoice. 

Á If the vendor includes the list price in EDIFACT invoices, Sierra can use this data during 

invoice processing to populate the list price field in the invoice record. 

Á Check Display previous payments to see payment lines from the orders. Typically firm 

orders do not have previous payments, but in the example below, which is a duplicate 

invoice, you can see the payment information from the previously-paid invoice. 

 

 
 

o If you discover that you selected a duplicate invoice despite the warnings, you can 

Close it at this point, then delete it 

Á To edit an individual order record, double-click on the Record Number cell. 
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Á The bib and order record will display. Click Edit  to edit the order record. 

 

 
 

Á You may now edit any field in the order record. Save your changes, click Exit Edit,  then 

Close to return to the invoice. 

 

 
 

Á You may also edit any information in the table that is not grayed out simply by clicking in 

the cell.  

Á If you want to change the fund or location information in multiple lines to the same value, 

highlight the lines and click Edit Group .  

 

 
 

Á Check the code you want to edit (Fund and/or Location) and double click in the field to 

see the list of values. Select the fund and/or location code from the list and click OK .  










