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EDIFACT Ordering and Invoicing
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Objectives

A Overview of EDIFACT ordering and invoicing
o EDIFACT ordering and invoicing are separate products. You may have one and
not the otherWith EDIFACT invoicing, you would normally also use EDIFACT
ordering, but not necessarily the other way around.
A Setup neededwha you need from your vendor, and what you have to do
0 Authorizations
o Vendor records
0 Library SAN file
o Foreign currency
A Sending orders via EDIFACT
A Processing Status Reports
A Retrieving and processing electronic invoices via EDIFACT

What is EDIFACT?

EDIFACT stands forElectronicDatal nterchangdéor Administration,Commerce and ransport.
EDIFACT is the International EDI standard introduced by the United Nations Economic
Commissionlt is the product of the evolution in bringing the Proprietary Standards &f. ghe
and Europe together to form a single international EDI standard.

EDIFACT Ordering

AEDIFACT Ordering is groductthat allows you to send orders electronically to vendors
who are equipped to receive them
AEDIFACT orders are sent via FTP directtothawvkor 6 s ser ver
AEDIFACT 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 nowbsolete But if you had BISAC before
you can still see it ifPrint/ SendOrders functionin Sierra |t éi s etnlde vii a
EMAILO opti on.

EDIFACT Invoicing

AEDIFACT Invoicing is aproductthat process invoice files received in the EDIFACT
format for monographic firm orders
0 No need to key the invoice line by line
AWhen you retrieve and process the shipment, the system creates invoices and adds the
orders to the invoice.
AThe vendor must supply therder record numbein the invoice
ATherefore, the library must create bib/orderords angend the ordeto the vendor or
somehow send the necessary information (including order record number) to the vendor
o Normally the library uses EDIFAC®rdering



Set up needed for EDIFACT

Contact the vendors

ACan the vendor receive ordetia EDIFACT?
o What are the vendor's FTP address, login, and password?
ADo they require their vendor SAN in the order? If so, what is their vendor SAN?
ACan the vendor supply status reports?
o How will the status reports be identified in the file list?
ACan the vendosupply invoices via EDIFACT
0 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?
ADo they require files to be sent (ordess)collected (reports, invoices) via secure FTP?

Send the Ebook Identification number in the EDIFACT Order

A 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.
A When setupthe 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 designatedifiglo s si bl y t agge
if this is not already in use. The field is labeled Article ID.
A These identifichon numbers are used by vendors to distinguish between ebooks which
have the same ISBN, but are from different suppliers.
A 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 bdisdyy 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.
A 1t will be automatically included in the EDIFACT order in thereat segment.
o The number is placed in the PIA segment
identification codeo)

Library SAN file

From theSierraGuide:
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/sierrahelpog in and search for the topic.

AThe 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

ADetermine youtibrary's SAN (Standard Address Number). Seefthnerican Library
Directory for more information for U.S. and Canadian librariéss also often on the
vendor s paper voucher.
AOnly one entry is required in the Library SAN file. This entry must con@imy | i br ar y ¢

While the system supports up to one hundred entries in the Library SAN file, the system
uses onlyhe library SAN from the first entry.

Library SAN File

File Tools
g R M g § + 9
Append  Save Delete Copy Insert Edlit iew Move Print Close  Refresh
Vend Code Vend San Lib Hame Lib San
1 PR PR PR R

the Library SAN File.

ACheck your Library SAN File akdmin | Parameters | Acquisitions | Library SAN file
as shown below:

Sierra - Training Library - Schlomit Schwarzer
File Edit View Go Tools [[RIL) Reports Help
B ol IV Change Password '
SIEMU prr—
: T Install Latest Translation Files

-

g Settings
S T s Options

Camera Options

1 General
Vendors selected: ALL Parameters =

Location selected: ALL Acquisitions Claim Cycle Values
# Blanket PO Cataloging External Fund Codes

Circulation Foreign Currency Codes and Rateq
ERM Library SAHN File
Security Multiselection Groups
Serials RLOC-BLOC Addresses
Web Access Management  Use Tax Rate
Value Added

Prepare the vendor records for electronic ordering
A Select the/endor function.

. A C Vendors ;
| gy

ARetrieve the vendor records that will be used with EDIFACT Electronic Ordering, and
make the following changes.




O Doublec!l i ck in the Vendordo CBEOkFACT | et demand

OK
V Alternatively, press the <space> bar to getopdown and use arrow keys

to select value. Confirm with <Enter>.
v10000392 Last Updated: 05-13-2015 02:41PM  Created: 03-22-2006 01:21PM Revisions: 22

Vendor Code 2 |- NONE Orders Claimed |0 Average Weeks |0
Wendor Code 3 |d EDIFACT Copies Received |0 Discount 0
Ho. of Orders |1 Order Total $35.00 Vendor Message |-
Ho. of Claims 0 Invoice Total $0.00 GIR Code 0

No. of Cancels |0

Vendor Code |p&t

Vendor Name | Baker and Taylor

Address 1 Vendor Name | Baker & Taylor
Street Address| 501 S. Gladiolus Street
City, State Zip Momence IL 60954-1799

Telephone 555-888-0099

Email baker@b&t.com
Note 3 SVENDSAN=1604464
URL http:iib&t.com

V The valuad indicates that the vendor can receive orders electronically in
the EDIFACT format.

V Once you have coded your vendor recol
existing order recorddat are already in the Send queue will automatically
move from the Print queue to the FTP quétmu do not have to rgueue

them.

AFrom the vendor record click thesert button on the toolbe
AFrom the dropdown menu, chooddote 3

Insert a non-MARC field

¢ Vendor Code

d Alternate Code ~
p Telephone
T Fax

e Email

n Note 1

m Hote 2

7 Special

y URL

< [T

o Enter$VENDSAN=<vendor's SAN> in th&lOTE 3 field, where <vendor's
SAN> is the vendor SAN number supplied by the venBor.example:



Insert a non-MARC field

o Note 3

(5 Y e

$VENDSAN=1694464]

AEnter one of the following values in the GIR CODE fixedgth field in the vendor
record to specify which information is included retGIR 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 muktopy order.

2 GIR with address Send multiple SENBIO addresses |
the library wants to receive copie
from a single order at multiple
locations.

3 GIR with call number, no Send the call number to facilitate

address ordering materials that are shedady
upon receipt.

4 GIR with call number and Send both the call number and

address multiple SENDTO addesses.
v10000392 Last Updated: 05-13-2015 02:41PM  Created: 03-22-2006 01:21PM  Revisions: 22
Vendor Code 2 - NOME Orders Claimed 0 Average Weeks |0
Vendor Code 3 d EDIFACT Copies Received 0 Discount 0

Ho. of Orders 1 Order Total $35.00 Vendor Message

Ho. of Claims 0 Invoice Total $0.00 IGIRCode 0 I

No. of Cancels 0

Vendor Code  p&t

Vendor Name |Baker and Taylor

Address 1 Vendor Name | Baker & Taylor

Street Address| 501 S. Gladiolus Street
City, State Zip | Momence IL 609541799
Telephone 555-885-9909
Email baker@bé&t.com
| Mote 3 BVENDSAN=1694464 |
URL hitp://b&t.com
Edit Mode (INS)

Preparing for Electronic Invoicing
AClick thelnsert icon on the toolbar




AFrom the drogdown menu, choose FTP INFO

Insert a non-MARC field R_|
IP Address:

g FTP Info . Login:
Password: | |

m Cancel New Record Creation

o EnterIP Addressand login information as desired. It is not necessary to enter
password even if you add login. The passwordlzaentered on connecting.

0 Adding ftp information in advance is only available for Edifi@ebicingat this
point

Preparing for Multiple Accounts with EDIFACT

http://csdirect.iii.com/sierrahelp/Default.htm#sgacag/sgacq_send_po_preparing.html?Highlight=Pr
eparing Multiple Accounts for Electronic Ordering

AFor each of the library's esunt units with a particular vendor, the library must set up a
separate vendaecordcontaining the proper codes.

AEach account unit is identified by a suffix to the library's account number. The vendor and
the library must agree on the suffix for eachamt unit.

AFor EDIFACT orders, the accousiiffix is entered into the ACCOUNT # field in the
vendor record. For example:

Insert a non-MARC field

54673

m Cancel New Record Creation

0 The system transmits the account suffix in the BiNeme and Address (NAD)
segment

| Account No.

Aln cases where two or more libraries sharelonevative 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, posiion 8
field 10, position 21
0 This is accomplished by adding to the NOZ&r NOTE 3 field the commands:
$0008=<Lib SAN>
$1021=<Lib SAN>

Insert a non-MARC field
m Note 2 $0008=<Lib SAN=

m Cancel New Record Creation



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

Sending EDIFACT orders

Viewing the queued orders

AChange the curremiinctionto Print/ SendOrders
ASel ectx trhwer dilkaxse order s t edownméha option fr on

©D frpuciassarers oo
Vendors selected: all0 purchase orders to send via EMAIL
Location selected: A0 purchase orders to PRINT
# Rec|9 purchase orders to FTP Order Date Order Type  Location Vendor
1011001975 Life's little ironies /| Thomas Hardy ; edited by Alan Manfor...|06-19-2014 T none baker
2/011001959 Blue gold : a novel from the Numa files | Clive Cussler wit... |07-23-2014 T ebaf baker
3011002025 Julie of the wolves | Jean Craighead George ; illustrated b... 09-25-2014 f epaf baker
4011002037 The Mayans |/ Stuart A. Kallen. 01-12-2015 T epan baker
5011002049 Astronomy / C. Gregory Seab. 02-26-2015 T epan baker
6011002050 The summer of black widows | Sherman Alexie. 04-21-2015 T ebaf baker
7011002062 Emma / Jane Austen. 04-21-2015 f ebaf baker
8011002013 The matters at Mansfield or the Crawford affair / Carrie B... 09-22-2014 f ebaf ingrm
9011001933 Matters at Mansfield 02-04-2014 T ebaf ingrm

AEntries can be sorted by any of the column headers by clicking on the column header,
such as Order Datéocationor Vendor

O boorssosnore
Vendors selected: ALL
Location selected: ALL
# Record Title | Order Date | Order Type JLocationfiVendor
1011001975 Life's little ironies | Thomas Hardy ; edited by Alan Manfor...|06-19-2014 T none baker
2/0110019599 Blue gold : a novel from the Numa files | Clive Cussler wit... (07-23-2014 f ebaf baker
3011002025 Julie of the wolves [ Jean Craighead George ; ilustrated b...[09-25-2014 f epaf baker
4011002037 The Mayans | Stuart A. Kallen. 01-12-2015 T apan baker
5011002049 Astronomy [ C. Gregory Seab. 02-26-2015 T epan baker
6011002050 The summer of black widows | Sherman Alexie. 04-21-2015 f ebaf baker
7011002062 Emma [ Jane Austen. 04-21-2015 T ebaf baker
8011002013 The matters at Mansfield or the Crawford affair / Carrie B... 08-22-2014 T ebaf ingrm
9011001938 Matters at Mansfield 02-04-2014 f ebaf ingrm

Aln addition the display can be limited to a certain vendor or ddosation by clicking
either thelimit by Vendors or Limit by Location button.
o Type in the vendor code, or doulakck to get a search screen

Select Vendors R_,

inbml Ingram Library Services (USA) |

D © €D

Aln this exampgn®, rleimoivieish ghbaked efnt ometshe scr e
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m |2 purchase orders to FTP

Vendors selected: ingrm
Location selected: ALL

| [ Move antoprintFile ' Limit byVendors X Limit by Location

# Record Title Order Date Order Type | Location Vendor
1011002013 The matters at Mansfield or the Crawford affair / Carrie B...|09-22-2014 T ebaf ingrm
20110019338 Matters at Mansfield 02-04-2014 T ebaf ingrm

Alt is not necessanyhen sending orders to separate the orders by vendor as you will see

below.

AYou can edit any of the order records displayed by highlighting the entry and clicking the
Edit icon on the toolbar or using a right mot@iek and selecting/lodify Entry .

Print.

Ecit

C®

_ Close

€ brcnsovosore 8
Vendors selected: ALL
Location selected: ALL
# Record Title Order Date Order Type | Location Vendor
1011002013 The matters at Mansfield or the Crawford affair / Carrie B... 09-22-2014 f ebaf ingrm
2/011001938 Matters at Mansfield 02-04-2014 T ebaf ingrm
3011001975 Life's little ironies | Thomas Hardy ; edited by Alan Manfor... 06-19-2014 f none baker
4011001999 Blue gold : a novel from the Numa files / Clive Cussler wit... 07-23-2014 f ebaf baker
v 5011002025 Julie of the wolves | Jean Craighead George ; illustrated b... 09-25-2014 1 epaf baker
6011002037 The Mayans | Stuart A. Kallen. 01-12-2) Modify Entry | epan baker
7011002049 Astronomy / C. Gregory Seab. 02-26-21 Delete Entries epan baker
8011002050 The summer of black widows | Sherman Alexie. 04-21-21 ebaf baker
9/011002062 Emma / Jane Austen. 04-21-2015 It ebaf baker

AYou can remove any of the entries if you do not wish to send the orders at all by
highlighting the entry and clicking tHeeleteicon on the toolbafThis only deletes the
order in the queudt does not delete the record.

FTPing the Orders
AClick on theFTP 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 columnpeforeyou click theFTP button

m |9 purchase orders to FTP

. Move All to Print File Limit by Vendors Limit by Location

Wendors selected: ALL
Location selected: ALL

# Record Title Order Date Order Type | Location Vendor
1011002013 The matters at Mansfield or the Crawford affair / Carrie B...|09-22-2014 i ebaf ingrm
2011001938 Matters at Mansfield 02-04-2014 f ebaf ingrm
3011001975 Life's little ironies / Thomas Hardy ; edited by Alan Manfor...|06-19-2014 f none baker

Aln theFTP Setup dialog, confirmfiyou want toF TP all or FTP selectedpurchase orders
and choos&TP.

11



Ftp Setup—
P SEUP™ @) Fip al

O D

AThe system displays tigansfer Filesscreen.

Transfer Files
File View

FTP Client
The local file is named baker.edifact.20512

Hogt Secure Transfer
é 4

Remote -

Name Size Last Modified

Name Size Last Modified

Transfer type: l:E

Rename files upon transfer

Vendor : baker (1 of 2)

ASelect a Host from the dragpwn or type over the entry displaying in the window to enter
a new host address (IP or domain name,fgagnarcive.com) that is not already in the
list

ATheSecureTransferbox can be set by default for all FTP transfers to be SFTP, if that is
the majority:

o Database Maintenance system optiat0# Default for Secure FTP checkbox...

The setting can be chaed)if necessary for individual vendors when you do the
ftp here.

AClick Connectt o connect to your vendorés FTP serv

Aln the Login dialog, enter the Username and Password given to you by your vendor and
click OK.

12



Login 4

User i |

Password |-------- |

@D

AWhen you are connected, the Remotedidiles 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).

Transfer Files X
File View
e
Close
FTP Client
The local file is named b&t edifact 5027,
Host w* |+ Secure Transfer
Local fiiidblinprocess | Remote [+ [of [fiifiihome |
Hame Size Last Modified Name Size Last Modified
D b&t.edifact.5027 1309 12-10-2015 1:40PM 7] debbiet/ 4096 03-31-2014 12:00AM "~
[ OutputTemplateCa... 4096 05-05-2014 12:00AM
D 0] 0 02-05-2013 12:00AM
D abc.edifact. 14862 724 11-26-2013 12:00AM
D abc.edifact.2113 712 11-25-2013 12:00AM
mrj again 0 01-21-2010 12:00AM
E‘] b&t.edifact.031820... 765 03-18-2015 12:00AM
D b&t.edifact. 11883 1309 02-05-2013 12:00AM
D b&t.edifact.15207 (778 08-18-2009 12:00AM
r{\ h&t adifart ARRTT 47207 AN 44 2042 A -NNARL b

[ Remote Filename |

Transfer type: -

Rename files upon transfer

Vendor: b&t {10f2) < Status Bar I

Alf you are not connected to the right directayd your vendor has provided you with a
Apat ho e nnteer"Remdtdeilenanae't blox in the lower right corner, then press
<Enter>.

ASelect transfer typ&SCI, Binary or EBCDID as agreed upon with your vendor

ANote the status bar messdgétells you how many files/vendors there are in the queue

AThe filename will be vendorcode>.edifact Change the file name as agreed upon with
your vendowusingRename files upon transfer.

13



Rename files upon transfer

Vendor: b&t {1of 2)

o0 TheRenamekFilesdialog will then appeaafteryou click Put.

Rename Files K|
?) Rename Files:
-
Local Remote
b&t.edifact.5027 Wedifact122015 |
oK Cancel

ATo FTPthe 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.

Transfer Files

File View
FTP Client
The local file is named b&t.edifact 5027.
Host * -/ Secure Transfer
Local fiiidblinprocess Remote [i] ﬁr fiifiiihome
Hame Size Last Modified Hame Size Last Modified
|| b&tedifact5027 1309 12-10-2015 1:40PM | E IUedifact122015 |1309 12-10-2015 9:49AM |
D list1 3646 07-24-2013 12:00AM
D list2 4051 07-24-2013 12:00AM |+
Remgte Filename
Transfer type: -
+ | Rename files upon transfer
Completed

1 file{s) transferred |

AChooseDisconnet to clear the screen and prepare the nexieefile to FTP. Note that

the status bar
relative file position (e.gVendor:baker(2 of 2)).

14
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Transfer Files X

File View
Close
|[FTP Client
The local file is named b&t edifact. 5027,
Host xtrain.iii.com * | Secure Transfer

Local Remote

Hame Size Last Modified Hame Size Last Modified
Transfer type: -

+'  Rename files upon transfer

1 file(s) transferred Lvendor: baker 2 of2) | Completed

Status Bar Message
The status bar on the Transfer Files screen displays the wendbom you are transferring a
file, as well as the relative position in the list of vendoFer example, if the purchase orders you
selected to FTP contain four different vendors, with the first one lbaikey;, the status bar
would display the messadendor: baker (1 of 4)

This message can help to ensure that you process all vendor files before closing the FTP window
andinadvertently deleting queued purchase orders that were not sent

ARepeat the transfer process to transfer each vendor file.
AOnce yal have sent all the files, the status bar displays Vendor: NONE, All processed.
ChooseCloseto 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. Dalte processed FTP entries?

3_,-‘ Ftp completed. Delete processed fip entries?

Yes Ho

15



If you choose Yes, the system deletes the purchase orders from therggargiess of whether
they were sent or not

If you chooseClosebefore transferringll of the vendor files, choos$¢o at the prompt to retain
all the purchase orders in tBendqueue.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 qGestithd
note box above.

EDIFACT Status Reports

From the Sierra Guide:
http://csdirect.iii.com/sierrahelp/Default.htm#sgaca/sgacq order ack.html?Highlight=status

AAuthorization reguired-- #421 With EDIFACT ordering is an additiorfainction in
workflows calledStatus Reports

FUNCTION Status Reports v

AThe Status Reports feature allows you to import@odessEEDIFACT ORDRSP files
(commonly referred to as order responses or order acknowledgements).

AThese 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.

AVendors frequently prepare an order response file for orders recently placed, but a vendor
can pepare a file for all outstanding orders.

To process EDIFACT status reports

AChange the curreiinctionto Status Reports
AClick theDownload button at the top of the screesierradisplays the FTP dialog:

16


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

FTP 1]

File View

C®
Close

Status Reports FTP

Host xtrain.ii.com * & Secyre Transfer
Remote
Hame Size Last Modified
Transfer type: / -
Rename files upon transfer

ASelect your host IP or domain name from thiedistype a new one in the white box.
ACheckSecure Transfef necessary (ask vendor)

AClick Connect

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

AEnter the login and passwottien clickOK and you will be connected to the vendde si

AHi ghl i ght the order response file from the

17



FTP X

File View
e
Close
Status Reports FTP
Host * -  Secure Transfer
Remote (5] (] fiifiihome
Name Size Last Modified
|_°‘| ediinvoice_new 1085 10-08-2013 12:00AM ”~
m_“] edistatus 1064 11-03-2008 12:004M |
D edistatus_new 10749 10-08-2013 12:00AM
D 1 {i] 02-14-2011 12:00AM %
Remote Filename
Transfer type: -
Rename files upon transfer

AClick Get from the FTP dialog

ASierraprocesses the file and displays the order response information for each order in a
table on thdPreview tab.

0 Click Closeto close the=TPdialog box and see the report.

Slerrq FUNCTION Status Reports -
Pririt Wiew
rrocess 3
I Preview I Unprocessed contents of download

Processed
# Record Blanket PO Title Status Desc.  System Status
1 010004075 Finding moonshine : a mathemati... Accepted wit.. Ready
2 010003940 Kiss of the dragon [videorecordin... Cancelled. Co... Ready
3 010004117 Imaging of orbital and visual path... Accepted wit.. Ready

AEach 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.

AAdditionally, the table includes the following status columns

o Status Desc.

18



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 amendmgtatcepted with change”, or
"cancelled"), the quantity ordered, the quantity sent, availability status
(e.g., backordered), and a free text message.
0 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.
AFrom thePreviewtab, you can review and print the order response information. You can
also sort the tableylclicking on any of the column headers.
Alf you do not want to process the current file, you can exiStatus Reportsfunctionby
choosing anothdunction
AAlternatively, you can download a different file without processing the current
information byclicking theDownload button againSierraclears theéPreviewtab and
displays the FTP dialog again for you to retrieve the new file.
AWhen you have finished reviewing the order response information, cRoosessto
update the order records with the catrstatusSierrainserts a variabldengthOrder
Statusfield into the order record to store the vendor's response

o10004075 Last Updated: 08-17-2015 02:45PM  Created: 01-29-2008 01:39PM  Revisions: 27
Cat Date - - Fund w2t IV Books | Status T CANCELLED
Claim - Order Date  12.15.2013 Transit Location p PO REQUESTED
Copias z Order Hole . . Vendaor baker Baker & Taylor (U5,
Renewal month (C1) . — Order Type  f FIRM ORDER = Language eng English
HewReplace (C2) a MEW Recw Action . ... Couniry enk England
Order Code 3 - — Recy Dabe - - Volumes 1
Innoll Class & EDIFACT
F. >
Order Status 24 Accepied with change. Copies ordered:? Copies sent:0 Backordered - awaiting supply 06-22-2015 10:43:40 I
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AAfter the processing is complete, tRecessedab automatically displays

Download | Process I
I Preview I Unprocessed contents of download
Processed
# Record Blanket PO Title Status Desc. System Status
1 010004075 |:| Finding moonshine : a mathematic... Accepted with ... Ready
2 |010003940 Kiss of the dragon [videorecordin... |Cancelled. Cop... Ready
3 010004117 Imaging of orbital and visual path... Accepted with ... Ready
4 010004208 Graphic design history / edited by ... |Cancelled. Cop... Ready
5 |o1000421x Computer keyboarding : essential... |Accepted with ... Ready

AFor each order that was successfully procesSietiachanges the System Status column

to "Updated".
AOne of the recordsbovewa s fiin useodo and could not be up
ATo view the note placed in the order record, highlight the line and clickiéneicon on

the toolbar.
NOTE
If an oder is listed as cancelled in the Status Desc. col@Gmenradoes not automatically cancel
theorderYou must manually c¢hangeTodlsH Eunction dGamcéls| st at
by Vendor when the order is open in edit mode.

Possible Error Messages

AWhen you retrieve the order response file via FSiBrraattempts to interpret the file and
match each order response to an order record in your database.

AThe system uses the order record number for matching purposes.

Alf Sierracannot read the file dahere is a problem matching a specific order record, the
system displays an error message in the System Status columnRuawigsv tab.

AThe table below provides a list of possible messages you might encounter while
processing EDIFACT Status Reports.

AThe 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 messagesSieesantl update
only the orders with the status of "Ready"; order$\wait error status cannot be updated.
Alternatively, you can resolve the errors first in Bierrasystem (when possible) or with your
vendor, and then reload the file for processing.
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System Message

No Match | For rechumn>, record type is
<x> and was expecting '0' (order record).

No Match | itenxkn> has either a null LIN or
RFF value. line rfkvalue>. cannot determine
record number.

No Match | Unable to read record due to Re:
<order record #>in use by system.

No Match | Unable to read record due to Re:
<order record #>deleted orxdate>.

No Match | Unable to read record due to Re!
<order record #>belongs to another account

No Match | Unable to read record due to Re:
<order record #>is outside of scope.

No Match | Unable to read record due to Re!

<order record #>does not exist.

This is notan order response headamlue>.

Work record is null foxorder record #>

Meaning / Possible Solution

Vendor has included information for the wrol
record type in the order response file. Conta
your vendor.

Incorrect coding in one of the segments of tf
order response file. Contact your vendor.

The order record matching this entry in the
order response file isugy. You can eitheree
the record in user process the file which will
exclude the busy order record from being
updated.

The order record was deleted and therefore
cannot be updated. Continue processing the
order response file.

You cannot update this ordexcord because it
belongs to another accounting unit. Continut
processing the order response file.

You cannot update this order record becaus
is outside of your scap Continue processing
the order response file.

The order record number from the order
response file does not exist in y&ierra
database. Contact your vendor.

You have attempted to load a file that does |
contain order responses. Check the name o
file you want to process and repeat BieP

steps

The order record number could not be
determined in the order response file. Conta
your vendor.
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Retrieving and Processing EDIFACT invoices

AChange the curreiinctionto Import Invoices
AClick Get Shipment

W sierra - Escondido Public Library - Joanna Axelrod

File Edit View Go Tools Admin Reports Help

sierra FUNCTION Import Invoices v
I import I Import
AeceptReec [ Get shipment )
Reports Process Options
Vendor Order date
Load Profile -
Create Review File:
k= Shipment number Shipment date Vendor Type

ATheReceivevindow (shown below) appealick Firm Order Invoice (EDIFACT) at
the top right.
AType the vendor code in théendor box, or doubleclick to browse your vendor code
index and select the code.
AFinally, click FTP at the bottom of the screentogt o t he vendor 6s seryv
AClicking Browsewill let you retrieve the invoice file from your Pi@stead

Receive

® Firm Order Invoice (EDIFACT)

HNetLibrary

Wendpr bIIBaker & Taylor Fiction/MNon-fiction

* -

ASelect a host IP or domain name from the Host geaur host is not already in the list,
just key it in the white box (overwrite what is alreadgrt).

ACheckSecure Transferif required by your vendor

AClick Connectt o connect to the vendordos server
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Receive X

File View
C®
Close F
FTP Client
Host [ftp.baker-taylor.com ¥ Secure Transfer
[
Local Remote
Name Size Last Modified Name Size Last Modified
i
Transfer type: -
Rename files upon transfer

Aln 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 wemecord, the server

will default to that server and when you cliCknnect the username and

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

password at this point.
AYou should then be c o nFiesonttheidserteowilltdibpayone nd o r

the right side.

AHighlight the invoice you want to retrieve and cliGlet.
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Receive X
File View

(S
Close
|FTP Client
Host ' taylo v Secure Transfer
Local ) 1 Remote .+ 1 /3007340/3007340.0ut
Name Size Last Modified Name Size Last Modified
) OUT109C15256... 719 112:10-2014 3:15AM | ~
(| ) OUT153015198... 872 12.04.2014 3:14AM

) OUT16BC1519... 3071  12-04.2014 3:10AM |
| OUT16C015210...12829  12-05.2014 3:14AM

| OUT93C152198...8624 12-06-2014 3:08AM ~
Remote Fllename

Transfer type: Binary ¥

Rename files upon transfer

AYou will need to be able to identify those files you have already retrieved as invoice files
may remain on your Vv dtmddoudnayingpertrarievoicef or a
that you have already retrievegierrawill give you a warning in this case (see below).

AThe invoice will then be imported and will display on thecept/Rejecttab

AChoose a session from tBessiordrop-down menu.

Import I Accept/Reject

I Accept/Reject Invoices awaiting acceptance
Reports @

Session

0 Invoices, 0 Line ltems, Free | »

0 Invoices, 0 Line ltems, Free #
0 Invoices, 0 Line ltems, Free
0 Invoices, 0 Line ltems, Free

1
Invoice # 1
2
3
4 0 Invoices, 0 Line Items, Free
5
6
7
8

0 Invoices, 0 Line ltems, Free
0 Invoices, 0 Line ltems, Free
0 Invoices, 0 Line ltems, Free
0 Invoices, 0 Line ltems, Free
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Alf you import an invoice that you have already imported, the system checks for duplicates
via the invoice numbeif it is a duplicate number, the invoice number will displagin
different colorand there is a message on the status bar when you highkghttice

Import

I Accept/Reject

I AcceptReject Invoices awaiting acceptance

Reports @

Session 1 0 lInvoices, 0 Line ltems, Free

Invoice # Vendor
1 BT-09-0909 b&t

2  |BT-09-0009 |baker

#items

A possible duplicate invoice was found

AWhen you highlight the invoice and cli@elect you will see théuplicate Invoice

window. You can choos€ontinue to view the invoice oReturn to Invoice List to
delete the invoice.

Alf you want to delete the invoice, highlight the ins®iine and clickDeleteon the
toolbar Then answelesto the warning prompt.

I Accept/Reject

) . Warning
Invoices awaiting

?,.} Delete invoice({s) NO. 27

Session 1 T No
Invoice #
1 BT-09-0909 b&t 4
2 BT-09-0909 baker 4

AOnce you have selected an invoicel clicked Select the line items display and you will
be on theProcesgab (at the bottom)

25



Invoice #BT-09-0909 4 items

I Process Process
Extended View
Invoice Date |12-30-2014 Apply usetax None - lLocal Currency
ingex  Record Number Title Lok Price Fund Location  Or Note Action
Price Type

#1  |o10004075 Finding moonshine : a mathemati  $64.57 $78.80 u2f iu2 T 4 copies Accept
-2 010003940 Kiss of the dragon [videorecord ~ $64.57 $78.80 iuav iuav U 4 copies \Accept
-3 010004117 Imaging of orbital and visualp  $64.57 $78.80 im2f is2 T 4 copies skip |
#4  |o10004208 Graphic design history /edited  $64.57 $78.80 u2f u3 f 4 copies skip |

Al n your | oAdmim pSettingsd Impoirt mgpises fou have the option to have

the Extended Viewtab be your default viewrhe extended view displays Hold, Internal
Note, Copies, Order Note, and Receiving Actibhe Hold and Receiving action may
contain important processing inforn@ii Contact the Help Desk to have additional
fields added to the extended display.

Invoice #BT-09-0909 4 items

I Extended View

Process

| #  orderrecord
1 |010004075
2 |010003940
3 |o10004117
4 |010004208

bib record TITLE HOLD
b12088493 Finding moons... j0
b11407967 Kiss of the dra... j0
b11926934 Imaging of orbit...0
b11354689 Graphic design ..J0

INT NOTE
cancelled 07-1...

HNotify Helen Jo...

Copies Order Note Recv Action

ASierradisplays various monetary information Brocesstab. For example, the system
displays both the price and the prorated price for each title. The status basshaoes

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 choo&how Details

PO #
Title
Fund
Location
Ord Type
Prorated Price
Tax
Service
Inv num
Inv date
Pay note
Action

01000407
Finding moonshine : a mathemati
i 2f

iu2

f

$64.57
$0.00
-$14.23
BT-09-0909
12-30-14

4 copies
Accept
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AThe Price column inhie 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.

AThe invoicetotal 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.

Alf the vendor includes the list price in EDIFACT invoic8grracanuse this data during
invoice processing to populate the listoerfield in the invoice record.

ACheckDisplay previous paymentso see payment lines from the orddrgpically firm
orders do not have previous payments, btthéexamplebelow, which is aduplicate
invoice, you can see the payment information from the previgqestyinvoice.

I Process

Extended View

Apply usetax Hone

-

Local Currency

@ m Show Details Display previous payments

I Process
Invoice Date 12-30-2014
Index | Record Number Title Prorated
Price
=1 010004075 Finding moonshine : a mathemati $64.57
Order for above item cancelled
Paid Date Inv. Date Inv. Number Amount
1 06-22-2015 06-22-2015 BT-09-1225 564.57
=2 010003940 Kiss of the dragon [videorecord  $64.57
Order for above item cancelled
Paid Date Inv. Date Inv. Number Amount
1 08-17-2015 12-30-2014 BT-09-0909 564.57
2 pE-25-2015 12-30-2014 BT-09-0809 564.57
=3 010004117 Imaging of orbital and visual p $64.57
Paid Date Inv. Date Inv. Number Amount
08-17-2015 12-30-2014 BT-09-0909 564.57

b =

Price Fund Location Ord.
Type

$78.80 iu2f iu2 T
Voucher No. HNote
440 004 copies\
$78.80 iuav iuav T
Voucher No. Note
443 004 copies
439 004 copies \
$78.80 im2f is2 f
Voucher No. Hote
443

004 copies

Hote Action
4 copies Accept
4 copies Accept
4 copies Skip |

Invoice #BT-09-0909 4 items

o

) Closeit at this point, then delete it
ATo edit an individual order record, dae-click on theRecord Numbercell.

X Record Number

Invoice Date 12-30-2014 Apply useta

Prorated

Inde: Title Price Price
1 010004075 Finding moonshine : a mathemati | $64.57 $78.20
2 sts of the dragon [videorecord  $64.57 $78.20
3 010004117 Imaging of orbital and visual path... $64.57 $78.20
4 010004208 Graphic design history | edited $64.57 $78.20

¥ None

iu2f
inav
im2f
iu2f

-

Local Currency

Display previous payments

Ord.

Fund Location Type Note
iu2 f 4 copies
iuav f 4 copies
is2 f 4 copies
iu3 T 4 copies

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

Action

Accept
Accept
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AThe bib and order record will displa@lick Edit to edit the order record.

Edit J Use Order Record

010003940 Last Updated: 08-17-2015 03:01PM  Created: 11-28-2007 06:06PM Revisions: 65

Location| iuav_Innovative University Audio Visual | Copies | 1 | Estprice | s6.99 |
Fund | iuav 1U AudioVisual | orderpate] 12-152013 | oOrder Type| 1 FIRM ORDER |
Status | 7 CANCELLED | vendor | baker Baker & Taylor (USA) |

PAID 08-17-2015 INVD:12-30-2014 INV#: BT-09-0909 AMT: $64.57 NOTE: 004 copies| VOUCHER: 443
PAID 06-25-2015 INVD:12-30-2014 INV#: BT-09-0909 AMT: $64.57 NOTE: 004 copies| VOUCHER: 439

AYou may now editay field in the order recor@ave your changesliak Exit Edit, then
Closeto return to the invoice.

AYou may a$o edit any information in the table that is not grayed out simply by clicking in

the cell.
Alf you want to change the fund or location information in multiple lines tedheevalue,
highlight the lines and clickdit Group.

ACheck the code you watu edit (Fund and/or Location) and double click in the field to
see the list of valueSelect the fund and/or location code from the list and €ikk
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